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Section 1 
Preparing for delivery


[bookmark: _Toc1993396]About this guide
In this guide, you will find information you will need in order to prepare for and deliver the unit FNSACC408 Work effectively in the accounting and bookkeeping industry.
[bookmark: _Toc1993397]About this unit 
This unit describes the skills and knowledge required to work autonomously and in teams to complete work activities relating to the provision of accounting and bookkeeping services.
Your learners will learn about the roles and responsibilities, use a range of research and organisational techniques to establish and carry out work requirements in the accounting industry.
Work functions in the occupational areas where this unit may be used are subject to regulatory requirements.
Refer to the FNS Financial Services Training Package Companion Volume Implementation Guide or the relevant regulator for specific guidance on regulatory requirements.

This guide describes the delivery strategy for the following unit.
1. FNSACC408 Work effectively in the accounting and bookkeeping industry


[bookmark: _Toc1993398]Context
Table 1 Considerations for delivery
	Considerations for delivery
	Descriptions

	Target cohort/audience
	This unit is delivered as part of the Certificate IV in Accounting and Bookkeeping. This is an entry level qualification into Bookkeeping sector and provides an educational pathway into higher level Accounting (Diploma of Accounting) qualifications. The cohort, usually a mixture of domestic and international students will both have limited industry experience.  This qualification also has licencing requirements to be certified as a BAS agent.  Some domestic students may be existing workers, who are currently working in a bookkeeping environment and are upskilling to attain a formal qualification.


	Contextualisation
	This unit has been contextualised for the Certificate IV Accounting and Bookkeeping full time students. Majority of learner have limited work experience in this field. All case studies and activity examples are contextualised to suit professionals in the Accounting and or Bookkeeping sectors.

	Delivery mode / location
	Classroom and Blended

	Delivery timeline
	This unit is delivered over 4 sessions at 3 hours per session. 

	Assessment strategy
	Refer to Unit Assessment Guide.
There are two assessments for this unit. 
Assessment 1 – This is a take home written assessment or can be done in class at Teacher’s discretion. This assessment review’s the student’s knowledge of the unit. This assessment is in 2 parts:
a) Short answer questions
b) Assessment feedback
Due: 1 week after session 3

Assessment 2 - This is a project based assessment and will be assessing the student on their knowledge and performance of the unit. This Project can be started in class, subject to teacher’s discretion.
This assessment is in 7 parts:
1. Questionnaire
2. Procedures
3. Work Plan
4. Professional Development
5. Role Play Scenario
6. Observation Checklist
7. Assessment Feedback
Due: 1 week after session 4
More about assessment
For information about assessment in TAFE NSW please see the document Every Student’s Guide to Assessment in TAFE NSW which is available on the TAFE NSW website
Reasonable adjustment
Reasonable adjustment provisions for assessment are available for students with disabilities.  For more information, contact the Disability Support Unit:
Recognition of prior learning
While reviewing assessment requirements, you may find that you already have the required skills and knowledge through work, previous study or life experience. If this is the case, you can request recognition of prior learning (RPL). 
Pass requirements
All assessments in this unit must be completed satisfactorily in order to achieve competency.

	Assessment Conditions
	Ensure that relevant information is provided to complete Assessments.  
Ensure all students have access to the Assessment unit guide and TAFE NSW Assessment policies.
Assessments can be completed progressively through the delivery of this unit.
Ensure that Assessors in receipt of student assessments satisfy the assessor requirements in applicable vocational education and training legislation, frameworks and/or standards

	Performance Evidence
	Students at the end of this unit and demonstrated thought their assessments will have the ability to:
· establish and maintain effective relationships with clients and colleagues
· research and identify organisational policies and procedures relevant to bookkeepers, BAS agents and accountants
· develop systems and guidelines for work procedures that comply with legislative requirements
· analyse, evaluate and organise information required for own role
· effectively plan work and contribute to team environment, taking into account constraints and available resources
· identify and evaluate opportunities for own professional development

	Knowledge Evidence
	Students need to know and have access to the following information to complete tasks, activities and assessments.
As a bookkeeper, BAS agent and or Accounts clerk the student will understand:
Avenues for identifying other professionals in the accounting and bookkeeping industry
Requirements of accounting and bookkeeping industry codes of practice
Policies and procedures required for own role in the accounting and bookkeeping industry
Statutory, legislative and regulatory requirements for documenting accounting procedures

	Start date
	Semester 2 2019

	Target cohort/audience
	This unit is delivered as part of the Certificate IV in Accounting and Bookkeeping. This is an entry level qualification into Bookkeeping sector and provides an educational pathway into higher level Accounting (Diploma of Accounting) qualifications. The cohort, usually a mixture of domestic and international students will both have limited industry experience.  This qualification also has licencing requirements to be certified as a BAS agent.  Some domestic students may be existing workers, who are currently working in a bookkeeping environment and are upskilling to attain a formal qualification.






[bookmark: _Toc1993399]Resources required
The table below summarises the resources required for successful delivery of this unit.
Table 3 Resources required
	Resources required 
	Resource outline

	The Facilitator will need to provide:
	Materials
Student Workbook
Other handouts ( at Teacher’s discretion)
Evaluation Form
Extra Pens and Pencils
Calculators
[bookmark: _GoBack]Assessment guide
Equipment
1. Data projector / smart board
2. VC or Internet access for Skype
3. Software Microsoft Office
4. Personal Computer/ laptop (PC) 
5. Access to the internet.

	TAFE will provide the student with:
	Student portal login details / Skype access
An email address which will be used for subject and course notices.
Access to a TAFE Library
Textbook: There is no prescribed textbook for this unit.
Teacher Reference and Optional textbook: Collin, A & Rowden, V (2018, 1st ed.) Work effectively in the accounting and bookkeeping Industry; Better Teams Publications.
Student Workbook

	The student will need to provide:
	A smartphone with video recorder
Access to PC/ Laptop (with Wi-Fi access)





[bookmark: _Toc1993400]Planning checklist
Prior to delivery of this unit, the facilitator should ensure that:
Table 4 Delivery modes and description
	[bookmark: _Toc518291021]All delivery modes
	Description

	Before students arrive to your classroom /campus location.
	1. Ensure signage and Information is accessible and easily displayed. 
2. Ensure all students are appropriately enrolled.
3. Become familiar with the unit delivery structure, resources and activities
4. Ensure you are familiar with the assessment requirements, including RPL.

	During delivery
	5. Respond to student queries and emails.
6. Identify and provide learner support opportunities 
7. Provide regular feedback to learners on progress, activities and assessments.
8. Check your inbox for assessment submissions. Submissions of assessment must be marked within X days.
9. Monitor individual learner and group participation and activities.

	Post student completion
	10. Ensure all learner records are completed and securely maintained.
11. Conduct assessment validation: Provide feedback via Continuous improvement process.



Section 2
Unit delivery strategy


[bookmark: _Toc1993401]Overview
On successful completion of this unit your learners will be able to work autonomously and in teams to complete work activities relating to the provision of accounting and bookkeeping services. 
Specifically, your learners should be able to:
Establish and maintain effective relationships with clients and colleagues
Research and identify organisational policies and procedures relevant to own role
Develop systems and guidelines for work procedures that comply with legislative requirements
Analyse, evaluate and organise information required for own role
Plan work and contribute to team environment, taking into account constraints and available resources
· Identify and evaluate opportunities for own professional development. 
The learners will be able to demonstrate the following knowledge: 
· how to identify other professionals in the accounting and bookkeeping industry
· the codes of practice related to accounting and bookkeeping industry 
· the policies and procedures for their role in the accounting and bookkeeping industry
· the statutory, legislative and regulatory requirements for documenting and following accounting procedures. 
What to do
We recommend that you cover the topics in the order that they are listed in the table below.  These topics are supported by the Facilitators Guide and Student Workbook. The topics build on knowledge and understanding of the accounting and bookkeeping industry. 
Assessments are developed to assess the knowledge as acquired through a sequenced delivery of the five (5) key topic areas. Table 1 below outlines the 5 Key topic areas:



Table 5 Key topic areas
	Topic Number
	Topic Title

	1
	Develop professional working relationships

	2
	Identify compliance requirements and support materials

	3
	Set up and maintain systems for compliance 

	4
	Work autonomously or in a team to complete work activities

	5
	Develop and maintain own competency 












[bookmark: _Toc1993402]Unit delivery schedule
Below (table 6) provides a summary schedule for the delivery of this unit, FNSACC408, Work effectively in the accounting and bookkeeping industry. 
TEXTBOOK Reference: Collin, A & Rowden, V (2018, 1st ed.) Work effectively in the accounting and bookkeeping Industry; Better Teams Publications 
Table 6 Session plan and delivery schedule
	Session 
	
	Session Content 
	Outcomes... the learner will be able to:  

	1
	Introductions
	Getting started
	· Housekeeping (and support tutorials available to assist with understanding concepts and  assessments)
· Overview of 5 topics to be delivered across 4 sessions. Distribute Student Workbook(to be used as a reference for this unit)
· Explain Unit Assessment Guide and Requirements of assessment requirements.
· Distribute and explain Assessment 1_ Short answer questions. (Can be progressively completed during class. Due in Session 4.)
· Distribute and explain Assessment 2 _ Project_ Due one week after Session 4.(can be progressively completed)
· Distribute and explain student declaration 


	
	Topic 1: 
Develop professional working relationships
	Clarify business needs with clear communications
Request feedback on quality services
Identify and use ethical principles and practices
	1.1 Identify clear communication techniques to have a shared understanding of business/ client’s needs and expectations. 
1.5 How to ask for feedback on a range, type and quality of service(s). How to follow-up/ act on Feedback.  
1.6 Identify and use ethical principles and practices in own role and responsibilities

	
	
	Identify roles and responsibilities
Identify external Service providers
	1.2 Identify different roles and responsibilities that work in the accounting and tax profession according to business needs
1.3 Identify activities that fall outside own role and responsibilities; identify networks of individuals able to carry out activities, outside of own role.
1.4 Know how and when to refer business owner to networks for advice and services where applicable

	2
	Topic 2:
Identify compliance requirements and support materials
	Publications and software for work activities
Compliance requirements for work activities
Industry regulation and Code of Practice
	2.1 Get access to publications and software tools designed to assist in carrying out own work activities
2.2 Research legislative, statutory, regulatory and industry requirements for carrying out own work activities

	2
	Topic 3: 
Set up and maintain system to meet compliance requirements
	Develop systems to support user needs
Develop compliance instructions and guidelines
Regular Reviews and improvements as needed
	3.1 Develop systems to support user needs
3.2 Develop instructions and guidelines for carrying out daily activities according to compliance requirements
3.3 Review and adapt systems as necessary on a regular basis

	3
	Topic 4:
Work autonomously or in a team to complete work activities
	Determine tasks to be done
Plan work to manage resources
Provide feedback to team members
Identify and resolve problems
Adapt to change in technology
	4.1 Identify tasks to be done and identify required conditions to work autonomously or in team environment
4.2 Plan work to manage resources, time and priorities
4.3 Provide feedback to team members to encourage, value and reward individual and team efforts, and contributions
4.4 Support team to identify and resolve problems that impact on performance
4.5 Adapt to changes in technology and work organisation in a timely manner

	Complete and submit Assessment 1 of 2 _ Knowledge, Short answers & Internet research

	4
	Topic 5: 
Develop and maintain own competency
	Identify and review professional development
Comply with licensing requirements
Seek out professional development opportunities.
	5.1 Identify and review own professional development needs and goals on regular basis
5.2 Clarify and comply with competency, authorisation and licensing requirements
5.3 Seek professional development opportunities that reflect own needs and goals in agreed timeframe

	Complete and Submit Assessment 2 of 2 _Project/Research
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[bookmark: _Toc1993403]Session plan 1– Welcome / Getting started
[bookmark: _Toc1993404]FNSACC408 Work effectively in the accounting and bookkeeping industry
Before the session, check that you have:
Reviewed all assessments for this unit. Check links to UAG and Assessment documentation for distribution to students.
Check that Student Workbook is ready for distribution to Students. The Student Workbook is reference tool that will guide and provide all required information for the student to successfully complete the assessments in this unit.  No other textbook is required.
Ensure that equipment, such as a Data projector / smart board are available for each session. 
Table 7 Session plan 1 welcome and getting started
	Session
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed
	Assessment alignment

	1
	 15 minutes
	Welcome & Get started
Unit Overview & Assessments
	Acknowledgment of Country
Housekeeping
Unit overview & Introduction 
Unit assessment requirements & Student declaration
Handout Student workbook

	

Read and Review assessment requirements.
Discussion 
	Unit Assessment Guide
Assessment documents
Student declaration Form
	Ensure student understanding of Unit Assessment requirements.
Ensure Students know when, how and what they can access to gain support to successfully complete this unit. 
	

	1
	1 hour and 45minutes
	Topic 1: 
Develop professional working relationships
	Clarify Business needs with clear communications





Request feedback on quality services 
Identify and use ethical principles and practices
	Introduce Overview topic 1 :
Overview of Topic and Performance criteria.
(PP slide 1)
Clarifying Business needs (PP slides 3-5)
Practice/ group activities ‘Client Expectations’ (SW Activity 1.1)
Discuss Student Work Book pages 6 – 18
Request Feedback  (PP slide 7)  (discuss)
(Activity 1.2 Workbook) 
Ethical practices and principles (PP slide 8)
Check and Review – do activities in Student Workbook or discuss related Assessment questions

	Student Workbook (SW), Topic 1  Develop professional working relationships

(Optional) Collins, A & Rowden, V. (2018) Work Effectively in the Accounting and Bookkeeping Industry. 1st Ed. Learn Now Publications.

	PC1.1	Identify clear communication techniques to have a shared understanding of business/ client’s needs and expectations. 
PC1.5	 How to ask for feedback on a range, type and quality of service(s). How to follow-up/ act on Feedback.  
PC1.6	identify and use ethical principles and practices in own role and responsibilities
	Assessment 1_ Question 3_ PC1.6

Assessment 2 _Project Part 1_ PC1.5
Assessment 2 _Project Part 5_PC1.1

	1
	1 hour
	Topic 1: 
Develop professional working relationships
	Identify Roles and Responsibilities


Identify external Service providers
	Roles and responsibilities (PP slides 9-11)
Employment Agreements 
(SW Practice activity 1.3, 1.4)
External networks and service providers (PP slides12 -13)
(SW Practice activity 1.5)
Check Understanding:
Review and discuss activities in Student Workbook
Guide assessment preparation for assessment 1 questions 1 and 2

	Student Workbook (SW), Pages 22-29


(Optional) Collins, A & Rowden, V. (2018) Work Effectively in the Accounting and Bookkeeping Industry. 1st Ed. Learn Now Publications.

	PC1.2	Identify different roles and responsibilities that work in the accounting and tax profession according to business needs
PC1.3	 Identify activities that fall outside own role and responsibilities; identify networks of individuals able to carry out activities, outside of own role.
PC1.4	Know how and when to refer business owner to networks for advice and services where applicable
	Assessment 1 _Question 1_PC1.2
Assessment 1_ Question 2_ PCE1.3 & PE1.4


[bookmark: _Toc525147002]

[bookmark: _Toc1993405]Session plan 2 – Identify compliance requirements and support materials
Before the session, check that you have:
Reviewed all assessments for this unit. Check links to UAG and Assessment documentation for distribution to students.
Check that Student Workbook is ready for distribution to Students. The Student Workbook is reference tool that will guide and provide all required information for the student to successfully complete the assessments in this unit.  No other textbook is required.
Ensure that equipment, such as a Data projector / smart board are available for each session.
Table 8 Session plan 
	Session
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed
	Assessment alignment

	2
	1.5 hours
	Topic 2:
Identify Compliance Requirements and Support Materials
	


Publications and software for work activities

Compliance Requirements for work activities

Industry regulation and Code of Practice
	Welcome and Overview topic 2
(PP slides 1 -2) 
Discuss: Access to Publications and software(PP slides 3-5))
Accounting software (PP slide 6) (SW Activity 2.1, 2.2)
Legislations and Regulations
(SW Activity 2.3)

	Student Workbook (SW),Topic 2  Identify compliance requirements and support materials (page 33-37)

(Optional) Collins, A & Rowden, V. (2018) Work Effectively in the Accounting and Bookkeeping Industry. 1st Ed. Learn Now Publications.

	PC2.1	Get access to publications and software tools designed to assist in carrying out own work activities
PC2.2 Research legislative, statutory, regulatory and industry requirements for carrying out own work activities
	Assessment 1_ Question 4_ & Question 10_ PC2.1
Assessment 1_Questions 3 & 4_ PC2.2
Assessment 2_Project part 1 and 2_software_PC2.1
Assessment 2_ Project part2,3,and 4 Q2_PC2.2

	2
	1.5 hours
	Topic 3: 
Set up and maintain system to meet compliance requirements
	


Develop systems to support user needs



Develop compliance instructions and guidelines

Regular Reviews and improvements as needed
	Introduce topic 3 (PP slides 1 and 2)
Discuss Systems to support user needs. (PP slide 3 and 4) 
Design Accounting system (PP slides 5- 14) SW Activity 3.1
Policy and Procedures (PP slide 15) SW Activity 3.2 (SW page 41-42)
Regular review (PP slides 16-17) SW page 43
Check Understanding:
Review and discuss activities in Student Workbook
Guide assessment preparation for assessment 1 questions 3, 4, 9 and 10
	Student Workbook (SW) , Topic 3 Set up and maintain system to meet compliance requirements (SW Pages 38 – 35)
(Optional) Collins, A & Rowden, V. (2018) Work Effectively in the Accounting and Bookkeeping Industry. 1st Ed. Learn Now Publications.

	PC3.1 Develop systems to support user needs
PC3.2 Develop instructions and guidelines for carrying out daily activities according to compliance requirements
PC3.3 Review and adapt systems as necessary on a regular basis
	Assessment 1_ Question 9_PC3.3
Assessment 2_Project part 2 Task 1 and 2 _PC3.1
Assessment 2_Project part 2 Task 1_PC3.2 
Assessment 2_Project part 2 Task 2_PC3.3





[bookmark: _Toc1993406]Session plan 3 - Work autonomously or in a team to complete work activities 
Before the session, check that you have:
Reviewed all assessments for this unit. Check links to UAG and Assessment documentation for distribution to students.
Check relevant sections in the Student workbook. The Student Workbook is reference tool that will guide and provide all required information for the student to successfully complete the assessments in this unit.  No other textbook is required.
Ensure that equipment, such as a Data projector / smart board are available for each session. 
Table 9 Session plan 3
	Session
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed
	Assessment alignment

	3
	3 hours
	Topic 4:
Work Autonomously or in a team to complete work activities
	


Determine tasks to be done



Plan work to manage resources




Provide feedback to team members

Identify and resolve problems

Adapt to change in technology
	Welcome and Introduce topic 4 overview (PP slides 1-2)
Discuss: Determine Tasks to be done (SW pages  45-46)  (PP slides 3,4,5
Discuss Effective teams (Autonomous vs Team)
(SW pages 47-49 Activity 4.1)
Plan Work to manage resources (SW pages 50 – 53) Activity 4.2)(PP slide5, 6,7, 8 and 9)
Provide Feedback (PP slide 10, 11, 12;SW pages 54-56)
Identify and resolve problems (PP slides 13,14, 15) (SW pages 55-56)
Adapt to changes and Technology (SW pages 57) (PP slide 16)
Check Understanding:
Review and discuss activities in Student Workbook. Guide assessment preparation for Assessment 1, questions 5,6,8,and 9
	Student Workbook (SW) Topic 4  Work Autonomously or in a team to complete work activities

(Optional) Collins, A & Rowden, V. (2018) Work Effectively in the Accounting and Bookkeeping Industry. 1st Ed. Learn Now Publications.

	PC4.1 Identify tasks to be done and identify required conditions to work autonomously or in team environment
PC4.2 Plan work to manage resources, time and priorities
PC4.3 Provide feedback to team members to encourage, value and reward individual and team efforts, and contributions
PC4.4 Support team to identify and resolve problems that impact on performance
PE4.5 Adapt to changes in technology and work organisation in a timely manner
	Assessment 1_ Question 8_PC4.1
Assessment 1_ Question 5_PC4.3
Assessment 1_ Question 6_PC4.4
Assessment 1_ Question 9_PC4.5
Assessment 2_ Project part 3 and 5_PC4.1
Assessment 2_Project part 3_PC4.2
Assessment 2_Project part 2 ask 2_PC4.5





[bookmark: _Toc1993407]Session plan 4 - Develop and maintain own competency
Before the session, check that you have:
Reviewed all assessments for this unit. Check links to UAG and Assessment documentation for distribution to students.
Check relevant sections in the Student workbook. The Student Workbook is reference tool that will guide and provide all required information for the student to successfully complete the assessments in this unit.  No other textbook is required.
Check that all students are progressing through the topics and able to submit Assessment 1. 
Remind students that Assessment 2 is due one week after Session 4 (topic 5).
Ensure that equipment, such as a Data projector / smart board are available for each session. 

Table 10 Session plan 4
	Session
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed
	Assessment alignment

	4
	3 hours
	Topic 5: 
Develop and maintain own competency
	



Identify and review professional development


Comply with licensing requirements

Seek out professional development opportunities.
	Welcome and Introduce topic 5 overview (PP slides 1-2)
Recap key outcomes and learning from Topic 1, 2, 3 and 4.
Discuss: Identify and review professional development (PP slides 3-6)
Collaborate Group activity: Professional development Plans (SW activity 5.1) (SW pages 59-61)
Comply with licensing and regulations  (PP slides 7and 8) (SW pages 62-63)
Brainstorm: Seek Professional Development opportunities.(PP slide 9)
Check Understanding:
Review and discuss activities in Student Workbook. Guide assessment preparation for Assessment 2, part 4, questions 1, 2and 3: Check assessment 1 has been submitted and Assessment 2 is underway.
	Student Workbook (SW) Topic 5  Develop and maintain own competency


(Optional) Collins, A & Rowden, V. (2018) Work Effectively in the Accounting and Bookkeeping Industry. 1st Ed. Learn Now Publications.

	PC5.1 Identify and review own professional development needs and goals on regular basis
PC5.2 Clarify and comply with competency, authorisation and licensing requirements
PC5.3 Seek professional development opportunities that reflect own needs and goals in agreed timeframe
	Assessment 2_ Project Part 4, Question 1_PC5.1
Assessment 2_Project Part 4, Question 2_PC5.2
Assessment 2_ Project Part 4, Question 3_PC5.3




NOTES: 
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