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Employer On the Job Requirements

PROGRAMME SCHEDULE FOR A STAGE
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Example of Work-Based
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STAGE 1: WORK-BASED ASSESSMENT TASK

Module: Financial Accounting

TASK 1: DOUBLE-ENTRY TRANSACTION

2
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Employer On the Job Requirements

Assessment Task 1: Double-Entry Transaction

Specifications:

Activity Description:

» Perform Double-Entry transactions to complete a set of cash control accounts.

Conditions:

» Given all appropriate documentation necessary to complete the accounts.

Apprentice(s) will be assessed under the following headings:

Standards:

1. Accounts set up correctly

2. All documentation prepared correctly
3. Correct accounting principles applied
4. Correct accounting procedures applied
5

. All accounts information balanced on presentation

Preparation:
* The apprentice will already have completed similar activities to the required standard(s)

* The apprentice and workplace mentor will plan/select a suitable opportunity/work project to carry out
the competence assessment and ensure all materials are available prior to assessment

Practical Skills:

* Use of the Double-Entry system of bookkeeping to prepare a trial balance.

Technical Knowledge:
» Cash lodgements

» Petty cash

* Reconciliation

« Debtors and creditors control

Personal Skills:
¢« Communication
* Planning

*  Working independently

Mj% Accounting
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Employer On the Job Requirements

Assessment Task 1: Double-Entry Transaction

Assessment Methods:
¢ Observation

» Visual inspection of Accounts

Mapping:
Module Learning Outcomes Covered
Financial Accounting LOs 7, 12.

2
T
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Employer On the Job Requirements

Assessment Task 1: Double-Entry Transaction

Marking Scheme Time Allowed:
Point:
Achieved v/ Not Achieved X
No. Attempt > 1 2 3 4 5 6

1. Cash lodgements correct

2. Petty cash expenses correct

3. Debtors & creditors control account completed correctly

4. Reconciliation to bank lodgements completed correctly

5. Appropriate discussion/notes on cash lodgements attached

6. Examples of errors identified and corrected

7. Notes on measures taken to identify and correct errors attached
RESULT: P/IR

P - Pass = ALL Points achieved R - Referred = ALL Points NOT achieved

All Points must be achieved to obtain a Pass in this Assessment

Apprentice Name
(Block Capitals)

(Signature) Date

Workplace Mentor Name
(Block Capitals)

(Signature) Date
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Employer On the Job Requirements

Assessment Task 1: Double-Entry Transaction

Performance Feedback Sheet

The purpose of this form is to provide an opportunity for the work-based mentor to give feedback
to the apprentice(s) on their performance and to log the outcome of their performance:

Apprentice’s Name:
(Block Capitals):

Workplace Mentor’'s Name:
(Block Capitals):

Assessment Location

Date

Workplace Mentor’s Feedback:

Apprentice’s Response:

| certify that the assessment was performed by me and the feedback given to me by the workplace
mentor is a true reflection of my performance:

Apprentice
(Signature): Date:

Workplace Mentor
Name:

(Signature): Date:

2
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Employer On the Job Requirements

Workplace Mentor Assessment Report

This form provides the opportunity for the workplace mentor to provide feedback on the
assessment event.

The form should be completed online by the workplace mentor.

Employer’s name: Contact
number:

Assessment Location Address:

Yes No Comment

Q1. Did the assessment location have
all the necessary materials, and |:| |:|
resources to conduct the assessment
effectively?

Q2. Were there any issues with
the workplace mentor’s and/or |:| |:|
apprentice’s instructions for this
assessment?

Q3. During the assessment event did
any issue arise, or unforeseen event |:| |:|
oceur?

Q4. Did any breach/suspicion of breach of |:| |:|
assessment regulations occur?

Please record any comments, recommendations, corrective or preventive actions:

Workplace Mentor’'s Name:
(Block Capitals):

(Signature): Date:

e
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Dublin
47-49 Pearse Street
Dublin 2

@ 01 649 8100
2 01633 6846

Belfast

The Linenhall

32-38 Linenhall Street
Belfast BT2 8BG

& 028 90 435 840
& 028 90 230 071

@ infoldaccountingtechniciansireland.ie

www.accountingtechniciansireland.ie





