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Why study with the CPAA? 

PRACTICAL 

Our qualifications will 

give you real, practical 

knowledge and skills 

ACCESSIBLE 

You do not need any prior 

experience to register for 

our Level 3 qualification 

FLEXIBLE 

You have five years to 

complete the qualification 

and all assessments are 

done at home 

CAREER DEVELOPMENT 

Continue your journey 

with CPAA by becoming a 

full member and taking 

advantage of our member 

benefits 



  
Our Qualifications 

LEVEL 3 CERTIFICATE 

LEVEL 4 DIPLOMA 

The CPAA Certificate in Introductory Public Practice 

Accounting is aimed at students who are working within 

a public practice, at a junior or trainee accountant level 

and who wish to expand their knowledge and skills. Once 

they have successfully completed this qualification, 

students will be eligible to continue onto the CPAA 

Diploma. 

The CPAA Diploma in Public Practice Accountancy and 

Taxation is for students who are working in a more senior 

role in an accounting practice with the eventual aim of 

running their own practice. Once students have 

successfully completed this qualification and gained two 

years’ experience, they are eligible for full membership 

with the CPAA. 



  

Certificate in Introductory 
Public Practice 

Regulation and Ethics in an Accountancy Practice 

This unit provides an overview of ethics in relation to accounting. The Learning 

Objectives covered are: 

1. Explain different business structures and self-employment 

2. Understand ethics as it relates to accounting 

3. Understand the impact of and role of regulatory bodies on accounting 

4. Understand the money laundering regulatory framework 

5. Understand fraud as it relates to accounting and the practice 

6. Apply professional skills in the practice 

7. Understand the Bribery Act 2010 and its implications for the practice 

Bookkeeping for the Practice 

This unit covers concepts and techniques and their role in a practice as well as 

providing an overview of financial statements. The Learning Objectives 

covered are: 

1. Explain and apply bookkeeping and accountancy concepts 

2. Use double entry bookkeeping techniques 

3. Produce a trial balance 

4. Complete reconciliations 

5. Explain the types and uses of different financial statements 

Supporting Tax Services in the Practice 

This unit introduces students to tax and how it is managed at practice level. It 

looks at how and why tax is calculated and collected. The Learning Objectives 

covered are: 

1. Understand the UK tax system 

2. Supporting self-employed clients 

3. Tax and client information 

4. Understand and support the self-assessment process 

5. Support the VAT process 



  

Diploma in Public Practice 
Accountancy and Taxation 

Ethics, Compliance and Risk in Public Practice 

This unit helps students to understand the specific risks a public practice may 

face and provides a framework to enable ethical and compliant practices and 

behaviour. The Learning Objectives covered are: 

1. Demonstrate a commitment to professional ethics 

2. Apply risk management and audit techniques 

3. Take responsibility for aspects of money laundering 

4. Recognise how fraud affects the practice 

5. Manage company secretarial requirements for limited company clients 

Preparation of Financial Statements for Clients 

This unit prepares students to be able to compile financial statements and 

analyse and evaluate the information. The Learning Objectives covered are: 

1. Understand inventory as it applies to clients 

2. Manage client assets 

3. Create and use control accounts 

4. Complete year-end adjustments 

5. Produce financial statements for unincorporated entities 

6. Produce financial statements for incorporated entities 

7. Produce letters of representation 

Applied Taxation 

This unit covers the areas of taxation most commonly managed in a public 

practice such as self-assessment and taxation schemes. The Learning 

Objectives covered are: 

1. Manage a client’s self-assessment 

2. Complete a VAT return for a client 

3. Manage corporation tax requirements for businesses 

4. Manage capital gains tax requirements 

5. Manage CIS requirements 

6. Prepare property tax accounts 



  
Assessments 

There is an online assessment for each unit. This means that 

for each qualification you must pass three assessments. Each 

assessment has a total of 60 marks and a time limit of 2 

hours. The assessments are all made up of objective based 

questions such as multiple choice and fill in the blank. The 

pass mark is 80% for each assessment. 

Assessments are conducted twice a year (in February and 

September) and can be conducted in your home or 

workplace. 

Cirrus Assessment is the online platform that we use to 

deliver our assessments. Cirrus is easy to use and gives us 

quick results meaning students don’t have to wait a long 

time to find out how they have done. 

All of our assessments are remotely invigilated by ProctorU. 

This allows us to conduct our assessments in an environment 

where the student is comfortable without compromising the 

integrity of our qualifications. 



 

  

Fee Details Amount (£) 

Joining Fee 
This fee is charged to help cover the costs 

associated with admitting a new student. The 
fee is a one-off charge. 

60.00 

Student Membership Fee 

This fee is charged annually to cover the costs 
associated with maintaining student records. 
The fee becomes payable upon the student’s 

anniversary of joining. 

40.00 

Assessment Fee 
This fee is charged per assessment and covers 

the cost of developing and delivering the 
qualifications. 

75.00 

Re-Joining Fee 
If the student’s membership lapses and they 

wish to re-join, they must pay this fee. 
25.00 

Exemption Charge 

This fee is charged for each exemption a 
student wishes to claim. This fee is non-

refundable in the event that the exemption 
claim is rejected for any reason. 

60.00 

Additional Certificate / Re-
issue 

Students are issued one certificate for each 
CPAA qualification they complete. If students 

wish for an additional certificate or if they lose 
or damage the original one and need a 
replacement, this fee covers the costs 
associated with issuing an additional 

certificate. 

40.00 

Fees 
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