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INTRODUCTION

THE BICA QUALIFICATION

Following the passing of the Accountants Act 2010, the Botswana Institute of Chartered Accountants (BICA) has introduced its own professional
accountancy qualification.

The Botswana professional accountancy qualification evolved out of a realization that:
* Astrong economy like that of Botswana needs a strong accountancy profession
* Astrong profession needs a strong professional body
* Aprofessional body will be stronger if it has its own qualification
e Students who enrol for the BICA qualification and subsequently become full members will have first loyalty to BICA.

BICA (with the support of the MFDP and the World Bank) entered into a twinning arrangement with one of the world's leading professional bodies,
The Institute of Chartered Accountants in England and Wales (ICAEW), to facilitate the development of the Botswana professional accountancy
qualification.

» Students will receive a thorough grounding in ethics through the Ethics and Professional Scepticism (EPS) programme.
e BICA will be supported throughout by the use of the ICAEW examination scheme and joint BICA-ICAEW oversight.

Reciprocity between BICA and ICAEW membership will be a future outcome of the programme, subject to approval of the relevant ICAEW and BICA
committees. Reciprocity will lead to wider international recognition and to international portability for the BICA qualification.

To read more about the BICA Qualification go to ‘Students’ section at bica.org.bw.

YOUR BICA EMPLOYER HANDBOOK

The BICA Employer Handbook contains all the information you need as an employer of BICA students who have registered with us from 1 July 2013
and are studying towards the latest evolution of the CA. It also guides you through the day-to-day training enquiries that may arise during CA training.

This guide will provide you with information on:
+  support and resources for you and your students;
+  help with recruiting students;
+  professional development;
+ ethics and professional scepticism;
«  practical work experience;
+  exams;
+ six-monthly review — its purpose and process; and
+  how your students apply for BICA membership.

We hope you find this handbook useful. If you have a question relating to BICA training, contact your BICA Apprenticeship Manager. Alternatively,

email atesupport@bica.org.bw,

call +267 397 2992 or visit bica.org.bwfor the latest information.
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BICA SUPPORT FOR YOU

BICA students can train in any organisation that is authorised by us to train students. More than 110 different types and sizes of organisations
around the country benefit by offering BICA students training. Thank you for being one of these organisations. We are here to support you,
your organisation and your students fromday one.

GETTING STARTED

«  When you have recruited BICA students, a sample training agreement is available at bica.org.bw

+  Student inductions by BICA are available where possible. We present to your new recruits to provide them with an overview of BICA, their
responsibilities and the support we offer.

+  We can also guide your employees through what it means to supervise BICA students.

DEDICATED SUPPORT TEAMS AND HELPLINES
HELPLINES

Our student and employer support team offers guidance and support for all your enquiries.
T +397 2992
E bica-students@bica.org.bw /atesupport@bica.org.bw

EMPLOYER HANDBOOK



BICA SUPPORT FOR YOUR STUDENTS

We provide resources and support as your students’ progress through their CA training.

STUDENT WEBSITE

The BICA qualification area of our website www.bica.org.bw includes information, guidance and resources to help students as they progress through
BICA. Additional information can be sourced from the ICAEW website icaew.com/dashboard

BICA STUDENT WEBINARS

Monthly webinars for CA students cover technical and professional skills development and are linked to professional development competences.

Recent webinars have included:
+ exam technique
*  memory skills
+  Excel skills
+ strategic time management
+ assertiveness and influence
*  building personal resilience

Students can register for upcoming webinars and listen to previous recordings by visiting the student area of the ICAEW website. icaew.com/dashboard

KEEPING STUDENTS UP TO DATE
VITAL is a magazine for BICA students. Posted four times a year, VITAL keeps students up to date on our latest resources, examiners’ feedback and
study guidance. The latest edition and past issues are available to download within the student area of the ICAEW website.

In addition to VITAL, students receive the BICA’'s quarterly bulletin and the ICAEW official member magazine, economia.
We also send the latest information, regulation changes and reminders about key dates and exam entry deadlines.

ONLINE STUDENT COMMUNITY
The online student community allows students to ask questions, gain study and exam advice from fellow CA students and access ICAEW free webinars.
There are also Ask a tutor sessions to help students with key technical topics and exam papers. ICAEW.com/student community (student access only)
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HELP WITH RECRUITING STUDENTS

Our Student Recruitment team has developed a wide range of interactive and engaging resources to promote your organisation and attract
prospective students.

FREE ADVERTISING ON OUR ONLINE JOBS PORTAL

Advertise your BICA training vacancies on our online jobs portal BICA Training Vacancies to extend your reach to students of all ages, globally, searching for
BICA training agreements.

Quick and easy to use, BICA Training Vacancies is free of charge for all BICA authorised training employers and principals making it a great way to raise
awareness of your BICA training opportunities

BICA Training Vacancies is heavily promoted to our potential student audience through a range of face-to-face and online promotional activities

PROMOTE YOUR ORGANISATION AT OUR EVENTS

Careers events — every year we meet students in different schools and university careers events in Botswana. Come and join us on the BICA stand at an
event near you and talk to potential students, or let us distribute your recruitment literature foryou.

Presentations—employers can bring alive the role of a BICA Chartered Accountant so we ensure there are plenty of opportunities for you to give presentations
at schools and universities.

Speed networking sessions — really popular, short, speedy interviews between students and employers where you each have five minutes to impress.

Business skills sessions — we run a variety of business skills sessions with students to help develop the skills that our employers need. Students are
mentored by CA students or newly qualified BICA Chartered Accountants. Providing mentors can effectively promote your organisation.

To find out what other opportunities are available and how you can get involved, contact our student recruitment team:

T +267 397 2992
E bica-students@bica.org.bw
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BICA QUALIFICATION: OVERVIEW

The BICA chartered accountancy qualification, CA, is one of
the most advanced learning and professional development
programmes available. Its integrated components provide
you with an in-depth understanding across accountancy,
finance and business. Combined, they helpbuildthetechnical
knowledge, professional skills and practical experience
needed to become an BICA Chartered Accountant. All of the
components are compulsory which ensures a consistent
benchmark of knowledge, skills and experience for your
employees —regardless of location or area of expertise.

Each component is designed to complement each other, which

means that students can put theory into practice and apply what they

learn to their day-to-day work.

Progression through all the elements of the CA simultaneously will
enable students to be more successful in the workplace and exams.

The components are:

Professional development
Ethics and professional scepticism 3-5 years
practical work experience

15 accountancy, finance and business modules

EMPLOYER HANDBOOK

BICA CHARTERED ACCOUNTANT

HOWIT WORKS
PROFESSIONAL DEVELOPMENT

Professional development improves students’ abilities and
performance in seven key areas:

+ adding value

+  communication

+  consideration

+ decision making

*  problem solving

+ team working

+ technical competence.

BICA Chartered Accountants are known for their professionalism
and expertise. Professional development prepares them to
successfully handle a variety of different situations that they will
encounter throughout their career.

For more on professional development see page19.

ETHICS AND PROFESSIONAL SCEPTICISM

Ethics is more than just knowing the rules around confidentiality,
integrity and objectivity. It's about identifying ethical dilemmas,
understanding the implications and behaving appropriately. We
integrate ethics throughout the BICA qualification to develop
students’ ethical capabilities — so they’ll always know how to
make the right decisions and justify them.

For more on ethics and professional scepticism see page 21.

3-5 YEARS PRACTICAL WORK EXPERIENCE

Practical work experience is done as part of a training agreement
with one of our authorised training employers. Students need to
complete 450 days, which normally takes between three and five
years. The knowledge, skills and experience they gain is invaluable,
as they have the opportunity to put what they learn into practice.

For more on practical work experience see page 23.



THE TRAINING AGREEMENT

This is a written agreement between you and your student for the full
period of training. As the student’s employer, you outline the support
you'll provide the student (for example, amount of study leave) and
the standards that they are expected to achieve in relation to their work
experience and exams. The student commits their time and effort into
completing the integrated components of the BICA. The BICA training
agreement is separate from any employment contract your organisation
may issue to employees. Find out more on page 15.

15 ACCOUNTANCY, FINANCE AND BUSINESS
MODULES

BICA students gain in-depth knowledge across a broad range of topics
in accountancy, finance and business. The modules are designed to
fit with their practical work experience, so they constantly progress
through the qualification.

There are 15 modules over three levels — Certificate, Professional and
Advanced Level.

They canbetakeninanyorderwiththe exception ofthe Case Study
which has to be attempted last. Students must pass every exam
(or receive credit) — there are no options. This ensures that once

qualified, all BICA Chartered Accountants have a consistent level of
knowledge, skills and experience.

ADVANCED
LEVEL Case Study
Corporate Strategic Business
Reporting Management
Business Planning: | Business Strategy
Taxation and Technology
PROFESSIONAL
LEVEL Financial
Audit and Assurance Accounting and
Reporting
Business
LEVEL Finance

For more on exams see page 28.

8

SIX-MONTHLY REVIEWS

Six-monthly reviews are a requirement of each BICA training
agreement and must be completed as part of the authorised training
employer conditions. They are essential to assess the development
and progress of your students and help to ensure that each student
is fully engaged and on track with achieving the knowledge, skills and
experience needed to become a BICA Chartered Accountant. Find out
more on page 35.

SUMMARY OF COSTS

Some fees are payable to BICA, while other costs are payable directly
to your chosen tuition provider.

Visit www. bica.org.bw for the most up to date exam, credit for prior
learning and learning materials costs.

Financial .
L Management Principles
Information § of Taxation
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WHO CAN STUDY BICA QUALIFICATION

There are multiple entry routes for students to study the BICA qualification which allows you to recruit students from a variety of backgrounds.

GRADUATES

Each year graduates from a variety of degree backgrounds train for the BICA qualification. This includes students with degrees in engineering, law, modern
languages, history, music and philosophy. A typical graduate might follow a three-year training agreement.

THOSE WITH OTHER PROFESSIONAL QUALIFICATIONS

There are a variety of opportunities for individuals from other professional bodies to qualify as a BICA Chartered Accountant, including ACCA, ICAI, ICAP, CIMA
and CIPFA.

Some may be eligible for a two-year training agreement.

Some will be eligible for a two-year training agreement

EMPLOYER ROLES AND RESPONSIBILITIES

The chart below shows you the different roles that we may require, who can perform them and who can see and sign off which parts of a BICA
student record.

KEY REFERRING TO NUMBERS IN TABLE ON PAGE 10
See a student’s registration history

See student exam history

See student educational history

See credit for prior learning (CPL) awarded

See exam applications

See status of student online training file

Conduct the six-monthly reviews with student

Cancellation with BICA of the student registration

© 00 N O OB~ O =

Sign off the online training file, including ‘fit and proper’ certification

If you have a question about roles and responsibilities, contact us on

+267 397 2992 or atesupport@bica.org.bw
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Who canbeone

What
can
they

look at

What
canthey
updateor

QPRT -
qualified
person
responsible
for training

PRT —person
responsible
for training

Deputy QPRT

Counsellor

CA student
manager
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Must hold a position of responsibility and have decision-making power in re-
lation to training and development.

Overall responsibility for delivery of BICA training within the organisation,
even where certain tasks are delegated.

Usually main point of contact with BICA for student training.

Takes active lead in development of students and ensures organisation
maintains BICA training standards.

Carries out the same function as a QPRT. Responsible for training in
subsidiary offices within a ‘training office group’ (TOG).

(In a ‘training office group’, the QPRT will still take responsibility for
training across the whole group. The PRT will be present in all other
registered offices within that authorised group).

May be appointed by the QPRT where the number of CA students registered
would make it impossible or unreasonable for the QPRT to sign off all the
required student records and reviews.

The existence of the role of Deputy QPRT is an exception rather than a
rule.

Have an interest in developing students.
Understand professional development, ethics and professional scepticism,
practical work experience requirements and our exam structure.

Counsellors do not need to have direct line management responsibility for
students but must be able to liaise closely with those who do.

Responsible for administration and monitoring of exam training (in larger
organisations). Carries out this function on behalf of the QPRT.

Typically, will be carried out by human resources or training specialist
staff.

Must be a CPD compliant
associate or fellow member
of BICA.

Ideally should hold the Audit
Qualification, but this is not
essential.

APRT mustmeetthe samecriteriaas
QPRTabove.

A Deputy QPRT must meet the same
criteria as QPRT above.

Ideally should be a BICA member.
If this is not possible, they must be
a member of: ACCA, CIPFA, ICAS
or CAIl or approved equivalent
international body e.g.,, CIMA,
CICPA, ICAP.

All  counsellors must have
experience of giving feedback
and impartial advice,
encouraging constructive
discussion and coaching.

Counsellors need to have an
interest in developing students
and discussing training issues.

Responsibility for training e.g. HR role.

Does not have to be a qualified
accountant.

284
5,6

1,2,3,4,
5,6

284
5,6

1,2,3,4,
5,6

1,2,3,4,
5,6

sign off

7,8,9

7,859

7,8,9

7,8

Only one QPRT
per organisation —
irrespective of size of
thatorganisation.

Therole of PRT only exists
inasubsidiary office withina
‘training office group’ (TOG).

One PRT per subsidiary.

Unable to complete the
final online training file sign
off and the ‘fit and proper’
certification at the end of a
period of approved training,
but can confirm to QPRT
that student is ‘fit and
proper’ to become an BICA
member.

Does not need to exist
in all organisations.
Typically exists in larger
organisations.
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REGISTERING YOUR OFFICE

Your organisationor officeis registered with us as part of the BICAauthorised trainingemployer (ATE) process.
This mustbe the location where your CA students are basedandwherethe qualified personresponsiblefor training (QPRT) is based.

REGISTER A GROUP OF OFFICES (TOG)

Where a group of offices within the same organisation operate as one business unit and have common training policies and working practices, they can be
setuponour records as a training office group (TOG). The benefits to organisations are:
« allows training administration to be centralised into one main office;
« allows students to work for other offices in the TOG without recording it as a secondment;
+  helps students to be exposed to a greater variety and depth of work experience across the group; and
- provides flexibility of options with either the QPRT being responsible for training across the whole group or nominating suitable individuals to
take responsibility for training in the subsidiary offices.

The TOG must nominate one office to be the principal office; the ‘head’ office for training purposes. The main responsible individual or QPRT should be based
at this office.
All other offices in the group, known as subsidiary offices, must nominate a person responsible for training (PRT).

Formore details ontraining office groups, please call +267 397 2992 or email atesupport@bica.org.bw

TRAINING AUTHORISATION AND REVIEW

TRAINING STANDARDS

To become and remain an authorised training employer (ATE), your organisation must consistently meet and adhere to our training standards. These standards focus
on the main elements of training and reflect best practice in all types and sizes of organisations. We will monitor compliance with these training standards through a

programme of review visits. This requires your organisation’s commitment to five main principles:
+  to operate with professionalism and commitment to BICA training;
+ to provide students with a suitable training environment;
+  to offer students appropriate supervision and support;
+ to offer students the opportunity for personal and professional development; and
+ to offer students appropriate training in professional ethics.

REVIEW VISITS

We visit all ATEs, including any subsidiary offices where appropriate, at least once every three years. These visits aim to:
* ensure organisations continue to meet our training standards;
+  provide support and practical advice;
+ update ATEs on learning and professional development issues; and
+ gain feedback.

EMPLOYER HANDBOOK
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When your office is due for a visit, we will write to tell you. The team visiting will then contact you to arrange a meeting at a convenient time in the next six months.
If you refuse to participate in or accommodate these visits, your organisation will lose its ATE status and we will withdraw your authorisation to train BICA
students.

CHANGE IN CIRCUMSTANCES - WHAT WE NEED TO KNOW
All changes in circumstance that may affect student training must be reported to our training team at atesupport@bica.org.bw. This includes (but is not limited to):
« achange in qualified person responsible for training (QPRT) or person responsible for training (PRT);
change in the structure of your organisation, for example, merger, de-merger, takeover;
significant change in the nature of your clients and/or work experience available to students;
change in status of your organisation, for example, a partnership changing to a limited company; and
significant change in your training policies and/or procedures.

In these situations, our training team may need to have further discussions and/or an informal meeting.

THE REVIEW VISIT PROCESS

1. We will write to the QPRT of your organisation when a review visit is due. This is now at least once every three years or sooner if there is cause for
concern or there has been a change in circumstances at your organisation.

A meeting date will be arranged at a convenient time within the next six months.

The ATE will be advised what evidence or forms are expected at the review meeting.

A review visit takes place on the agreed date/time.

If the ATE continues to meet our training standards, a confirmation of the successful review will be sent.

o o A w N

If an organisation has not met our training standards, it is given the opportunity to put processes and plans into action to correct any required areas
and will be re- appraised.

RE-APPRAISAL OF ATE STATUS

If we have concerns on our training standards being fully and/or consistently met, we can re-appraise the ATE status. This can happen following:
a review visit;
the receipt of information from other BICA departments, such as the Membership Department; and/or
a material change in the circumstances of the organisation.

We will inform you in writing if your organisation is to be re-appraised and we’ll send you a copy of the training standards. If you can demonstrate that your
organisation continues to meet the requirements of our training standards, then your ATE status will be continued.

EMPLOYER HANDBOOK
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TAKING ON A NEW STUDENT

NEW STUDENT CHECKLIST

The following provides a useful summary of the steps involved when your new BICA students start training with you.

More

Send out offer letter — to include draft employment contract and
the BICA training agreement

2 Request references

3 Organise your students’ study programme

4 Sign BICA training agreement

5 Register student with BICA

6 Apply for credit for prior learning (CPL)

7 Apply to sit exam(s)

8 Apply for alternative arrangements if needed

9 Maintain records and evidence of professional development,
ethics and professional scepticism and practical work experience

10 Arrange first six-monthly review

11 Advise us if there is a change in circumstances with employer (for
example, merger, buy-out) or with student (for example, student
surname changes with marriage, student resigns, maternity
leave, change in office location within a TOG)

12 Advise us of any planned changes to the BICA training agreement
(for example, planned secondments, student resigns or moves to
part-time working)

EMPLOYER HANDBOOK

After interview

Once student has accepted the offer

Once start date has been agreed

First day of employment

As soon as training agreement has been
signed

As soon as possible before exam entry

deadlines

No later than exam entry closing date
No later than the exam entry closing

date

From start of training and throughout

Before six months

From start of training and throughout

Throughout training

Employer

Employer

Employer

Employer

Student

Student

Student

Student

Student

Student

Employer

Employer

Page 15

Page 15

Page 33

Page 28

Page 28

Page 19 - 25

Page 35

Page 12

Page 17
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FEES PAYABLE TO US FOR STUDENT TRAINING (NON GOVERVEMENT SPONSORED STUDENTS)

ANNUAL STUDENT REGISTRATION FEE
As an employer, you are responsible for paying the annual student registration fee for each of your BICA students. For the most up to date annual
fee go to bica.org.bw.

We will invoice you each year in December (and annually after that) for all of the BICA students that are registered with you at that point. So as
an example, if you have two BICA students — one of whom started training in March 2018 and the other in September 2018, you will receive your
first invoice in December 2018 for both of your two students (and annually after that).

Before we send you this invoice, we will send you a list to show you which students’ our records show are registered with your training organisation.
Please check this information carefully and tell us if there are any errors. Please contact us urgently if you cancel the training agreement with any of
your students. This will help us to keep our records up to date and avoid errors when we send you the list of CA students training with you.

EXAM AND CREDIT FOR PRIOR LEARNING FEES
As an employer, you are responsible for paying the exam entry fees for your students and any relevant credit for prior learning. It is however, a student’s
responsibility to apply for these and for any alternative exam arrangements they may require.

See page 33 for more on credit for prior learning and page 28 for more on exams.

BICA LEARNING MATERIAL COSTS
Please check with your tuition provider as some will include the cost of BICA learning materials within their fees. If this is not the case, then BICA learning
materials fees are payable directly to us. You can order learning materials through our Administration Office.

TUITION COSTS

These are payable directly to your tuition provider. Tuition costs may vary according to location, study method and tuition options available. For a list
of tuition providers near your organisation, visit www.bica.org.bw

INVOICES FROM US

Invoices are sent to the QPRT unless you tell us otherwise. Please contact the training department at +267 3972992 to arrange for invoices to be
sent to another person

EMPLOYER HANDBOOK
14



REGISTERING A BICA STUDENT WITH US

BICA STUDENT REGISTRATION
It is the students’ responsibility to register with us — they cannot complete BICA without being registered with us as a student. They should only do this once
your organisation has carried out any required checks and then instructed the student to register (non government sponsored students).

You will need to provide your student with the ATE number that we have allocated to your office. This acts as the password to access a secure part of the

registration.
You can find this number on your ATE authorisation certificate or you can contact us on +267 397 2992

REGISTRATION PROCESS
When they register as a student, they are effectively registering their BICA training agreement and that their period of training has begun. There is currently
one way to register.

1. Paper-based registration form: This form can be used where HR departments or the employer assumes responsibility for the registration process.
There are two forms depending on the type of student that is to be registered. One registration form is for all students. The other form is only for use
with government sponsored students. These forms are available at bica.org.bw

PAYING FOR STUDENTS IN TRAINING
Please see notes on page 15.

RE-REGISTRATION OF A STUDENT
You will re-register a student if you employ a student who has completed part of their BICA training with another organisation or office before they become
employed at your office (see more on page 16).

You can also contact us on +267 3972992 for more information.

SETTING UP A BICA TRAINING AGREEMENT

To qualify as a BICA Chartered Accountant, regulations require all students to complete a BICA training agreement with an organisation authorised by BICA
to train students.

PURPOSE OF BICA TRAINING AGREEMENT

The BICA training agreement is a formal commitment between the employer and student. It is not the same thing as an employment contract. The BICA

training agreement is specific to BICA training and outlines:

+ the support you will provide to your student in relation to studying for the BICA qualification (for example, number of study days, number of exam
attempts);

+ the standards of performance that you expect from your student in relation to their training and exam performance; and

+ your student’s agreement to dedicate time and effort to BICA training.

EMPLOYER HANDBOOK
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This agreement does not replace any legal responsibility your organisation has to comply with local employment legislation. Employment legislation always takes
precedence over this agreement. We will not intervene in any employment disputes.

PREPARING A TRAINING AGREEMENT
We have produced a sample training agreement that you can adapt to reflect your organisation’s own policies and procedures. You can find this sample
agreement at bica.org.bw or contact us at on +267 3702314 or atesupport@bica.org.bw

LENGTH OF AGREEMENT

Most students must have a minimum of a three-year training

The length of a training agreement shall be determined in accordance with the BICA student regulations and by agreement between you and your student. The
maximum period of time a student may enter into a training agreement is five years.

We need to have a copy of the agreement to activate the student’s online file. You must tell us if elements of the BICA training agreement change at any
point during a student’s training period, for example, maternity leave or length of training.

See page 17 for what you need to do if you are intending to amend the length of a student’s training agreement.

COUNTING PREVIOUS WORK EXPERIENCE AND THE LENGTH OF THE TRAINING AGREEMENT

BICA regulations require students to gain relevant work experience. In special circumstances, our regulations allow us to recognise work experience gained
before the start of a training agreement. The student can claim a maximum of 12 months’ prior work experience if the criteria below have been fully met:
- experience must have been gained in an organisation which was approved by us at the time as an ATE;

- the experience includes a minimum of 65 days practical work experience;

- the student must have satisfied our minimum academic requirements for entry into a training agreement at the beginning of the period applied for;

- all parties (including previous employer if applicable) must agree to the application;

- the experience must be relevant, of a technical nature, properly supervised and performed satisfactorily;

- the experience was gained within the previous 24 months prior to student registration; and

- the student was not employed on a casual basis.

It is the student’s responsibility to apply in writing to us for any previous work experience to be considered.

The application should include:
- copies of their training records for the period applied for, signed by the QPRT or equivalent; and
- confirmation from the QPRT or equivalent that they agree to the application.

Relevant forms are available on our website. Alternatively, email atesupport@bica.org.bw

ISSUING A TRAINING AGREEMENT

We recommend that all students are given a copy of their BICA training agreement (along with your organisation’s employment contract) when a formal offer
of employment is made. This is because the BICA training agreement sets out your training policies, length of training and your expectations during that time.
You should produce two copies of each training agreement. One to give to your student, the other for your records. Both should be signed by student and
employer. Please send a copy to us and you must also inform us if any of the elements of the agreement change at any point e.g., length of training,
maternity leave, long-term illness of student.

REGISTERING A BICA TRAINING AGREEMENT
Even though it is a student responsibility to register as a BICA student and register their BICA training agreement, it is the responsibility of each employer to
make sure that their students do this as soon as they start their training.
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MAKING CHANGES TO A TRAINING AGREEMENT

There are anumber of reasons why you may need to make
changes to a student’s training agreement. In all cases,
you shouldinform us as soon as possible.

VARYING AND AMENDING THE LENGTH OF A
BICA TRAINING AGREEMENT

If you need to vary the length of approved training during the course
of a student’s training agreement, you’ll need to download and
complete the Amendment to Training Agreement form available at
bica.org.bw

EXTENDING THE LENGTH OF A TRAINING

AGREEMENT

Shown below are some examples where you would need to extend

thelength of BICA approved training and advise us accordingly:

- your student has not completed their full 450 days required
practical work experience by the end of their original training
agreement date (or their full 300 days where applicable);

- your student has not yet completed all of their professional
development and ethics and professional scepticism
requirements.

REDUCING THE LENGTH OF A TRAINING

AGREEMENT

- Forustoconsideranapplicationtoreducethelengthofatraining
agreement, the student would need to have completed all their
professional development requirements and their full 450
days of practical work experience and completed the ethics
and professional scepticism requirements by the end of the
training agreement.

- The length of a training agreement can only be reduced if the
above have been metand both the employer and student agree
toareductioninthe lengthofthe training agreement.

- You cannot reduce the length of approved training to avoid
providing support that you have already agreed with your
student.

- Yourlength of atraining agreement should never be less than 36
months, except where credithasbeengrantedbyus.

EMPLOYER HANDBOOK

SUSPENDING A TRAINING AGREEMENT

A BICA training agreement can be suspended for a limited
amount of time due to long-term illness, maternity/paternity
leave, parental leave or other exceptional circumstances
outside the control of your student.

Any work experience that a student has accumulated before
the training agreement is suspended will still count towards the
practical work experience requirements.

When training recommences, you must notify us in writing at
atesupport@bica.org.ow and your student will resume their
training agreement at the point that training recommences.

Please note:Abreakintrainingfor alimited time has no effecton your
student’s exam eligibility. However, there are implications on the
training agreement after certain lengths of time.

More than two years break: If the break in your student’s training
agreement exceeds two years the student may be required to
complete an additional period of approved training.

In all cases, and for any amendments to a training agreement,
you must notify us and complete the relevant section of the
Amendment to a Training Agreement form. This is available at
bica.org.bw or contact us on +397 2992 or atesupport@bica.org.
bw.

TRANSFERRING TRAINING OFFICE WITHIN THE
SAME ORGANISATION

The training office specified in your student’s training agreement
may be changed to another training office in the same
organisation provided you have the student’s consent. You'll
needtoinformusifthisisthe case.

If your student is temporarily working in an office that is not
part of the authorised training organisation then this should be
treated as a secondment. Please contact us on +267 397 2992
or atesupport@bica.org.bw regarding secondments as it may
affect conditions relating to the length of approved training, the
BICA training agreement and any acceptable audit experience.
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SECONDMENTS

If your student is temporarily working in an office that is not part of the authorised training organisation then this should be treated as a secondment.
Secondments are often a great way for your students to gain more experience, but you must contact us as soon as possible if you have any plans to
second students/relocate them (even if this is just for a short time) as it could affect the conditions relating to their work experience and affect the training
agreement

Please make surethatany studentyouplantosendonsecondmentis willingandgives youtheirconsent. Youshouldnotseektoplace astudentonsecondment
againsttheir will.

CANCELLING A BICA TRAINING AGREEMENT

Thetraining agreementlists the grounds on whichitmay be cancelled and you are advised to review these clauses before taking any action.
- Please notify us promptly of any cancellations, for example, when a student resigns.

- You'll need to complete the relevant sections of the Amendment to a Training Agreementform.

Please advise our apprenticeship team promptly regarding any cancelled training agreements. This will help you to avoid being invoiced for students
who are no longer in your employment.
Ifyoufailto notify us of acancellation you may be charged forthe annual studentfee.

MAKING STUDENTS REDUNDANT
There may be alternativesto making a studentredundantwithwhichwe can help. Please speakto the trainingteamon+267 370 2309 arstudents @bica.org.bw
for guidance.

RE-REGISTERING A TRAINING AGREEMENT

When a student leaves an ATE (e.g. resigns or relocates to an office or organisation that is not an ATE) it ends their training agreement with that
organisation. That student may enter into a new training agreement with a different ATE. Once the student is in your employment, you’ll need to
complete and submit a training agreement form, available at www.bica.org.bw

18
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PROFESSIONAL DEVELOPMENT

BICA Chartered Accountants are known for their
professionalism and expertise. Professional development is
an essential component of the BICA qualification as it prepares
studentsto successfully handle avariety of situations that they’ll
encounter throughout their career.

Students are required to demonstrate professional skills in
their exams and within the workplace.

Professional development is made up of seven ladders, which
students will work their way through while training.
Eachladderrepresents atheme, or arelated set of skills. Where
your student starts and how fastthey progress upeachladderis
flexible and managed by the employer. The seven ladders are:

1. Communication
Communicating effectively at all levels, using oral, written
and presentational skills.

2. Team working
The ability to operate successfully as a member or leader
of a team.

3. Decision making
Gathering and interpreting data in order to make good
decisions.

4. Consideration
Operating effectively and sustainable while respecting the
views, rights and values of others.

5. Adding value
The ability to add value to an organisation.

6. Problem solving
Making recommendations in order to solve problems.

7. Technical competence

Seeking, learning and using technical information for the
good of the organisation.

EMPLOYER HANDBOOK

Each ladder contains seven or eight steps, each representing a
skill. Students are required to demonstrate each skill by providing
an example from their practical work experience. Guidance and
sample responses are given to students to show the type of skill
required. More information on the seven ladders, their themes and
guidance on specific examples to give is available at icaew.com/
employers

Many of the skills within each ladder are linked to the Case Study, so
we recommend that all steps within each ladder are completed
before your student attempts the Case Study exam. When your
studenthas attempted all BICAexams, and only has the Case Study
to attempt, the employer will be able to review their professional
development progress to evaluate whether they are ready to take
the final exam.

As an employer, you should provide development opportunities for
your students, which requires them to carry out certain activities.

This could include:

- attending in-house training courses and seminars;
- discussing with seniors;

- attending events or listening to online webinars;

- meetings;

- on-the-job learning; and

- mentoring, coaching or shadowing.

You'll need to ensure that as your students progress during their
training, their skills in these seven areas continue to develop and
grow.

WHY IS IT IMPORTANT?

Continual skills development will help students in many ways for

example:

- to be more effective at work and in dealing with real-life business
situations;

- to do well in their exams — examiners will expect to see students
demonstrate these professional skills in their exams; and

- it prepares students for the skills development assessment
process they’ll need to do as members, which is known as
continuing professional development or CPD.
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HINTS AND TIPS

- Whichever scheme a student follows, they must not delay their professional development commitments or leave it until the end of their training.

- Examiners will look for evidence throughout the exams of professional skills, so it is critical that students carry out regular activity to develop their skills
throughout their training.

Professional development progress should be discussed (along with ethics and professional scepticism, practical work experience and exams progress) at
every six- monthly review you have with each student.

HOW TO COMPLETE PROFESSIONAL DEVELOPMENT

RECORDING PROFESSIONALDEVELOPMENT PROGRESS

Students are responsible for reflecting on their skills and taking any necessary action to gain the required skills in each of the seven ladders. They then
needto record and maintain their professional development via their online training file. Employers can also access this information at any time online.
Students should keep honest and accurate records throughout their training, so that this can be discussed at each six-monthly review.

STUDENT RESPONSIBILITIES
Students are required to give examples to demonstrate the skills required within each ladder and should receive confirmation at their six-monthly review
that they have achieved the step.

EMPLOYER RESPONSIBILITIES

Itis important that you discuss your student’s professional development progress at each six-monthly review.

You should feel that your student has given appropriate examples for all the steps in each professional development ladder. By completing all the steps
in each ladder, they will satisfy the professional development requirement of BICA training.

If you agree that your student has successfully completed a step, they should record your feedback and confirmation and tick that step as completed
within their training file.

If you are not satisfied with the level of progress your student has made in a particular skill area, you should discuss this with them. They should
again record feedback next to the example given, but the step should not be ticked as achieved within the online training file. You can view your students
professional development progress at icaew.com/employers

EMPLOYER HANDBOOK
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ETHICS AND PROFESSIONAL SCEPTICISM

Ethics is more than just knowing the rules around
confidentiality, integrity and objectivity. It's about identifying
ethical dilemmas, understanding the implications and
behaving appropriately. Ethics is integrated throughout
the BICA qualification to develop your students’ ethical
capabilities — so they’ll always know how to make the right
decisions and justify them.

As your students progress through BICA, they will develop their ethical
capabilities in three ways — learn, practice and apply. They are required
to complete these elements before the final sign-off at the end of their
training agreement period.

1.LEARN

Ethics will be examined in context within all 15 modules of the ACA
qualification. The ethical elements of each exam can be viewed within
each module syllabus available at icaew.com/employers

The learning element of your students’ ethical training also includes an
online learning programme based on the BICA Code of Ethics that will
ensure that your students understand the BICA ethical framework, are
able to identify ethical principles relating to a scenario and advise on
appropriate ways of addressing an ethical threat. The programme will
include six modules (as below) and a devolved assessment.

Introduction to the BICA Code of Ethics.

The fundamental ethical principles.

Threats and safeguards to the fundamental ethical principles.
Conflicts of interest.

Considerations for professional accountantsin practice.
Considerations for professional accountants in business.

ook W~

After completing each module of the Ethics Learning Programme your
students should watch the accompanying webinar. Each webinar
recaps what they have learned in the module and allows them to
practice using the scenarios with ethical dilemmas.

When students register as a BICA student, they will receive an
email with their log in details to the Ethics Learning Programme
once their BICA training agreement has started. They can access
the programme via their online training file.
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The devolved assessment is a test that assesses your students
ethical progress. It is recommended that they gain approval
from the employer before they attempt it. The assessment is 60
minutes long, includes 30 multiple choice questions and has a
recommended target score of 70%. Each attempt at the assessment
will be recorded within the Ethics and professional scepticism tab
within your students’ online training file. The assessment is taken
onlineand has anunlimited number of attempts.

Your students are required to log their ethical progress within their
online training file and this will be discussed at each six-monthly
review.

It is recommended that your students aim to complete the Ethics
Learning Programme and the devolved assessment before they
attempt the Case Study. They are required to obtain approval from you
before they take the devolved assessment.

2. PRACTISE

A series of webinars called Practicing Ethics is available for your
students to watch when they have completed each module of the
Ethics Learning Programme. Each webinar recaps what your
student has learned in the module and allows them to practice
using the scenarios with ethical dilemmas. The webinars have been
designed to help develop ethics and professional scepticism skills and
to facilitate ethical discussions within the workplace, either in groups
or at each six-monthly review.

The scenarios enable your students to practice what they have
learnt within the Ethics Learning Programme. You can access the
webinars and further guidance at icaew.com/employers

3. APPLY

Having learnt the basic ethical requirements within each BICA module
and the Ethics Learning Programme, and practiced them in the
webinars, your students can then apply these skills and principlesin
practice. Thiscanbedone withintheirdaily practical work experience
and also within the ethical elements included in some of the steps in
the professional development ladders.
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RECORDING ACTIVITY AND SIX-MONTHLY REVIEW

At each six-monthly review, you and your student should discuss:

- their progress within the Ethics Learning Programme;

- their result of any attempts at the devolved assessment;

- their progress within the ethical elements of professional development;
- areal ethical situation; and

- ascenario from the Practicing Ethics webinars.

You should also discuss any further training and development needed.

Your student should prepare their progress on the Ethics Learning Programme, devolved assessment and the ethical elements within professional

development within their online training file before the review. This will form the basis of discussion within the review.

Duringthe review you are alsorequiredtodiscuss areal ethical situationanda scenario from one of the Practicing Ethics webinars. Further guidance

supporting your role in discussing ethics following the Practicing Ethics webinars is available at icaew.com/employers
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PRACTICAL WORK EXPERIENCE

Practical work experience is gained as part of a training
agreement with one of our authorised training employers.
Students need to complete at least 450* days, which normally
takes between three and five years. The knowledge, skills and
experience they gain as part of their training agreement are
invaluable, giving them the opportunity to put what they’re
learning into practice.

Practical work experience will give your students the opportunity to:
- apply the technical knowledge gained during their studies;

- develop their personal effectiveness;

- develop business awareness skills; and

- exercise professional judgement.

NUMBER OF DAYS REQUIRED

During their training period, they should accumulate and show
evidence of at least 450* days of practical work experience. This
excludes exam days, study leave, holidays, courses, illness and
office administration.

*Students who are eligible for a BICA approved two-year training
agreement will need to accumulate and evidence a minimum of 300
daysexperience.

If a student has not accumulated sufficient practical work experience
days by the end of their training agreement, you will need to arrange
with your student to extend the length of the training agreement and
inform us.

WHAT IS PRACTICAL WORK EXPERIENCE?

Practical work experience is undertaking real-life work of a financial,
business and/or commercial nature.

It can include (but is not limited to) experience in at least one of the
following:

- Accounting

- Audit and Assurance

- Tax

- Financial Management

« Insolvency

- Information Technology

Audit work experience is not an essential part of practical work
experience.
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WHAT PRACTICAL WORK EXPERIENCE NEEDS
TO INCLUDE

Practical work experience can be in just one area, but you will need to
ensure that your students gain depth of understanding in that area.
Equally,itcanbeinmorethan one area which will allow your students
to demonstrate breadth as well as depth of understanding. Practical
work experience needs to:
- incorporate responsibility levels that increase in depth and scope
as the student progresses through their training;

- be recorded throughout the course of training; and

- expose students to as many different practical assignments,
finance functions and/or clients in as many different sectors as
possible.

SECONDMENTS

Secondments are a good way of providing your student with varied
work experience. However, certain terms and conditions apply and
there may be an impact on your student’s training agreement and
work experience requirements. As an example, you will need to:

- be sure that the planned work experience offers your student
good technical content and sufficient opportunity for personal and
professional development;

- ensure that your student’s studies will not be interrupted or
adversely affected; and

- ensure that you maintain regular contact with your student during
the period of their secondment and continue to conduct six-
monthly reviews as required.

There are some secondment restrictions to adhere to. These include:
- No more than 50% of the total practical work experience should be
in a different authorised office.

- Nomorethan 33.3% ofthe total practical work experience should be
inany unauthorised training employer.

- Nomorethan50% ofthe total practical work experience should bein
a combination of the above.
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Before you arrange any secondments, please contact us on +267 370 2314 to discuss the possible implications for your student and any impact on their
training agreement.

PRACTICAL WORK EXPERIENCE CATEGORIES
You can use the chart on page 25 (which we make available to students) to see examples of what type of activities or tasks could be covered within a
particular category.

RECORDING PRACTICAL WORK EXPERIENCE AND SIGN-OFF

STEP1

Students must keep accurate records throughout their training agreement. They need to record their practical work experience days on the practical
work experience tab within their online training file for each six-month period. It may also be worthwhile for students to keep job sheets and/or diaries as
evidence to support the number of work experience days they have entered within their training file. You can view their trainingfile online atanytime.

Complete and approved practical work experience records are a vital part of the BICA membership application, which is why it is essential that students
kept their onlinetraining file upto date atalltimes.

STEP 2
It is essential that practical work experience is discussed with your student at each six- monthly review, as well as their professional development, ethics,
exams and any audit progress.

STEP 3

The student is required to declare relevant days worked at every six-month review.

If you feel your student needs further development, then initiate a plan. The student should not confirm their six-month period until you are satisfied they
have gained the required sKills.

Once the student has confirmed the six-month period, the file will be locked. It will be available to review but not amend. If your student needs to update
their record once the work experience period is locked, we can update the file, please email atesupport@bica.org.bw on their behalf with the updated
details.

STEP 4

The QPRT (or PRT or Deputy QPRT) mustcomplete the final sign off atthe end of a training agreement. They also need to declare that each student is ‘fit
and proper’ as part of the final certification prior to BICA membership. If a student leaves your employment, their practical work experience must be up
to date and signed off when their training agreement is cancelled.

EMPLOYER HANDBOOK
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EXAMPLES OF PRACTICAL WORK EXPERIENCE
CATEGORIES

Accounting

Audit/
Assurance

Taxation

Financial

Management

Insolvency

Information
Technology

Financial accounting
Management accounting

Company audit Assurance
assignments Other external
audit Internal audit

Corporate tax compliance
Personal tax compliance
PAYE, NIC, VAT
Taxplanning and advice
Personal financial
planning

Treasury

Investment and financing
decisions Business
process change

Resource management
Company secretarial
Corporate finance
Corporate advisory services

Administration
Receivership
Liquidation

Systems analysis

Systems design and
programming Systems

selection and implementation

IT support
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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

Planning, controlling and recording audit/assurance work
Assessing adequacy of accounting systems

Gathering and evaluating audit evidence

Evaluating and testing internal controls

Reviewing financial statements

Analysis of income, expenditure and other relevant data
Preparation of personal and corporate tax returns and computations

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

Evaluating investment proposals

Choosing and obtaining sources of finance

Management of borrowings, cash and other liquid resources
Debtor and creditor management

Formulating corporate structures and business plans
Changing business processes and information systems

Preparing statements of affairs
Realisation of assets
Proving debtors and creditors

Carrying out general controls and application reviews
Changing business processes and information systems
Interrogations using computer aided audit techniques
Evaluating hardware and software

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 ITinany of the above
Applying Auditing Standards and
Guidelines

Compliance with regulatory body
requirements

Drafting audit and similar reports
Use of ITinany of the above

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

Analysing and interpreting financial infor-
mation

Preparing investigation reports/circulars
Foreign exchange transactions
Non-fiscal valuations

Investigation and due diligence

Use of ITin any of the above

Completing statutory returns
Meetings procedures
Use of ITin any of the above

Security reviews
Disaster and contingency planning

Design of databases, networks and
communications links

Training of users and operators
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15 ACCOUNTANCY, FINANCE AND BUSINESS EXAMS

TheBICAqualificationhas 15modulesoverthreelevels. CERTIFICATE LEVEL

Each of the BICA modules is directly relevant to the There are six modules that will introduce the fundamentals of
accountancy, finance and business.

work that students do on a day-to-day basis. They They each have a 1.5 hour computer-based assessment
will gain in-depth knowledge across a broad range of which can be sat at any time except for the Principles of
9

topics in accountancy, finance and business. Taxation and Law. Students may be eligible for credit for
some modules if they have studied accounting, finance, law

The modules can be taken in any order with the exception of the Case or business at degree level or through another profeiswnal

Study which has to be attempted last. Students must pass every qualification. The passmarkforeach assessmentis 55%.

exam (or receive credit) — there are no options. This ensures that

once qualified, all BICA Chartered Accountants have a consistent PROFESS_IONAL LEVEL

level of knowledge, skills and experience. The next six modules build on the fundamentals and

test students’ understanding and ability to use technical
knowledge in real-life scenarios. Each module has a 2.5 hour
computer-based exam, except the Financial Accounting and

ADVANCED Reporting exam which is 3 hourslong. The Professional Level
LEVEL CEED I modules exams are available to sitin March, June, September
and December. The Business Planning: Taxation and Tax
Corporate Strategic Business Compliance are both paper-based exams written in June and
Reporting Management
Busin_?ss };Ianning: Business Strategy
axation
PROFESSIONAL and Technology

December only. The pass mark for each Professional Level
LEVEL o o] — to fit in with a student’s day-to-day work. The Business
Audit and Assurance]  Accounting and MEA’;%’;%E‘QN Tax Compliance Planning: Taxation and Business Strategy modules in
Reporting particular help students progress to the Advanced Level.

exam is 55%.
These modules are flexible and can be taken in any order

Business i
CERTIFICATE Technology IVIIafnagen]ent I?r_lrnmptlgs ADVANCED LEVEL . . _
LEVEL &Finance nformation § of Taxation The Corporate Reporting and Strategic Business

Management modules test students’ understanding and
strategic decision making at a senior level. They present
real-life scenarios, with increased complexity and wider
implications from the Professional Level modules.

The Case Study presents a complex business issue which
challenges your students’ ability to problem solve, identify
the ethical implications and provide an effective solution. The
Case Study tests through contextualisation the knowledge,
skills and experience gained so far.

EMPLOYER HANDBOOK
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The Advanced Level exams are computer-based and can be taken
in July and November. They are fully open book, so they replicate a
real-life scenario where all the resources are at their fingertips. The
Corporate Reporting and Strategic Business Management exams
are 3.5 hours long and the Case Study is 4 hours long; each has a
50% pass mark. The Strategic Business Management exam will
consist of two scenario-based questions, forming a stepping stone
to the Case Study.

Students have the option to attempt the Case Study before the final
year of their training agreement. However, this is only available to
students sitting the Advanced Level from July 2014. Students must
have attempted all other exams and should be close to completing
professional development, ethics and professional scepticism, and
practical work experience before attempting the Case Study. You
can decide when your students are ready to sit the Case Study
by reviewing your student’s online training file and their progress,
which will help with this decision.

For more information on each module syllabus and exam dates
and deadlines visit bica.org.bw

Past papers and examiner guidance are also available within
the exam resources area of the student area of our website and
ICAEW website.

CREDIT FOR PRIOR LEARNING (CPL)

CPL is available at the Certificate and Professional Level to relevant
individuals. We recommend that any credits for prior learning are
claimed by the student (and validated by us) before studies start, so
that the study programme is correctly planned.

Students should always apply for any CPL wellin advance as we may
needto ask for evidence to support a claim for credit which can then
increase the time an application takes to process. Students cannot
apply for credit for an exam that they have already attempted.
However, we will consider awarding credit to any student that has
attempted and failed an ACA module on the condition that further
qualifications have been undertaken.

More information and an overview of credit for prior learning is
available at icaew.com/employers

You can also find more information in this handbook on page 33.
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Exam attempts

No more than four attempts at each

Certificate Level Certificate Level module exam

No more than four attempts at each
Professional Level Professional Level module exam
Advanced Level Unlimited*

*BICA regulations currently allow an unlimited number of attempts
at the Advanced Levelexams.

The table above reflects our regulations, however, as an employer
you may limit studentsto alowernumber of attempts. Youwillneed
to make this clear in the BICA training agreement you provide to
your student.

Atthe Certificate and Professional Level module exams, if a student
fails an exam four times, they will not be allowed to continue as a
BICA student.

WHAT COUNTS AS AN EXAM ATTEMPT?

An attempt is when a student enters for and attends an individual
exam assessment and has sight of the content of that assessment.
When the following occurs it is not an attempt:

- the student enters for an assessment and is absent;

- the student enters for an assessment and withdraws before the
assessment; or

- an assessment cannot be completed and/or the result
determined due to system failure or an exceptional event
beyond our control.

CONCESSIONS
If a student believes they should be entitled to more attempts than
BICAregulations allow, they can apply for a concession.

TIME BAR
We do not place a time limit on how long a student can take to
completethe ACA exams.

27



EXAM APPLICATIONS, CANCELLATIONS OR RE-SITS

WHOSE RESPONSIBILITY IS IT?

It is the student’s responsibility to apply for an exam before the
relevant exam entry deadline, but as an employer, you should
provide encouragement and support as defined within the BICA
training agreement.

All the dates and deadlines relating to exams are available at bica.
org.bw

APPLYING FOR CERTIFICATE LEVEL COMPUTER-BASED
ASSESSMENTS

Students should apply directly with BICA and make arrangements
with the relevant approved testing centre, which could include your
usual tuition provider - contact details and websites for which are on
the student and employer areas of our website

APPLYING FOR THE PROFESSIONAL AND ADVANCED LEVEL
PAPER-BASED EXAMS

Complete and submit an application form which can be downloaded
from the exams section at bica.org.bw

ALTERNATIVE EXAM ARRANGEMENTS

Full details of the arrangements for which students can apply can be
foundinthe BICA assessment regulations at bica.org.bw.

If a student has a disability, health condition or specific learning

difficulty that is likely to affect them during an exam, they should

contact us as early as possible so that we can assess what

arrangements they might need.

Certificate Level module exams: Applications for alternative exam
arrangements need to be received by us 90 days before the student’s
planned computer-based assessment date.

Professional and Advanced Level module exams: Applications
for alternative arrangements must be received no later than 30 days
before the closing date for the session the student intends to sit.

The application form is available within the student area
of our website and at bica.org.bw. If you would like to talk
to someone about your student’s arrangements, please
contact us on +267 397 2992 or bica-student@bica.org.bw

BICA  STUDENT REGULATIONS AND  ASSESSMENT
REGULATIONS

BICA regulations relating to students and the exams can be found in the
qualifications section at bica.org.bw

Please encourage your students to carefully read exam regulations
before each exam. These include instructions such as the black pen
policy and what proof of identity a student needs to take to the exam.
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CANCELLING AN EXAM APPLICATION
Students can cancel their exam application without incurring any
penalties up to the exam entry deadline date.

We reserve the right to amend dates, deadlines and times. Any
changeswillbe available on the student area of our website at bica.
org.bw/home.

CANCELLING A CERTIFICATE LEVEL MODULE EXAM

A student can re-schedule a Certificate Level exam provided they
notify their chosen assessment centre at least 24 hours before they
are due to take their exam.

Students who have booked a computer-based assessment but are
unable to attend due to iliness or injury are expected to advise the
assessment centre and re-schedule their exam date directly with
that assessment centre. Failure to notify the assessment centre of
non-attendance may void any fee refund.

CANCELLING APROFESSIONAL OR ADVANCED LEVEL

+ A student can cancel an application for a Professional or
Advanced Level exam before the exam entry deadline and
receive afull credit.

= There is no cancellation after the exam entry deadline.

+ For fee refund details and deadlines, please check the BICA
qualification area of the website in the exams section.

EXAM RESITS

+ BICA regulations currently allow a maximum of four attempts at
each of the Certificate and Professional Level module exams
and an unlimited number of attempts at the Advanced Level
modules exams. However, these may be subject to review at
any time, so please check the BICA assessment regulations at
bica.org.bw/regulations

+ As an employer, you may choose to allow your students fewer
attempts per module if you wish. The online record for each of
your students will show you the number of attempts they have
taken per exam. You can see these at icaew.com/employers

» Re-sits may not always be available at all locations, or through
all tuition providers.

+ For re-sits of any of the Certificate Level module exams, students
should apply to re-sit the module directly with the tuition provider
or BICA office.
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ON THE DAY OF THE EXAMS

It is recommended that students are familiar with the BICA
assessment regulations and instructions to candidates

DURING THE EXAM

Candidates must:

before they arrive at each exam. These contain key
information about the items students need to bring to the
exam.

IDENTITY REQUIRED AT THE EXAM

When students receive their exam admission details, we will also

advise them what they need to take to the exam centre. Students

must take two pieces of identity:

- one must contain the student’s photograph and signature (e.g.,
current passport, a photographic driving license); and

- the other must contain their signature (e.g., credit card or any of
the above).

Students should also take their candidate number, objective test
number, exam hall number plus the timetable and directions for the
exam centre.

AT THE EXAM HALL

Candidates should arrive 30 minutes before the start of each exam.

An invigilator will verify every candidate’s identification and hand out

the question papers. It is important that candidates read and follow

carefully the instructions on the front cover of the question paper.

For every exam, candidates must:

- check the details on the personalised candidate answer booklet;
and

- sign and date the answer booklet and objective test sheet (where
applicable).

EMPLOYER HANDBOOK

- write in black ball point pen as papers are electronically marked

and scanners pick up black ball point pen more accurately. All
writing must be contained within the writing grid on the page;
anything outside of this grid may be trimmed or missed during
scanning;

- start each question on a new page, but leave no blank pages in

betweenanswers;

- clearly number their answers, although students can complete

the questions in any order they wish; and

- request a continuation booklet from the invigilator if they run

out of space in the booklet.

OPEN BOOK EXAMS

- Certificate Level module exams are not open book
exams. The modules are computer-based and all
information is provided on-screen.

- Professional Level modules exams — for the regulations

regarding open books that apply to individual papers, visit
icaew.com/employers

- Advanced Level module exams —students can take in any book,

aswellasthe BICA learning materials, if they wish. They should
be advised, however, that there is only limited space in the hall
andtheirown desk area.
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EXAM RESOURCES AND SUPPORT

OFFICIAL BICA LEARNING MATERIALS

Our learning materials are written by experts, updated annually and have been independently praised for being clear, well-written and concise.

The BICAlearning materials consist of a study manual and question bank foreach module except for the Case Study. The Case Study pack consists of a study
manual, practice case studies, marks keys and answer books.

Tuition providers are also supplied with progress tests and mock exams.

Your tuition provider may buy the learning materials for students on your behalf, so you should check with your provider before you buy any study material.
If your student is ordering the BICA learning materials, we strongly recommend they justbuytheitemsthatare neededforthe moduletheyare abouttotake. This
avoids disruption if study plans change or updated learning materials are produced.

EXAM RESOURCES

Students can access sample papers, syllabus information, past papers, examiners comments and relevant articles from experts online at icaew.com/
studentresources

There are also recorded webinars available which will help students to understand whatis expected of them in the exams, how to approach the exams and the
importance of structure and planning.

ONLINE STUDENT COMMUNITY

All BICA students have access to the online student community. With its blogs and forums plus regular Ask a Tutor sessions, students can gain valuable
exam support from fellow students and a wide range of industry professionals.

The community is available at icaew.com/studentcommunity (student access only).

LOCAL STUDENT SOCIETIES AND NETWORKS

When a student registers as a BICA student, they are automatically associated to their local studentsociety.

Many of these societies offer regular social activities, revision support, networking opportunities and skills development courses. It is a good opportunity for
students to meet other BICA students in their local area and benefit from the academic and social support that is available to them.

For more details and locations, go to icaew.com/studentresources

EMPLOYER HANDBOOK
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EXAM RESULTS

GETTING EXAM RESULTS

Students are advised of results release dates through their exam admission details, the student area of our website, online student community, regular
e-newsletter and the studentmagazine VITAL.

Employers are advised by their regular e-newsletter and the employer area of our website.

After each exam sitting, students can see their results in various ways:

- we will send an sms to each student outlining their exam results;

- pass and credit lists are available online aticaew.com/examresults;

- by accessing their online training file; and/or

- byemail.

The pass and credit list also contains a list of relevant prize winners and the International Order of Merit.

Employers can see student exam results through:

- the pass and credit lists online at the student website at icaew.com/examresults;
- exam results letters sent to the QPRT at each organisation;

- their students online training file.

EXAM RESULTS - CERTIFICATE LEVEL MODULE EXAMS

Results are released to the employer and student at the same time — 24 hours after the exam.

- Employers: access all your students exam results via the online training file at icaew.com/employers.
- Students: go to exam results area of their online training file.

EXAM RESULTS — PROFESSIONAL AND ADVANCED LEVEL MODULE EXAMS
Confirmation of exam results for students within a training agreement is sent to the QPRT.

AWARDS FOR THE HIGHEST ACHIEVERS
Each year, we award prizes to students who achieve the highest marks in all modules.
Award winners (and a representative from your organisation) are invited to receive the awards at the annual BICA Graduation Ceremony.

FACTORS AFFECTING EXAM PERFORMANCE
If a student or group of students believe there were factors which significantly affected their exam performance, they must write to the TEEA manager at no later
than two weeks after the date of the exam.

The information must include:

- afull explanation of the circumstances;

- the effect that these circumstances may have had on their performance; and

+ medical and/or other suitable evidence. A medical certificate alone is not considered to be sufficientevidence.

The TEEA manager and Training Committee decide whether this information can be/should be taken into account in relation to the determination of an exam
result. Only factors outside the control of the student will be considered.
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EXAM MARKS REVIEW SERVICE

This service is only available for those who have failed a Professional or Advanced Level module exam. If this is the case and if a student has reason to
query anexam mark, theycanrequestthattheirmarksarereviewed. Thisisnotare-markbutisacomplete check of all the processes involved in arriving at
an exam result. The review includes:

- acheck by the examiner that the original marker correctly awarded marks to the exam script according to the published marking scheme;
- acheck that all the marks awarded have been correctly calculated and transferred to our marks database;

- acheck of the results documentation;

- a manual check of any multiple-choice answers against the optical reader record to ensure that the sheet was correctly marked; and

- afurther check, for special consideration candidates, that the circumstances were considered in determining the result.

To apply for a marks review, a student should read the guidance notes and then complete the marks review request form, downloadable from the exam
results section of the student website.
Thereisacharge of £50 per paperreviewed, whichisrefundableinfullifastudent’s mark is increased. (Cost accurate at time of print).

MARKS FEEDBACK

If a student fails an exam, we can also provide a breakdown of their exam marks. This service currently costs £25 per exam and provides the following
feedback:

- total marks for objective test and short-form questions; and

- marks for each written test question.

Feedback request forms and guidance can be downloaded from the exam results area of the student website. (Cost accurate at time of print).

EMPLOYER HANDBOOK
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CREDIT FOR PRIOR LEARNING

Credit for prior learning (CPL), which is also known as
exemptions, may be available to students who provide
evidence that they have covered a subject area in a previous
academic or professional qualification. It is a student’s
responsibility to apply for any credits for which they feel they
are entitled.

However, as an employer, you can choose whether you are happy for
your studentsto apply. You can decide for example that your students
shouldtake allofthe exams.

Our online CPL directory gives an instant view of which degrees,
qualifications and universities are eligible for which credits. It is not
an exhaustive list and is being constantly updated. Students may still
be able to apply for credit if their degree or qualification is not shown
on the list. Find out more at icaew.com/employers

ELIGIBILITYFORCPL

Credits are available at the Certificate and Professional Level,
but not at the Advanced Level. We will consider awarding credit to
any student that has attempted and failed a BICA module on the
condition that further qualifications have been undertaken.

Credit for prior learning is available for up to eight modules of the
Certificate and Professional Level. Some students with particular
professional qualifications may be eligible for credit on more than
eight modules.

CREDITELIGIBILITYFORGRADUATES

Graduates must satisfy the following criteria to be eligible for CPL.:

- have graduated in the last five years;

- hold a Bachelors or Masters degree (or international equivalent);

- achieved a minimum pass mark of 50% in each relevant module of
theirdegree; and

- therelevant modules must each have been based on a minimum of
50% examination.

CREDIT ELIGIBILITY FOR AAT MEMBERS

Qualified members of AAT are eligible to apply for credit for up to five
modules of the BICA exams, depending on which AAT assessments
they have completed.
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Forthose thathave completed the AAT Level 4 DiplomainAccounting,
they are eligible for credit on three BICA exams modules:

+ Accounting
- Business and Finance
- Management Information

There are two further credits that may be available depending on
which AAT assessmentsweretaken.

Where relevant, credits are available against the Principles of
Taxation module and the Assurance module of the BICA exams.

CREDITELIGIBILITYFORPROFESSIONALQUALIFICATIONS
Credit for prior learning on BICA exam modules is available to
individuals who are partly or fully qualified with another accountancy
body from selected international accounting bodies. There may
be up to 12 credits available. Credit is normally dependent on
completion of specific exam papers. Details can be seen at icaew.
com/employers

APPLICATIONS FOR CPL

It is the responsibility of the student to apply for any credit for prior
learning to which they may be eligible. However, as an employer, you
can decide if you are happy for students to apply. You can decide for
examplethatyouwantallof your studentstodo all of the BICA exams
irrespective of any credits to which they may be entitled.

We would always recommend that any credits are claimed for (and
validated/ processed by us) before studies begin. This allows for the
study programme to be correctly planned. Equally, if a student sits an
exam, they cannot then go back and claim credit for it. This means
any credit application (and subsequent processing by us) needs to
be made in plenty of time before a student applies to sitan exam.

Early application is essential as it can take up to 14 days (from receipt
ofapplicationby us) for applications to be assessed and processed.
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Costs for CPL

Thereisafeeto paytousforapplyingforcreditfor priorlearning.

Module Fee
Each Certificate Level module £70
Each Professional Level modules £100

(Fees accurate at September 2018)

CHECKING THE PROGRESS OF CPL APPLICATIONS

Students can check the progress of their CPL application within the examination tab of their online training

file, where the following will be shown:

Applied

Application has been received, but not yet processed.
Awaiting further information

Application has been assessed, but more information needed before a
decision can be made.

Awarded
Application has been successful.

Declined
Application for CPL has been refused.

Mixed
Some CPLawarded and some declined.

Employers can see which credits have been awarded to their students within
the online training file.
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SIX MONTHLY REVIEWS

Itis arequirement of the BICA training agreement that each student must meet with their employer on a regular basis (at least every six months)
throughout their training. The purpose is to discuss and review the student’s progress.
Reviews must be between students and their counsellor or qualified person responsible for training (QPRT) or suitable nominated person.

As part of your organisation gaining (and maintaining) it's authorised status for training BICA students, it is a requirement to hold these reviews at least every six months. If
you fail to make time for these reviews, you may be jeopardising your student’s ability to qualify as a BICA Chartered Accountant and it could impact on the authorisation
status of your organisation.

PURPOSE OF A REVIEW

The purpose of the six-monthly review is to understand what your student has learnt inthe last sixmonths. Itis also agood time to assess their developmentand progress
to ensure that they are on track with achieving the knowledge, skills and experience needed to become a BICA Chartered Accountant. By reviewing their progress at regular
intervals, it is easier to identify earlier any additional support they might need.

You should make enough time —about an hour—to review and discuss allthe components of BICA training at each review with your student:

« professional development;

+ ethics and professional scepticism;

* practical work experience;

+ study and exam progress;

+ any audit experience undertaken (if relevant); and

+ any additional experience, activity or action if required where further development is necessary.

RESPONSIBILITIES

Ultimately, it is a student’s responsibility to arrange a suitable time with their employer foreachreview.However,asanemployer,youshoulddoeverythingyoucanto facilitate
these meetings atregularintervals.

Ahead of the review, you can access your student’s online training file and review their professional development, ethics, work experience and exams progress that they have
completed in the last six months. This would allow you the opportunity to discuss this with their line manager or counsellor.

Studentsshouldlogintotheironlinetrainingfile duringthe meetingasthe information they have inputted over the previous six months will serve as the basis for discussion.
After each six-monthly review, students will confirm that their online training file has been accurately and honestly prepared. Each six-month period of practical work
experience will then be locked and stored within the file. If a student needs to update the number of days they have recorded, their QPRT should email atesupport@bica.org.
bw on their behalf with the amendment.

As anemployeryou are required to complete one final sign off at the end of a student’s training agreement period.

TOP TIP

Ifyou have students who joined your organisation more than sixmonths ago and have notyethad areview meeting withthem, please encourage them to make plans for
a first review as soon as possible.

WHO CAN CONDUCT A SIX-MONTHLY REVIEW?
Six-monthly reviews can be conducted by the QPRT, PRT, Deputy QPRT, counsellor or suitable nominated (and BICA approved) person.

BEFORE A SIX-MONTHLY REVIEW

To prepare for your student’s six-monthly reviews you will need to:

+ schedule time with each student (at least an hour);

« consider your student’s development over the previous six months, and refer to their comments against the professional development steps in each ladder;
- discuss (with appropriate members of staff) any audit work experience the student may have undertaken;

* review your student’s previous six months online and ensure that any development points have been completed; and

+ ask your student’s line manager(s) for feedback on recent performance.

EMPLOYER HANDBOOK
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DURING THE REVIEW

At the review meetings, you should discuss all the components of BICA training with your student.
Youmightliketoinclude:

PROFESSIONAL DEVELOPMENT

+ Regardless of the scheme your students are following, discuss their broader skills development in communication, team working, decision making, consideration,
adding value, problem solving and technical competence.

* You will be able to review your students’ progress online before the meeting if they are following our professional development scheme.

+ Advise your student that you agree with their progress, if you feel they have achieved the necessary level of the skills.

+ Agree any further action and timescales required to bridge any skill gaps that have been identified.

You can review your students professional development progress online at icaew.com/employers

ETHICS AND PROFESSIONAL SCEPTICISM

Discuss your students’ ethical development, which includes:

+ their progress with the Ethics Learning Programme;

- theirresult of any attempts at the devolved assessment;

+ their progress with the ethical elements of professional development;
+ areal ethical situation; and

+ ascenario from the Practicing Ethics webinars.

You should also discuss any further development needed.

Your student should prepare their progress on the ethics learning programme, devolved assessment and the ethical elements within professional development within
their online training file before the review. This will form the basis of discussion within the review.

Duringthereviewyou are alsorequiredto discuss areal ethical situationand a scenario from one of the Practicing Ethics webinars. Further guidance supporting your
role in discussing ethics following the Practicing Ethics webinars is available at icaew.com/employers.

PRACTICALWORKEXPERIENCE

+ You will need to have agreed a system with your student for counting practical work experience days and your student should bring evidence of their practical work
experience to the meeting.

+ Atthe review, you will need to agree with your student’s practical work experience within their online training file. Your student will then save and lock these days.

+ If you feel that your student needs further development, then initiate a plan and do not approve their six-month period until you are satisfied they have gained the
required skills.

Please note: Once the student has confirmed the six-month period, the file will be locked. ltwillbe available toreview butnotamend. If your studentneeds toupdate
their record once the work experience period is locked, we can update the file, please email atesupport@bica.org.bw on their behalf with the updated details.
If a student leaves your employment, their practical work experience must be up to date and signed off when their training agreement is cancelled.

EXAMS

+ Examprogress, exams passed andpass marks.

* Re-sit plans for students with any failed exams.

+ Which elements of the syllabus your student has found most interesting or relevant to their work.
» Reviewanddiscuss anywork placementsthey may have done orwould like to do.

FINAL SIGN OFF
Six-monthly reviews can be done by the QPRT, PRT, Deputy QPRT orcounselloror suitable nominated (and BICA approved) person. However, a counsellor cannot com-
plete the final sign off prior to BICA membership. This is because they are required to declare the student as fit and proper for membership.

EMPLOYER HANDBOOK
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APPLYING FOR MEMBERSHIP

ELIGIBILITY

Students have 12 months (from their qualification date) to apply for BICA
membership.

The qualification date is the latter of:

+ the date the student was notified they passed the last of the BICA exams;
or

+ the date the training agreement was completed (including any extension).

Students must complete and pass all components of the BICA — professional
development, ethics and professional scepticism, practical work experience
and exams

—to be eligible for BICA membership.

APPLICATION PROCEDURE

At each six-monthly review you will monitor a student’s progress in all
the integrated components of BICA qualification to ensure that they are
completing all elements satisfactorily. At the end of a student’s training
agreement, a single sign-off is required. This will sign off their practical work
experience, professional development, ethics and confirm that they are fit
and proper. This is needed before a student is invited into membership.

Once we receive notification that you have completed this final sign off, we
will verify the student’s records. When we have confirmed that the student
has completed all of the BICA components, they will receive an invitation to
BICA membership. Students have 12 months from their qualification date
to apply for BICA membership.

An invitation will not be sent if any of the required elements of BICA are still
outstanding.

Please note that if your students are planning to apply for the Audit
Qualification, they need to ensure they have completed their audit work
experience within the Audit Qualification tab in their training file. Students
also need their audit work experience signed off within six months of the
QPRT completing the final sign off of their online training file.
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MEMBERSHIP APPLICATION

When a student receives an invitation to apply for BICA membership, they
are required to complete the membership application form and return it to
us with correct payment.

Individuals can start to use the prestigious designatory letters, ACA, after
theirname once they are admitted to membership. They can then refer to
themselves as a BICA Chartered Accountant also. Upon admission, they
will receive a membership certificate and welcome pack. The students will
also be elegible to apply and become members of ICAEW.

Students are not entitled to use any of these terms until they have been
accepted into BICA membership. We take any misuse of these terms as a
very serious offence.

NEW MEMBERS’ CEREMONIES

These ceremonies are held throughout the year at Chartered Accountants
Hall in London. The event provides newly admitted BICA/ICAEW members
with the opportunity to meet the President and fellow new members,
learn more on the services and products available and tour our historic
headquarters.

)

New members will be sent an invitation for themselves and two guests.
A drinks reception will follow the ceremony, with an opportunity of
photographs. Itis free to attend.

CONTINUING PROFESSIONAL DEVELOPMENT
(CPD) REQUIREMENTS OF MEMBERSHIP

CPD is a mandatory requirement of membership, and applies to all
BICA members (including those working outside of the profession).

CPD is based on a process (reflect, act, impact) which students will be
familiar with from aspects of the professional development process.

All members must make an annual declaration (in November). This
confirms they have met their CPD requirements. Both CPD declaration
and compliance with CPD policy are mandatory conditions of BICA
membership. To access CPD regulations visit bica.org.bw
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BICA CONTACT DETAILS

BICA

Fairgrounds Financial Centre
Plot 50374, Block 3

Private Bag 0021

Gaborone

T+267 397 2992

F+267 397 2982

E bica@bica.org.bw

BICA Francistown
Haskins Building

Baines Avenue

Plot 31966, Unit 7

T +267 241 8082

F +267 241 8263

E bica@bica.org.bw
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With the growth of the Botswana economy in the 80's it became necessary for a
more formal local structure to regulate the affairs of accountants in Botswana. The
Accountants Act was passed on 24 October 1988 the objective of which was to provide
for the regulation of accountants and auditors in Botswana. The Botswana Institute of
Accountants was established with effect from 2 July 1990 following the proclamation
of the Act.

The Accountants Act of 1988 was repealed on 2 August 2010 by an Act of Parliament
of 2010 the objective of which was, among other things, to change the name of the
Institute from the Botswana Institute of Accountants to the Botswana Institute of
Chartered Accountants (BICA) and to establish the Botswana Professional Accountancy
Qualification. The Accountants Act of 2010 came into effect on 1 April 2011 following
the issuing of Statutory Instrument No. 21 of 2011.

T +267 3972992 L linkedin.com —find BICA
E atesupport@bica.org.bw @ twitter.com/BICA
W bica.org.bw B facebook.com/BICA



