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	Practice activity 
Learning activities are the tasks and exercises that assist you in gaining a clear understanding of the content in this workbook.  It is important for you to undertake these activities, as they will enhance your learning.
Activities can be used to prepare you for assessments.  Refer to the assessments before you commence so that you are aware which activities will assist you in completing your assessments.
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	Collaboration 
Whether you discuss your learning in an online forum or in a face-to-face environment discussions allow you to create and consolidate new meaningful knowledge.
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	Self-check
A self-check is an activity that allows you to assess your own learning progress. It is an opportunity to determine the levels of your learning and to identify areas for improvement.
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	Readings (Required and suggested)
The required reading is referred to throughout this Student workbook. You will need the required text for readings and activities. 
The suggested reading is quoted in the Student workbook; however, you do not need a copy of this text to complete the learning. The suggested reading provides supplementary information that may assist you in completing the unit.






Topic 1
Develop professional
working 
relationships 

[bookmark: _Toc1993454]Topic 1 Develop professional working relationships
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In this topic, develop professional working relationships you will clarify business needs and expectations of work to be done through clear communication with the stakeholders. 
You will:
· determine role and responsibilities of various accounting and tax profession according to business needs
· identify activities that's from outside your own role and responsibilities
· identify networks of individuals who can carry out those activities
· to networks for advice and services where applicable
· request feedback on the range type and quality of service to be provided and act on feedback were applicable
· identify and use ethical principles and practices in own role and responsibilities.


[bookmark: _Toc1993456]Clarifying business needs and expectations
The Collins English dictionary defines stakeholders as people who have an interest in a business or company's affairs.
Stakeholders can affect or be affected by a business' actions, objectives and policies.
Stakeholders fall into internal and external stakeholders and may include: 
Internal stakeholders:
· owners
· managers
· employees
External stakeholders:
· suppliers
· customers
· creditors
· shareholders
· society
· government
In this unit, FNSACC408 Work effectively in the accounting and bookkeeping industry we will focus on the following working relationships:
· Business owner(s) and or client
· Employees / colleagues
· Accountant
· Bookkeeper
It is very important to establish and maintain effective communicative relationships with your clients and colleagues in order to:
· build relationships and
· determine and confirm requirements (especially when clarifying business needs and expectations).

Using questioning and active listening (or effective listening) assists here.
Effective listening (or active listening) means giving your full attention to what the speaker is saying - listening and actively seeking to understand what is being said, and asking questions as necessary to clarify. Things you can do to ensure that you listen effectively are:
· Give your full attention
· Show that you are listening
· Clarify / ask questions
· Give feedback
· Do not make assumptions
· Allow for different points of view
· Take notes
· Use non-verbal cues.
 [Waters in 2013 (p.167)]
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In this activity you will research different methods to clarify business needs and expectations 
All businesses, whether large or small, need bookkeeping functions carried out.
1. Read the list of Potential client interview questions from eBAS accounts, so you can clarify business needs.
2. Watch the video 'My business needs a bookkeeper' (1 min) (Source: Austbook Network).
3. Read the articles:
11 Expectations to Set for Your Bookkeeper by Entrepreneur ASIA Pacific
Accountants’ roles as tax professionals are changing by In the Black, CPS Australia.


[bookmark: _Toc1993459]Clear Communication
Communication is the exchange of a message between a sender and a receiver.  A message is something that causes a response in the receiver. (Waters, 2013, p.150)
Accountants and bookkeepers need to communicate with: 
· business owners
· managers
· clients and customers
· creditors and suppliers
· employees
· banks and other Financial Institutions
· the Australian Taxation Office(ATO) and other regulatory bodies. 
It is, therefore, essential to possess excellent communication skills. (Rodgers & Lucas in 2015 (p.8)). To be effective communicators, you need to use different types of communication to suit the needs of the person or organisation you are communicating with including showing respect for the values, beliefs and cultural expectations of others.
Different types of communication:
· verbal and non-verbal communication
· written communication
· electronic communication
Do not ignore diversity among the people with whom you work and do business with. It is important to be aware of and make allowance for cultural diversity in your interactions with others.
Builidng a rapport with clients
It is important to establish a good relationship with your clients through professional service. To ensure a strong business relationship you need to build a good rapport with your clients. Rapport creates a feeling of good will between the client and you as a representative of your business. Ways to build rapport may include: 
· greeting your client in a welcoming and courteous manner 
· addressing your client by name and using it throughout a conversation  
· using positive body language  
· active listening  
· expressing a genuine interest in your client's needs  
· providing prompt and accurate information  
· remembering your client's history with your business  
· showing empathy and understanding.
  
Using Questions…
Communication involves both listening and asking questions. By asking the right questions you can gather enough information to successfully help your new client. Your questions need to suit the situation and purpose. 
In any situation you need to think about what type of questions will be suitable for: 
· the situation 
· the relationship 
· the client's cultural values  
· the attitudes of the people involved. 
You also need to think about how you will express the question, not just what you will ask. The way the question is asked in terms of tone and volume of voice, the exact words chosen and the accompanying body language can have a huge impact on the reaction of your client. 
The client may think they know what they want, but after they have been questioned they may be more interested in an alternative service. Asking questions helps to clarify that: 
· you have understood what the client has said  
· the client has understood what you have said  
· you have correctly identified what the client needs 


There are different types of questions that can be asked. These include:
Table 1 Types of questions and descriptions
	Type of Question
	Description

	Closed questions
	Typically require a 'Yes' or 'No' response. 


	Open questions 

	An open question will start with: Who, What, When, Where or How? Is used to encourage a more details answer. 


	Probing questions 

	Are used after an open question to gather more specific information. Clarifying questions Are used to confirm information you have received.




Example: Scenario: You are meeting potential new client that previously had manual set of accounts and now wants them computerised.
Table 2 Type of questions and examples
	Type of Question
	Description

	Closed question: 
	 "Have you already purchased a computerised accounting package?"
"Would you like me to prepare your BAS for you each quarter?"

	Open questions 

	What is reported on your BAS and how often?"
"What role do you want me to play as a bookkeeper in your business?"

	Probing questions 

	"How often would you require me to update the system?"
"Are you entitled to Fuel Tax Credits or have reportable Fringe Benefits Tax?"  

	Clarifying questions
	"So, is it correct that you would require me to prepare and lodge your BAS for you on a quarterly basis?"





Dealing with Time Delays 
It is inevitable that from time to time you will not be able to meet client demands due to situations out of your control.  
This may be due to:  
· being under-staffed (staff have called in sick and cannot be replaced)  
· faulty or failed computer systems  
· another source not providing you with the information required in due time  
· error in processing. 
To ensure the highest possible level of customer satisfaction when a problem or delay occurs, take the following steps: 

· Always apologise for the delay/problem  
· Demonstrate empathy and understanding to your clients.  
· Show that you understand that this impacts them and you will do whatever it takes to make the best of the situation for the customers. 
For example: 
"I apologise for the delay in the delivery of the reports. I understand this is an inconvenience to you." 

Keep the Client Informed 
· Let the client know as soon as possible that there is a problem, before speaking to the client be prepared.  
· Make a plan of action to solve the issue and 
· where possible give the client alternatives.  
· Focus on what you can do – not what you cannot do. 
For example: 
"The reports will be emailed to the bank on Tuesday, not Monday as promised.  What I can do is give you a 5% discount on this week’s account."


Don’t blame others for the problem – Take ownership 
Do not place blame on anyone else – clients do not care who is at fault, they just want the issue resolved.  It is important not to ever speak badly of an area or person within your business; you need to present a united front to your clients.   
Seeking client feedback
In order to make profits and be successful, organisations must remain competitive. This means having superior services, having competitive prices for the quality of the service and providing excellent customer service and support services. 
But how can: 
· a business know how well they are competing?  
· an organisation be aware if their customer service is to a level that satisfies their clients?  
· individual customer service personnel, such as yourself, know if they are providing good customer service? 
These questions can be answered by clients through client feedback. 
Client feedback can be collected and recorded formally and informally - it can be gathered both verbally and in written form. 
Three types of feedback:
· Positive – This indicates that tasks were carried out well. It acknowledges personal efforts and the good cooperation between the members.
· Negative- This informs you that you that tasks were not completed well. It analyses the reasons for the problems encountered and proposes ideas for improvement.
· Constructive – This encourages and encourages good job performance. It also suggests areas for improvement and strategies for achieving this.



Formal client feedback 
Organisations may collect and record feedback from clients through questionnaires, surveys and/or complaints registers. Businesses are interested in both positive and negative feedback. 
A business can tailor customer satisfaction surveys to collect information on specific areas. This may include services or customer service. Areas of customer service that may be included in a client satisfaction survey are: 
· greeting of client body language  
· communication skills  
· willingness/enthusiasm to assist  
· respect shown  
· accuracy of information provided  
· appropriate and accurate details collected  
· general comments to allow clients to make either positive or negative comments on areas of customer service that had a big impact on them personally. 
The information gathered can be collated into a report or a spreadsheet. Recording this information allows for comparison of the data over a period of time. The data is then used to Informal client feedback 
Informal client feedback 
Personnel providing customer service can obtain feedback from clients by: 
· observing client's body language and facial expressions  
· listening to their tone of voice and pitch changes  
· noticing repeat business - clients are unlikely to return if they are unhappy with customer service  
· focusing on the client's manner on leaving the premises or before ending a phone call  
· noting if the client thanked them for their assistance


[bookmark: _Toc1993460]Developing a questionnaire
‘Using a questionnaire is a popular means of collecting feedback’... [Walmsley, 2013 (pp.30-31)].  The process can be time consuming, so it is important to plan carefully. 
The following is a brief overview for developing a questionnaire:
· Define purpose - To get useful responses it is important to be clear about the aim of the questionnaire and how the responses will help you. This will help you write questions that are relevant.
· Consider time frames - you will need to consider when you need the information by, taking into account any time constraints. Remember to consider the whole process including analysis and acting on the feedback.
· Identify target audience.
· Determine methodology – determine if the respondent will complete the questionnaire directly or they will be interviewed.
· Design questionnaire- The layout, type of questions and method of distribution and collection will all need to be taken into consideration when designing a questionnaire. Such matters as conditions of confidentiality, return date, contact and return information should be included in the questionnaire. It is important to get the questions right and the depth of response you are seeking. If you do not ask the right questions, you are not going to get the feedback you require. When designing the questions, you need to take into consideration the analysis of results. Open ended questions can generate a lot of data that may take a long time to process and analyse.
· Carry out - Explain to the respondent what the questionnaire is about and why it is important.  This may be in the form of a letter or verbal explanation.
· Analyse - Analyse data received, collate and present your findings in relation to the aim(s) of the questionnaire in a timely manner.
· Act - From the information presented, decide what action needs to be taken'.
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What is ethics?
Ethics can be defined in a number of ways. The can be viewed as: 
· A set of values  
· Moral principles  
· Rules of conduct. 
Ethics determine how an individual reacts when presented with a moral dilemma. It also governs the way people, and therefore organisations behave in general. Ethical considerations and choices that people make are different for many reasons.
Factors contributing to an individual’s ethics 
There are many factors that contribute to an individual's set of values, which are unique to each person. Ethics are important because they influence the way people think and act in different situations. 
Some of the factors that shape an individual's ethics include: 
· Gender  
· Socio-economic group  
· Life experience  
· Parents  
· Spouse/partner  
· Family situation  
· Age  
· Environment (home/work)  
· Friends  
· Work colleagues  
· Education  
· Religious beliefs/culture  
· Relative wealth.
Person A when faced with the same situation as Person B may react in a completely different manner because of their particular ethical values.
Factors contributing to an organisation’s ethics
Management behaviour: an organisation’s ethics is influenced heavily by the behaviour of management and the emphasis they place on ethical issues within the company. For example, is there much effort taken by the company to explain ethical policies to staff? Are there training programs that explain Codes of Conduct/relevant laws to staff?  
Employees: they are a key part of an organisation’s ethical behaviour. Each individual is responsible for themselves, however within an organisation there must be controls in place that monitor the ethical behaviour of employees. Employee behaviour may be influenced by a great number of factors including: 
1. Job satisfaction
2. Job reward in the form of wages and benefits 
3. Relationship with peers 

Industry type: Some industries are more susceptible to unethical conduct than others and usually this is based on conduct in the past. For example, when someone mentions the used car market, people will often associate this industry with unethical practices, based on past conduct and experiences.  
Industry codes of conduct/associations: organisations with formal codes of conduct or who are members of ethical associations reduce the chance for individuals to behave unethically as there are clear guidelines to follow. It is important to impose controls on these types of policies.


Making ethical workplace decisions 
As discussed so far, an individual’s ethics and an organisation’s ethics will be different for many reasons. 
Industry Codes of Practice and organisation Codes of Conduct are there to help employees make ethical decisions. 
For example, professional accountants need to follow the Code of Ethics for Professional Accountants (APES 110).   The code of Professional Conduct consists of five fundamental principles: 
1. Integrity 
2. Objectivity 
3. Professional competence and due care 
4.  Confidentiality 
5. Professional behaviour. 
Ethical principles and practices
There are ethical principles and practices that accountants and bookkeepers are expected to adhere to. Some examples of ethical principles they are expected to adhere to include:
· Professional conduct - must at all times conduct yourself in a professional manner.
· Independence - you must maintain a level of detachment from people and businesses associated with the business, that is, to remain objective in your work.
· Confidentiality - you must keep private information of the business, business owners and other stakeholders in the strictest confidence.
· Honesty - you must act honestly in all business dealings.
· Transparency - you must be completely transparent in all dealings.
· Diligence - you have an obligation to complete your tasks accurately and in a timely manner.


Your ethics
The Code of Ethics for Professional Accountants says, 'your responsibilities at work include the obligation to work competently and ethically... Behaving ethically means more than just acting legally, and more than just treating people with respect. Ethical work practice means:
· being open and honest in your dealings with others
· giving people all the information they need and are entitled to receive
· respecting people's privacy
· maintaining confidentiality
· acting in the best interests of your employer
· acting in good faith
· fulfilling your duty of care
· resolving and disclosing conflicts of interest, fairness and professionalism'. 


[bookmark: _Toc1993462]What is a professional organisation?

Professional organisations (or associations or bodies) are 'affiliations of businesses or individuals in an industry with a common interest. They create codes of behaviour for their members to follow, in order to ensure high standards of knowledge and integrity in the industry.
Membership is usually voluntary. The professional body sets down rules and codes of practice for its members to ensure the integrity of the profession; it also provides information and other services and benefits to members and the public. It aims to benefit the public through ensuring that high standards of service are maintained within the profession, and to benefit members by sharing information and resources, and by establishing and protecting the integrity and credentials of members.
A professional association:
· advocate/ lobbying of government
· promote high professional standards
· promote ethical behaviour by members
· provide information, resources, professional development, training and other support to members
· liaise-other professional bodies
· protect consumers and dealing with consumer complaints.
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Explanation of activity
1. Read the Association of Accounting Technicians Code of Conduct. 
2. 
 Click


	[image: E:\TAFE Digital\Projects\Accessibility Project - 03.04.2018\Template - SkillsPoint\Template - Icons\Activity LAVENDER.png]
	[bookmark: _Toc1993465]Practice activity


[bookmark: _Toc1993466]Activity 1.3: TAX Agent Services Act

Read the legislation related to the Code of Conduct for Tax agents. Click on the link to the legislation, Tax Agent Services Act 2009.  Answers the questions below based on your understanding of the legislation.
1. Go to the Tax Agent Services Act 2009 and review.
2. Consider the following questions. 
a) What can happen if you breach the Code of Professional Conduct? 
b) You are on your way back from work after attending a training session on MYOB. Your boss, the Financial Controller, has asked you to catch a taxi back to the office as it is a busy time of the month. When you arrive at work, the taxi driver offers to leave the amount blank on your receipt. You can claim this taxi expense on petty cash. 
c) Do you accept the taxi driver's offer of leaving the amount blank so that you can fill in any amount?
d) What would you do? Why? 
3. Now consider the fundamental ethic principles when making your decision. 
a) Does your decision change? 
b) Which principles did you apply?
[bookmark: Job_description]Notes
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

[bookmark: _Toc1993467]Roles and Responsibilities
What is a job description?
A position description (also known as a job description) helps you understand your role in an organisation and what is expected of you. 
It sets out the specific, formal requirements of your job. It states the main duties and tasks expected of you in that position.   It is an important document because it specifies the duties to carry out, and provides a common understanding between you and your employer of what is expected of you. (Waters, 2013, p.256).
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[bookmark: _Toc1993469]Activity 1.4: Job Roles
Read what are different tasks and activities of a bookkeeper and an Accountant. Click on the links below.
Review the job guide for a bookkeeper and the job guide for an accountant.



What do Bookkeepers do?
A bookkeeper: maintains an accounting system by recording and processing financial transactions, and generates financial information and reports from that system.
An efficient and effective accounting system, will contain reliable data and will assist stakeholders and clients making relating to the financial affairs of the organisation. If the accounting system does not provide accurate and timely financial information, this may result in stakeholders making incorrect decisions.  Bookkeeping functions are required in all organisations, including small and large companies, not for profit organisations and most levels of government. 
These organisations may employ bookkeepers or they may outsource the bookkeeping functions to a contractor.
A bookkeeper must possess sound knowledge of basic bookkeeping fundamentals to be able to:
· process transactions using both manual and computerised accounting systems in accordance with an organisation's policies and procedures;
· maintain up-to-date knowledge of state and federal government legislation relating to an organisation's financial affairs, and to ensure compliance with that legislation; and
· communicate effectively with stakeholders.
A professional bookkeeper should also be capable of undertaking an extensive range of manual and computer-assisted bookkeeping services.
What do Accountants do?
An accountant, while being capable of performing the duties and responsibilities of a bookkeeper, can provide a wide range of services which are outlined in the table below.
Accountants hold a qualification in accounting and register with an organisation such as the Institute of Public Accountants (IPA), Association of Accounting Technicians (AAT), Certified Practising Accountants (CPA) or the Chartered Accountants Australia & New Zealand (CA ANZ).
In addition to being a member of an accounting organisation; accountants may, with the appropriate qualifications and practice, register with organisations with specific accounting services; for example, the Tax Practitioners Board (TPB) as a tax agent, or the Australian Securities and Investments Commission (ASIC) as a registered company auditor. [Rodgers & Lucas in 2015 (pp.3-4)]


The Table below outlines the Key functions of a Bookkeeper and Accountant. 
Table 3 Key functions of a bookkeeper versus an accountant
	BOOKKEEPER
	ACCOUNTANT

	Maintain records of transactions - sorting classifying, recording and reporting information about the business' transactions
	Develop and maintain the accounting system

	Accounts receivable - prepare and issue invoices to customers and
Receive, process and record payments 
	Provide advice to bookkeepers

	Accounts payable - receive invoices from suppliers,
Record and arrange payment of invoices.
	Prepare budgets and performance
reports

	Payroll – calculate and process salaries and wages 
	Prepare and analyse financial reports

	Petty cash processing and reconciliation
	Prepare and/ or lodge business activity
statements and instalment activity statements

	Bank reconciliations
	Prepare and lodge tax returns and ASIC
statutory documents

	Prepare accounts to trial balance stage
	Keep track of financial flows for
individuals and businesses

	File and maintain records of transactions
	Complete tax returns

	Prepare and / or lodge business activity statements and
instalment activity statements (if registered with the Tax Practitioner Board)
	Trust and superannuation fund services

	
	Audit services (if licensed to do so)

	
	Business establishment services

	
	Management accounting services

	
	Corporate reporting and compliance
services

	
	Financial management advisory services

	
	Taxation advice and planning services

	
	Insolvency and reconstruction services

	Sources: Bookkeeping policies and procedures (5th edition), Collins & Rowan
Bookkeeping and accounting essentials (2nd edition), Rodgers & Lucas
	Sources: Bookkeeping policies and procedures (5th edition), Collins & Rowan
Bookkeeping and accounting  essentials (2nd edition), Rodgers & Lucas




What’s the difference between bookkeepers and accountants?
Since A New Tax System (Goods and Services Tax) Act 1999, the role of bookkeepers has broadened to include other activities such as preparation of Business Activity Statement (BAS) and Instalment Activity Statement (IAS) returns.
The distinction between bookkeepers and accountants is non-exclusive; sometimes bookkeepers will perform accounting tasks and accountants will perform bookkeeping tasks.
Bookkeepers and accountants often work closely to ensure that financial transactions are accurately recorded and financial statements are therefore sound and useful for decision-making purposes.  Bookkeepers can be either employees or contractors.
A bookkeeper who is an employee or contractor of a registered tax or BAS agent who does not provide tax agent, BAS or tax (financial) advice services in their own right does not need to register as a BAS agent. This is because the bookkeeper works under the supervision of the business owner and it is the owner who ultimately takes responsibility for the financial reports and taxation returns lodged by the business.
However, a contract bookkeeper who provides BAS services for a fee is required to be registered as a BAS agent under the Tax Agent Services Act 2009 (TASA).  This Act is administered by the Tax Practitioners Board (TPB). Information regarding licensing requirements and how to register as an individual BAS agent will be discussed later on in Topic 5.  Source: (Collins & Rowden, 2017, pp.7-9)
BAS service is defined in the Tax Agent Services Act 2009 (TASA) as:
· ascertaining or advising about the liabilities, obligations or entitlements of a client under a BAS provision; or
· representing a client in their dealings with the Commissioner of Taxation in relation to a BAS provision; and
· where it is reasonable to expect a client will rely on the service to satisfy liabilities or obligations
· or to claim entitlements under a BAS provision.


The term ‘BAS provision’ is defined in Income Tax Assessment Act 1997 as:
· Part VII (collection and recovery only) of the Fringe Benefits Tax Assessment Act 1986
· the indirect tax laws, including
· the goods and services tax (GST) law
· the wine tax law
· the luxury car tax law
· the fuel tax law, and
· Parts 2-5 and 2-10 in schedule 1 of the Tax Administration Act 1953, which are about the pay as you go (PAYG) system.
The TASA also provides that the Tax Practitioners Board may, by legislative instrument, specify that another service is a BAS service.  There are significant civil penalties for anyone providing BAS services fora fee or reward, or advertising BAS services, while unregistered.
For detailed information about the meaning of BAS service, refer to section 90-10 of the TASA.
Source: https://www.tpb.gov.au/bas-services


[bookmark: Engagement_Letters][bookmark: _Toc1993470]What are Engagement Letters?
An engagement letter (also known as a 'letter of engagement') documents expectations and clear instructions outlining the responsibilities of various members of the accounting and tax profession (including an accountant and / or contract bookkeeper).
The Tax Practitioners Board (TPB) recommends there be a written agreement (often called a 'letter of engagement') between an agent and their client setting out the terms and conditions of the arrangement between parties.
A letter of engagement helps both parties know and understand the expectations they are agreeing to in their contract. It will define the rights and obligations of both parties and set out in writing the agreed terms and conditions for the work to be done.
The TPB encourages agents to use letters of engagement as one means of ensuring they provide professional service to their clients. This will also help to avoid uncertainty and misunderstandings.
A letter of engagement usually covers:
a) What work will be done?
b) Who will do the work?
c) How the work will be done?
d) When will the work be done (completed)?
e) How much will the work cost?
A common understanding clarifies the responsibilities of the agent and the client and how the work is to be completed and paid for. It can assist in avoiding disputes over fees and the scope of work.
You may also want to include matters your clients will be responsible for, such as:
· to make all relevant information available in a complete and timely manner
· the consequences of errors or omissions
· to advise of changes in anything relevant to the service you provide. 
For more information, visit https://www.tpb.gov.au/letters-engagement

[bookmark: _MON_1611512920]Check out an example of an Engagement letter –   on the object
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[bookmark: _Toc1993472]Activity 1.5: Employment Agreements
Watch the video below about employment agreements, that are also called ‘letters of Engagement.’ Discuss your thoughts 
1. Watch and discuss a short (1 minute) video providing an overview of engagement letters and examples of engagement letter templates from The Institute of Public Accountants are provided below:
[bookmark: Networks_of_individuals_able_to_carry_ou][bookmark: _Toc1993473]External providers and networks. 
External networks and providers are used to refer business owner(s) or client(s), when advice or services required, fall outside the roles of responsibilities of an accountant and / or bookkeeper. Here are some examples of networks:
Table 4 Networks and the services they provide
	Network
	Service(s)

	IT specialists
	Provide advice on system requirements and set up costs associated with the purchase and installation of accounting software.
Have skills and knowledge on software development, initial business software set up, network management, and database administration

	Financial Planners
	Provide advice on investments, mortgages, superannuation and insurance.

	Auditors
	Verify the accuracy of financial reports

	Bank Managers
	Provide advice on Savings and loans functions

	Lawyers
	Provide advice of legal matters


[bookmark: Ethics][bookmark: Ethical_principles_and_practices_in_the_]


The importance of networking
Networking involves an investment of your time. The amount of time you invest in networking activities should be balanced by the return on that investment. For example, attending all the networking meetings under the sun and collecting hundreds of business cards will not help you achieve your goals if you are not associating with people you can do business with. 
If you want to grow your business by networking it is important that you network with people who are: 
1. Your ideal clients (e.g. small business),
2. People who know your business ideal clients (e.g. Accountants, Financial advisors), 
3. People who do business with or provide another service to your clients (e.g. banks).
When you network with people who need your services (or know others that do) there will be a natural interest in knowing more about your services. 
Three Networks 
1. Personal (family, friends and acquaintances associated with your personal life),
2. Existing (external contacts already known to your business),
3. Professional (businesses, organisations and networks external to your business and personal life).
Examples of some Professional Networks and associations includes:
· Association of Accounting Technicians (AAT)
· Australian Bookkeepers Association
· Institute of Certified Bookkeepers (ICB)
· Institute of Public Accountants (IPA)
· CPA Australia(CPA)
· Chartered Accountants Australia& New Zealand (CA ANZ)

Personal networks 
On average most people have a personal network consisting of 300 people. For some of you that may seem unrealistic. Imagine for a moment you were creating a networking tree. At the top would be your name. Directly under your name would appear the name of your partner, friends and family. Branching out from under each name would be the names of all the people you have met through each person. In next to no time, you would end up with a personal network tree with over 300 names on it. For those of you that love the social networking sites, just take a look at how many "friends" or "followers" you have. 
Existing networks 
Existing networks include colleagues (past and present), employers (past and present), businesses and organisational already known. Existing contacts are your most powerful networking tool. An existing contact has the potential to introduce you to new prospects. It is always much easier to get through to a new prospect when the name of the person that referred you is someone they like and trust. 
Professional networks 
Professional networks usually include organisations external to your business like clubs, networking groups, or associations. These networks are usually established to: 
1. Achieve personal career ambitions. 
2. 2Maintain a public profile 3. Directly or indirectly promote your organisation and its services.
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[bookmark: _Toc1993475]Activity 1.7: Do you network?
Discuss the following questions:
· How successful are you at using your networks to increase your personal and professional opportunities?
· Do you know what business networking skills?  How can you network with different professions?
· When would you refer a client to an external network?
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[bookmark: _Toc1993476]Topic 2 Identify compliance requirements and support materials
[bookmark: _Toc1993477]Overview
[image: þÿ]In this topic Identify compliance requirements and support materials, you will:
· obtain access to publications and software tools design to assist in carrying out own work activities
· research legislative, statutory, regulatory and industry requirement for carrying out own work activities.
© Getty images (Used under license)

[bookmark: _Toc1993478]Access to publications and software
Some examples of publications and software tools include:
· Australian Master Bookkeepers Guide latest edition 
· Australian Master Tax Guide - latest edition
· The Australian Taxation Office (ATO) publications and tools are publicly available on their website: www.ato.gov.au
For example: Access to ATO compliance requirements to assist in carrying out work activities can be located at:  https://www.ato.gov.au/Tax-professionals/Prepare-and-lodge/
Refer to: Prepare and lodge, Due dates, Tax time 2017, Lodgements program framework, Tax agent lodgement program, BAS agent lodgement program, managing your lodgement framework, in detail - Lodgements program framework - frequently asked questions
The ATO Business Portal https://www.ato.gov.au/Business/Business-Portal/
Refer to: Business Portal, ‘Getting started and Using the business portal.’


Software options
Some examples of Software tools you will need in business: 
· Microsoft Office - Word, Excel, Access (database) 
· MYOB: https://www.myob.com/au
· XERO: https://www.xero.com/au/
· QUICKBOOKS: https://quickbooks.intuit.com/au/
· QUICKEN: https://www.quicken.com/
· RECKON: https://www.reckon.com/au/
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	[bookmark: _Toc1993479]Reading list


[bookmark: _Toc1993480]Activity 2.1: Software tools
Software tools - Cloud Accounting means that instead of having your accounting software installed locally on your laptop, desktop, server etc. It is installed on a central server and accessed via an internet connection.
1. Read the article comparing desktop software to cloud software.
2. What is the difference between Cloud and Desktop software?
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[bookmark: _Toc1993482]Activity 2.2: Accounting Software
Watch the video below about Xero accounting software. This is only one of many different types of accounting software available on the market. 
1. Watch the video from Xero. 
2. Discuss with your classmates about Cloud Computing and the use of cloud accounting software in the workplace. 
NOTES:


[bookmark: Legislative,_statutory,_regulatory_and_i][bookmark: _Toc1993483]Legislative, statutory, regulatory and industry requirements
Examples of relevant legislative, statutory, regulatory and industry requirements for carrying out accounting and bookkeeping activities include:
Tax Practitioner Board (TPB) requirements:
Tax Agent Services Act 2009 (TASA) – establishes the Tax Practitioners Board and provides for the registration and regulation of tax agents, BAS agents and tax (financial) advisers.
www.tpb.gov.au https://www.legislation.gov.au/Details/C2017C00085
Tax Agent Services Regulations 2009 (TASR) - contains the qualifications and experience requirements for registration as a tax agent, BAS agent and tax (financial) adviser, the application fees payable and the requirements to become are recognized tax agent, BAS agent and tax (financial) adviser association.
www.tpb.gov.au https://www.legislation.gov.au/Details/F2018C00012
Business Activity Statement (BAS) requirements: www.ato.gov.au
Privacy Act - an Australian law regulating the handling of personal information about individuals. www.privacy.gov.au
https://www.legislation.gov.au/Details/C2018C00034
Corporations Act - sets out the laws dealing with business entities in Australian federal and interstate level.
https://www.legislation.gov.au/Details/C2018C00064
Australian Accounting Standards - financial reporting standards applicable to entities in the private and public sectors of the Australian economy.
www.aasb.gov.au http://www.aasb.gov.au/Pronouncements/Current-standards.aspx
Taxation legislation:  www.ato.gov.au
Trade practices legislation: www.accc.gov.au
Public Liability and Professional Indemnity Insurance - If you own a business, you can be liable for damages or injuries to another person or property. Though liability insurance is mostly optional, if the likelihood of legal action is high you might want to consider it for your business.
https://www.business.gov.au/info/run/insurance-and-workers-compensation/liability-insurance- and-professional-indemnity
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[bookmark: _Toc1993485]Activity 2.3: Legislation and Regulations
Discuss in class and investigate some of the following sites. They all provide valuable resources when researching into legislative, statutory, regulatory and industry requirements.
Australian Taxation Office (ATO)
This site provides a wealth of information on all areas of taxation. The Australian Taxation Office is the Government's principal revenue collection agency, and is part of the Treasurer’s portfolio. The role of the ATO is to manage and shape tax, excise and superannuation systems that fund services for Australians. At this site learner can download many of the forms that businesses need such as BAS worksheets, guides to completing these and other useful resources.
NOTES:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Essential references for accountants and bookkeepers
Keep a note of these websites, so you can refer to them when dealing with client related matters.
The ATO website has a reference guide which contains links and instructions to help you find information about topics you may need to know about as an accountant or bookkeeper.
At the ATO homepage, type in 'bookkeeping essentials' in the search box.
This site provides useful links for those providing bookkeeping services. Bookkeepers providing BAS related services to clients as part of a business, need to be aware of legal restrictions regarding who can charge a client for the provision of tax advice.
· BAS service provider newsletter The BAS service provider is a monthly subscription email newsletter from the ATO designed, especially to support you in your role as a tax intermediary for business.
· ATO Businesses website This ATO site contains many useful references for activities relating to record keeping and legislative responsibilities.
· Australian Bureau of Statistics (ABS) Provides information about a large variety of areas, at both national and regional levels, including census data (population demographics), economic indicators, consumer price index, labour force statistics, national accounts data, trade and balance of payments data, social trends, special reports and surveys
· Australian Competition and Consumer Commission (ACCC) Provides information about consumer rights, business rights and obligations and anti-competition conduct. This is particularly pertinent to obligations of pricing with GST.
· Australian Business Register (ABR) This site provides valuable information on Australian Business Numbers This is where business owners can check whether or not a business is registered for GST and if the ABN quoted is correct and active.
· Reserve Bank of Australia (RBA)  At this site, learners can obtain the latest information on economic statistics such as benchmark interest rates for the FBT year and the CPI indices.
· Australian Accounting Standards Boards Direct link to accounting standards
· Australian Market and Social Research Society (AMSRS) Provides information about policies and codes of practice regarding market research
· Taxation In Australia Provides articles and comments on tax rulings.
· Tax Practitioners Board  The Tax Practitioners Board registers and regulates tax practitioners nationally including Tax Agents and BAS Agents.
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[bookmark: _Toc1993486]Topic 3 Set-up and maintain systems to meet compliance requirements 
[bookmark: _Toc1993487]Overview 
[image: ]In this topic Set-up and maintain systems to meet compliance requirements you will:
· develop systems to support user needs
· develop instruction and guidelines for carrying out daily activities according to compliance requirements.
· review and adapt systems as necessary on a regular basis.


© Getty images (Used under license)
[bookmark: _Toc1993488]Develop systems to support client needs
The introduction of GST saw many businesses convert their manual accounting systems to computerised accounting systems so as to assist with GST compliance.
Systems need to be developed if not in place.
Many accountants and bookkeepers use predefined work processes, templates, checklists and software to carry out daily activities according to compliance requirements.
Systems may include:
· flow charts
· forms
· instructions
· policy documents
· procedure manuals
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[bookmark: _Toc1993490]Activity 3.1: Choosing software
Imagine you have been approached by a business owner who is just starting up in business. He has asked you to establish an electronic or computerised record keeping system.
What are some factors to consider when selecting accounting software? 
When looking at selecting software you should consider the following areas:
· Reputation of the software provider
· Suitability for meeting business needs
· Initial training requirements and costs
· Resources necessary for installing and operating
· Security issues
· Compatibility/portability with other software
· Availability and cost of support / technical assistance
· Availability and cost of future upgrades


[bookmark: Policies_and_procedures][bookmark: _Toc1993491]Policies and procedures
In all organisations, many decisions must be made on a day to day basis. Management must be able to take a consistent course of action when making decisions.  In addition to legislations and codes of practice, managers are likely to follow internal policies when making decisions.   An organisation’s policies outline the course of action that should be taken to influence and determine decisions in the workplace. 
Writing a policy
Most businesses will have a policy on writing off bad debts and accounting for doubtful debts. The following policy was written for a Virtual Business, Swaggies: 
(Policy Example) Bad and doubtful debts policy
Company policy is to use the In-Direct Write-off method when writing off a bad debt, this does not absolve the debtor of their legal liability to pay us, we are simply recognising, that we are unlikely to collect the amount. On average in Australia, 1.5% of debts go bad, Swaggies management have calculated Bad Debts over the last few trading years have averaged at about 1% of sales. 
The Company is required by the Corporations Law to review our provision for doubtful debts prior to the preparation of annual financial statements. Therefore, at the end of the financial year it is necessary to review the Provision for Doubtful Debts. 
How to write a policy?
To help you write policies and procedures that are appropriate, consistent and user-friendly you may use the following format as a guide.
[bookmark: Policy]Policy (policy is a plan that details the organisation’s response to a problem or situation)
Name of Policy: 
Date:  
Approved by:
Operational category / Department: 
Intended audience:
Policy location:
Supporting procedures & forms:
Policy details:
Policy reference material: 
Purpose statement: 
Documentation required:


Procedure (set of instuctions: a procedure supports a policy)
Name of procedure: Date developed: Author: 
Authorised by:
Review due: 
Organisational Procedures 
As you can imagine, the staff of a financial services organisation perform a variety of tasks. Staff undergo training (on the job and internal training) to perform their tasks in a satisfactory manner.   For consistency purposes, staff must follow the same steps and process when performing a task. To achieve this, organisations develop procedures for staff to follow when performing various tasks. 
Safework SA have published a guide on "How and When to Write Policies and Procedures." You should have a look at this document now. http://www.safework.sa.gov.au/contentPages/docs/labrWritingPolicy.pdf
Other worthwhile guides can be found at:
http://www.writeexpress.com/or/employee-manual/Employee-Manual-eBook.pdf 
http://www.volunteeringnthqld.org.au/volorg.pdf  
As you can see policies and procedures are written on all aspects of the business. Everything from specific job tasks to dress code. 
All organisational policies and procedures should be stored in a central location so all employees can easily access. This may be either paper-based or electronic.
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[bookmark: _Toc1993493]Activity 3.2: Policy and procedures
Brainstorm and discuss different types of policies and procedures that may be in a bookkeeping and / or accounting business?
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

[bookmark: _Toc1993494]Review and improve systems 
System Review 
When implementing, for example a new bookkeeping system, it may have gone through a number of phases. One of these phases is a requirements analysis where information is obtained from the client about what the system should achieve, what functions it should/should not perform and what business requirements should be addressed. 
Following the development and implementation of the bookkeeping system a review of the system should be undertaken to see if it meets the intended outcome. 
The desirable outcome of reviewing the system is to achieve a system which will comply with all relevant legislation, run efficiently and effectively, procedures are easy to follow and the desired business requirements are met. 
Identify strategies to improve productivity 
Within a service-oriented organisation, where your position involves customer service, improving productivity can include being able to satisfy customer needs more fully and in a timely manner. 
But what steps would be involved in improving customer service? Employers may need to provide more effective technology, reorganise the work or even provide more training. Improving management-employee relations could also help increase productivity. 
As a bookkeeper one of the best strategies is to develop procedures which will cut processing times, therefore reduce the expense on the client. 
Systems should be reviewed on a regular basis and updated as necessary. This ensures the system being used reflects current work practice and legal requirements. All good workplace systems, such as policies, procedures and other instructions should include a review date to make sure they are assessed on a regular basis.

NOTES:
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[bookmark: _Toc1993495]Topic 4 Work autonomously or in a team to complete work activities 
[bookmark: _Toc1993496]Overview
In this topic Work autonomously or in a team to complete work activities you will:
· determine tasks to be done and identify required conditions to work autonomously in a team environment
· plan work to manage resources time and priorities
· provide feedback to team members to encourage value and reward individual and team efforts and contributions
· support team to identify and resolve problem that impede its performance
· [image: ]adapt changes in technology and work organisation in a timely manner.

© Getty images (Used under license)
[bookmark: Autonomous_vs_team_environments]Identify tasks to be completed
Determine tasks to be done and identify required conditions to work autonomously or in a team environment.
Working autonomously means working independently. Being independent means:
· Becoming self-aware, self-monitoring and self-correcting;
· Knowing what you need to do;
· Taking the initiative rather than waiting to be told what to do;
· Doing what is asked to the best of your ability, without the need for external prodding, and working until the job is completed;
· Learning to work at a pace that you can sustain;
· Taking ownership of your mistakes without looking for excuses; and
· Refusing to let self-doubt or negative emotions due to negative past experiences take you off course.
To work successfully autonomously or independently, you need to be:
· Self-awareness,
· Self-motivation, and
· Self-regulation.
Self-awareness refers to your knowledge and understanding of yourself - your emotions, beliefs, assumptions, biases, knowledgebase, abilities, motivations, interests, etc. Personality assessment can also be very useful in helping you gain insight into yourself, your strengths, weaknesses, motivators and provide you with insights into how to grow personally and professionally.
Self-motivation refers to your ability to identify effective methods of getting yourself to move from thought to action. Everyone is different. Some individuals are highly self-motivated while others require the imposition of external deadlines or some type of reward or penalty in order to move from thought to action. Identifying your specific needs in this area is a key step.
Self-regulation focuses on your ability to affect personal and professional growth based on yourself- awareness and motivation.
Useful questions you should ask yourself in an effort to self-regulate are the following:
Who will provide direct supervision or oversight on my work? With what frequency (daily, weekly, etc.)?
What are the deadlines, if any, relevant to my tasks to be done?
What are the formal requirements, if any, for my tasks to be done?
What are the outcomes that I desire? What, if anything, do I need to do in order to achieve these outcomes?
[bookmark: _Toc269618]


Effective teamwork
The best stragety for effective teamwork in the workplace is:
1. Have clear guidelines about what your team needs to achieve.
2. Listen to others in the group.  It is always good to get a second (or third) opinion.
3. Cooperate with others – work with others to get the job done.
4. Share the decision making.  Do notlet one person make all the decisions
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[bookmark: _Toc1993498]Activity 4.1: Characteristics of effective teams
Answer the following questions with True or False.
Table 5 True or false activity
	
	True/False

	It is not a good idea to have clear guidelines.
	

	It is important to cooperate with your team members.
	

	You should always do the best job you can.
	

	One person should dominate the group.
	

	You should let other people make all the decisions.
	

	Supporting each other shows good teamwork.
	




[bookmark: _Toc269619][bookmark: _Toc1993499]Contribute to workgroup goals
[image: See the source image]The purpose of working in a group or team is to achieve a goal. Let’s look at some of the things you can to do contribute to a group.
1. Keep your workplace clean and tidy.
2. Be aware of your job role and what you have to do.
3. Support your team members.
4. Follow your organisational policies and procedures.
5. See assistance from your team members if you need help.
Working autonomously vs working in a team
Table 6 Advantages and disadvantages autonomously
	Advantages of working autonomously
	Disadvantages of working autonomously

	Be the boss - i.e. need not be answerable to someone else and can you can choose to do the things the way you want to.
	Long time - you may take longer to complete a task or do the job, rather than when in a group.

	You take full credit of the work done
	No help - you would have to come up with ideas on your own.

	Easy to focus, i.e. to concentrate properly as there are less interruptions
	Sole responsibility - There would not be anyone else to help with it or even shoulder the responsibility.

	You decide what to do and when (keeping in mind any reporting or lodgment timeframes and deadlines of course).
	No one to motivate you - on your own you will have to motivate yourself to complete the task / job with success.

	You become independent - i.e. learn to make your own choices
	Constraint in ideas - when you are working alone, you do not have anyone else come up with ideas. You would be constrained with just your idea to work on. Mostly when working on creative projects, you may feel the loss of other people who come in with different ideas.

	There is no outside pressure (apart from any reporting or lodgment timeframes and deadlines).
	Delayed - In case, if you are not able to complete the job on time or if you fall ill in between a job, there will be nobody else who can take up the job and complete it for you. If in a group, someone else could take over and do the job well also.

	You are fast - you can get the work done more efficiently and promptly. There will not be any further delay for the work.
	Not many skills - Not even the most competent or qualified person can have all the skills to do all the jobs. However, if you are working in a group, you can find a group of people, with a variety of skills to help complete the job.

	No need to distribute the work
	Too much stress - Completing a work is time consuming and involves lots of stress. Working alone, completing the entire task can be heavy. At the same time, if there is a group of people involved in doing the job, they can share the work, equally amongst themselves.


Table 7 Advantages and disadvantages autonomously continued
	Advantages of working autonomously
	Disadvantages of working autonomously

	You know what is going on - by working alone you would have better knowledge of how things are. You would know the complete status of a job. You would know what to expect. You will know about the total progress of the job
	Can get boring - When you are working alone to complete a job it can get a bit boring. Chance is one could get bored having no one to talk to or even share ideas with, while on the job. A person could get lonely, unlike one working in a team.

	More clarity - there is no confusion as to who is doing what. You do it all.
	

	Source:
https://content.wisestep.com/top-advantages- and-disadvantages-of-working-individually/
	Source:
https://content.wisestep.com/top-advantages- and-disadvantages-of-working-individually/


Advantages and disadvantages of working autonomously
Table 8 Advantages and disadvantages of working in a team
	Advantages of working in a team
	Disadvantages of working in a team

	Combining ideas, skills, knowledge and
perspectives
	Unequal participation by team members

	Collaboration, discussion, support and feedback
	Conflict may arise due to team members’ not
working well together

	Time effective and efficient
	Disagreements, discussions and/ or meetings
take up time

	Source: Reilly, T 2016, Work Effectively with
Others, Better Teams Publications, Sydney, NSW.
	Source: Reilly, T 2016, Work Effectively with
Others, Better Teams Publications, Sydney, NSW.


[bookmark: _Toc1993500]
Plan work to manage resources, time and priorities
Each day we embark on new tasks in the workplace. It is important we have goals and targets that we want to achieve. We need to know where we are going and what tasks need to be done to get there.
Some tasks will be more important and or urgent than others. A self-management process involves determining how and in what order tasks should be completed so that you meet necessary deadlines and make the best use of time and resources. This process is known as time management.
Planning is the key to achieving your goal. Planning occurs continuously. Plans must be revised and / or new plans made. On a daily, weekly and monthly basis you should constantly review your plans or goals.  To get your work tasks done or to achieve your goals and objectives you will need to plan effectively. 
What are SMART Goals?
[image: Specific]The acronym SMART has several slightly different variations, which can be used to provide a more comprehensive definition of goal setting:
S - specific, significant, stretching
M - measurable, meaningful, motivational
A - agreed upon, attainable, achievable, acceptable, action-oriented
R - realistic, relevant, reasonable, rewarding, results-oriented
T - time-based, time-bound, timely, tangible, trackable

[image: Measurable]
[image: Attainable]
[image: Relevant ]
[image: Time framed]
You will also need skills to:
· locate information and resources you need
· plan and prioritise tasks to be completed
· work independently and / or with others (i.e. autonomously and / or in a team environment) and
· manage your time effectively
When planning work to be completed, there are several questions to consider:
· What is the required outcome of the task?
· What has to be done to achieve this outcome?
· How will I know if I have achieved my objectives?
· Who am I accountable to?
· Will I be working alone or in a team?
· What is the first priority? The second? The third?
· What information do I need? How and where will I collect it?
· What resources d   o I need? 
· How much time do I have?
· What is the budget?
· What are the reporting requirements?
For more information on each of these, refer to the article:
https://www.interviewsuccessformula.com/job-search-advice/tips-on-how-to-prioritize-organize- and-plan-your-work.php
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[bookmark: _Toc1993502]Activity 4.2: Check your understanding
Discuss and share ideas on the following:
1. What do you need to consider when prioritising tasks? 
2. What is a work schedule?
3. Can you list three features of effective feedback?
4. What do you think is meant by ‘intrinsic’ and ‘extrinsic’ rewards?
5. What resources would you need to carry out bookkeeping tasks and activities?
6. How has advances in technology impacted financial processes in recent years?

Prioritise your tasks
[bookmark: Prioritise_tasks]Once you have determined the tasks to be done, the next step is to prioritise these tasks.  Consider the following when prioritising tasks:

· The urgency of a task
· The importance of a task
· The time required to complete the task
· Legislative requirements or consequences
· Availability of resources
· What will provide you with a ‘quick win’
· Skill level of yourself or others
· Any business drivers that could impact your tasks. (Reilly 2013, p.23)

[bookmark: Timeframes][bookmark: _Toc1397967][bookmark: _Toc1635825][bookmark: _Toc1636157]

Manage Timeframes
Timeframes are important when planning tasks. They provide a boundary for you to stop and start your tasks. 
A timeframe provides you with added motivation to work hard and focus your energy.
When you set timeframes, consider: 
· Make sure they are realistic and achievable
· Take into account any public holidays, annual leave, potential sick leave, etc.
· Discuss your upcoming commitments with your manager/ team leader.
· Review your timeframes on a regular basis to ensure they are still current.
· Give yourself enough time to review and edit work. (Reilly, 2016, p.24)



Provide Feedback 
Feedback should be provided to team members to encourage, value and reward individual and team efforts and contributions. Wellington, 2011, pp.39-40 believes you should ‘reward, reward and reward’ good performance’. The intangible rewards he suggests you have to offer are limitless:
Some examples include:
· Words of encouragement
· Compliments
· Empathy and understanding
· A note of appreciation or a sincere thank you
· Stopping to share a coffee, or taking a team member to lunch
· Giving team members special assignments or more decision-making authority
· Asking about the family
· Celebrating small victories
· A smile or a warm handshake or pat on the back
· Taking someone into your confidence
· Asking team members for help, which is gratifying because it validates one worth.


Support team to identify and resolve problems
You must support your work team to identify and resolve problems that impede the work team's performance.
Problem solving approaches can be used to manage daily tasks. A problem solving approach is useful not just for solving technical problems, but also for managing conflict or interpersonal situations. 
[bookmark: Steps_in_the_problem_solving_process]Steps in the problem solving process
The below problem solving steps that you and your team can go through to resolve problems that impact on your work performance can be explained as follows as below: 
The Steps
1. Identify the problem - To identify the problem, try to summarise it.  Turn the problem into a question or issue – for complex problems, keep breaking the overall problem down into smaller issues until you can identify a questions that are in practical terms that you can do something about.

2. Gather information - Information you might need to gather in order to help you work through the problem could include such things as data (e.g. records, statistics), people's opinions and accounts, technical information. Ways of gathering information could include reading printed material, researching the internet, conducting surveys, speaking to people in person, conducting focus groups, holding team meetings and brainstorming, corresponding with people.

3. Identify possible options (solutions) & choose the best option - Use the information you have gathered to identify possible solutions, and consider the pros and cons of each option. Be aware of the constraints (limiting factors), such as:
· Time - How long will it take to introduce the new arrangement(s)? Is there a time limit?
· Cost - How much will it cost to implement and run the option?  Is there a limited budget?
· Benefits - What will the benefits be?  Will they be sufficient to warrant the costs?
· Risk - Will there be any risks involved in introducing the chosen option?
· Implementation - What resources (aside from money) will be needed in order to implement the solution? For example, will staff need to be trained? Will documentation need to be produced or amended? Will the new procedures increase or decrease the workload of staff? Will the new arrangement require extra knowledge or qualification on part of the staff?
· Acceptability - Will staff, customers, management the public, etc. accept the new arrangement(s)? Will the new arrangement(s) be legal, ethical and fair?
· Contingency - Will it be possible to change to another option, if the chosen option does not solve the problem or is unsuitable?
· Measuring success - How to assess whether the new arrangements are working?
Eliminate any options that are clearly not suitable. Use the information you have gathered, and your assessment of the options, to choose the best solution. The solution you choose should be both effective and efficient. It should solve the problem it is intended to address, in the best way possible (effective). It should be timely and realistic, staying within the deadline and the budget (efficient). Implementation should be possible within the constraints (time, money personnel, etc.). A brilliant solution will not be of much use if it comes too late, is too expensive, or does not get the approval.

Plan and implement the solution - When you have decided which option(s) to implement, develop an action plan to implement it. This means specifying such things as:
· How it will be implemented - What steps will be necessary.
· Who will be responsible- for each task involved in implementing it, and for the overall implementation?
· When - how much time each task will take.
· What - the resources required to implement it (funding, equipment, personnel) and how to obtain them.
· Approval - arrangements to get clearance from the relevant personnel (e.g. your supervisor or managers)
· Notification - when and how to notify others affected by the changes.
· Evaluation criteria - how to measure the success of the new arrangements.
Evaluate the solution - Revisit the issue and compare the situation now with how it was before the changes were introduced. Has the problem been resolved? Does anew option need to be introduced? Does the current arrangement need some adjustments? Have people accepted the changes? Examine the new arrangements. [Waters in 2013 (pp.284 - 291)]

…If you have a problem that…						
· you are not qualified to handle; or
· you have not been trained to handle; or
· you are unsure how to solve
…ask your supervisor or another appropriate person for advice and assistance.

[bookmark: Adapt_to_changes_in_technology_and_work_]
[bookmark: _Toc1993503]Adapt to changes in technology and work organisation.
You need to adapt to changes in technology in a timely manner. Here are some examples:
1. The introduction of GST saw many businesses convert their manual accounting systems to computerised accounting systems so as to assist with GST compliance.
2. Cloud accounting means that instead of having your accounting software installed locally on your laptop, desktop, server etc. it is installed on a central server and accessed via an internet connection.
Here is an article comparing desktop software to cloud software:
https://www.linkedin.com/pulse/cloud-vs-desktop-accounting-software-which-one-right-marion- thomson
3. Your software needs to be ready i.e. updated to be able to start reporting payroll information to the ATO using Single Touch Payroll.

Single Touch Payroll (STP) is are porting change for employers.
It starts from 1 July 2018 for employers with 20 or more employees.
You will report payments such as salaries and wages, pay as you go (PAYG) withholding and superannuation information from your payroll solution each time you pay your employees.
Single Touch Payroll will be expanded to include employers with 19 or less employees from 1 July 2019. This is subject to legislation being passed in parliament.

REFLECTION 
Working in any business situation requires the ability to work in a team. Jobs where you work in isolation from your colleagues are practically non-existent. We all need to work with others at some stage.
Working successfully in a team is not an accident, those teams that function successfully and achieve their goals do so due to the skills and aptitudes of those who work in that team. There are some basic skills and attitudes that are essential for successful teams 

Think of a situation where you had to work in a team. Was it successful? Why or Why not?
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[bookmark: _Toc1993504]Topic 5 Develop and maintain own competency 
[bookmark: _Toc1993505]Overview
In this topic Develop and maintain own competency you will:
· [image: ]identify and review own professional development needs and goals on regular basis
· clarify and comply with competencies authorisation and licensing requirements
· seek professional developments opportunities that reflect own needs and goals in agreed timeframe.© Getty images (Used under license)


[bookmark: Identify_and_review_own_professional_dev][bookmark: _Toc1993506]Identify and review your professional development needs.
There are 5 types of professional development (PD):
1. Mandatory – musty be done, e.g. licensing requirements and compliance
2. Sectorial / Industry – required to maintain standards e.g. ethical standards
3. Organisational – required by your employer for specific purposes
4. Personal – specifically your own PD training e.g. identified from a skills audit or performance review
5. Private – PD that you want to do that may or may not be specific to your current position.
Professional Development will improve your ability to:
· fulfil professional requirements
· comply with changing requirements
· comply with legal requirements
· take advantage of new technology
· identify initiatives that may add value to the business
· establish and maintain a competitive advantage
· offer new services to clients/ employer'


7 Step Plan to PD
1. Determine your organisation's requirements - business and licensing requirements (including membership of industry associations)
2. Identify your professional development needs and goals (on a regular basis)
3. Assess your competency gaps
4. Identify development activities
5. Write a Professional Development Plan (PDP)
6. Identify and overcome obstacles
7. Review your PDP

	[image: E:\TAFE Digital\Projects\Accessibility Project - 03.04.2018\Template - SkillsPoint\Template - Icons\Collaboration LAVENDER.png]
	[bookmark: _Toc1993507]Collaboration


[bookmark: Professional_development_steps_explained][bookmark: _Toc1993508]Activity 5.1: Professional development plans
Discuss and discover more about Professional Development Plans (PDP).
 Why do you need a Professional Development Plan?
https://au.hudson.com/career-advice/professional-development-plan

 How to write a PPDP?
https://careerdirectionsllc.com/develop-management-development-plan/

 If you would like to look at an example of a completed plan follow the link below:
http://www.collegiovolta.org/images/example_pdp_2016.pdf

 How do we learn at work?
https://trainingindustry.com/wiki/content-development/the-702010-model-for-learning-and-development/

What are Professional Development Activities?
· Professional workshops
· Conferences
· E-learning
· National qualification
· Distance education
· University, TAFE and college courses
· Membership of professional bodies
· On-the-job activities

What’s in a PDP? 
· Development needs or goals
· Your actions
· Due date
· Success Measures
· Outcome
· Future action
Record your PD activities: Records should contain:
· Your name
· Course attended
· Date and duration of the course
· Training organisation name.
· Location of the course
· Topics covered
· Competency results
Seek PD activities that reflect your needs and goals.
You should seek out opportunities for
· Workplace study programs
· Study assistance
· Skill development
· Personal development programs
· In-house training programs
· Coaching and mentoring
PD opportunities through: 
·  Australian Taxation Office (ATO)  (free webcasts & resources) 
· Professional associations
· TAFE NSW
Regularly reviewing and updating your PDP is essential to ensure that your activities are always relevant to your role, your industry and your organisation's requirements'.

[bookmark: Clarify_and_comply_with_competency,_auth][bookmark: _Toc1993509]Comply with competency, authorisation and licensing requirements.
As outlined previously, competency describes the level of performance required to be successful in your role and includes:
· Skills
· Knowledge
· Behaviours
· Attitude
[bookmark: Competency_requirements]Competency requirements
Using this unit, FNSACC408 Work effectively in the accounting and bookkeeping industry as an example, the National Register of VET at https://training.gov.au/ specifies the following skills and knowledge: FNSACC408 Unit of Competency
[bookmark: Professional_associations]Professional associations
Examples of professional associations include:
· Association of Accounting Technicians (AAT)
· Australian Bookkeepers Association
· Institute of Certified Bookkeepers (ICB)
· Institute of Public Accountants (IPA)
· CPA Australia (CPA)
· Chartered Accountants Australia& New Zealand (CA ANZ)
Professional associations may be accredited by the Tax Practitioner Board (TPB) as a recognised tax agent, BAS agent or tax (financial) adviser association if they meet certain requirements in the Tax Agent Services Regulations 2009 (TASR).
The list of recognised professional associations and their relevant accreditation.


Licensing Requirements.
 Registering as an individual BAS agent: 
· Registered with the Tax Practitioners Board (TPB) to provide BAS services.
If your application for registration is approved, your registration period will be for at least three years.  Requirements for registration
1. You must be at least 18 years of age to be eligible to apply.
2. You must be a fit and proper person.
3. You must satisfy the qualification and experience requirements.
4. You must maintain, or will be able to maintain, professional indemnity insurance cover that meets our requirements. 


5. Complete an online application and provide supporting documents.
 Registration Exemptions
Source: https://www.tpb.gov.au/qualifications-and-experience-bas-agents
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BizCover

Professional
Indemnity
Insurance

Professional Indemnity Insurance
in a nutshell

As a consultant, director or owner of a business that
provides a specialist service or gives advice, Professional
Indemnity insurance helps protect you and your business
against allegations of wrongdoing.

The low-down

In our blame-culture society it's important to protect your
business against claims of malpractice or professional
misconduct, which has the potential cripple your business
and leave you high and dry.

Professional Indemnity insurance, often referred to as PI,

is designed for professionals who provide a specialist service
or advice, for example, accountants, real estate agents,
engineers, and other types of professional consultants.

It provides protection in the event that a claim is made
against you or your business for financial loss or personal
injury arising from an act, error, omission or breach of
professional duty in the course of your business; even if
that claim is found to be false.

@ bizcover.com.au

June 2018

Do I really need it?

Unless you have really deep pockets, a huge bank
account or a solid plan to skip the country, then the
short answer is yes.

But it’s not only the financial side that takes a toll on
your business. It also consumes a huge slice of your time
to defend against a claim of professional misconduct,
breach of duty or malpractice. And even if you are found
not liable, defending yourself against an allegation will
still drain you both personally and financially.

Having Professional Indemnity cover minimises the
disruption to your business. Your insurer will have a
specialised legal team to fight your corner and take
care of any compensation awarded to your client.

Not only that, being covered demonstrates your
professionalism to your clients and potential clients,
allowing them to feel safe knowing they’re in the
right hands.

For some occupations, having a professional indemnity
policy which meets certain standards is a mandatory
requirement of regulatory bodies and industry
associations. Often work contracts will also require
you to have professional indemnity cover in place.

® 1300866 744 & hello@bizcover.com.au




mailto:hello%40bizcover.com.au?subject=



What is typically covered? Did you know?

Q Civil liabilities arising from, but not limited to: o In 2016, APRA-regulated insurers

Professional misconduct, such as providing misleading or paid OUF $766M in Professional
negligent advice Indemnity claims. (APRA, Dec 2016)

Breach of duty, including confidentiality and other privacy issues The cost of Professional Indemnity
Defamation, libel or slander policies vary greatly depending on

Loss of or damage to documents the occupation it provides cover

for, however, on average BizCover
customers pay $84 per month for their
Professional Indemnity Insurance.

Infringement of intellectual property, including copyright
infringement

Bodily injury or illness claims arising from the professional

; i There is a legal requirement for some
services covered under the policy

types of occupations to hold a minimum
level of Professional Indemnity insurance,
for example, accountants and tax
agents, migration agents, lawyers,
architects, and real estate agents.

Claims investigation costs

Legal and defence costs

Court attendance costs Professional Indemnity insurance is
a “Claims” based policy, meaning it
Public relations costs will only provide cover when both the

alleged incident and the resulting claim
happens during the period of insurance.

What isn’t usually covered?

% Claims and circumstances known prior to the period of insurance

Claim
Case Study

% Intentional damage

% Acts of fraud and dishonesty

A Sydney based accountant was engaged to
prepare and lodge a tax return for a client
who owned several investment properties.
Despite having been provided all of the
relevant documentation by the client, the
accountant failed to include capital gains
tax from the sale of one of the properties.

% Accidental injury and property damage

Several months later the client received

a letter from the ATO advising they were
required to pay $22,211, that comprised
of capital gains tax plus penalties and
interest incurred. The client then made a
claim against the accountant for failure to
correctly complete their tax return.

Due to the tax return being prepared in
conjunction with the client, who reviewed
the return prior to it being submitted to the

ATO, it was deemed that there was some
exposure on the part of the client as well

as the accountant. Following investigation,
the accountant’s insurer agreed to settle on
the claim at mediation for the amount of
$180,000 plus $25,000 for defence costs.
The client was responsible for the remainder.

The information in this document is general advice only and does not take into consideration your particular objectives, financial A
situation or needs. Before making a decision please consider the relevant Policy Wording / Product Disclosure Statement (PDS). BIZ over
BizCover™ Pty Ltd (ABN 68 127 707 975; AFSL 501769). Level 2, 338 Pitt Street Sydney NSW 2000. © 2018 BizCover. All Rights Reserved. BC1034.
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Code of Ethics

This Code of Ethics is set by the Board of Directors of the Association of Accounting Technicians
(AAT) as the minimum standards of ethical behaviour for members. The Board expect that
members would seek to meet higher standards of ethical behaviour than that set out in this Code.

This Code of Ethics is mandatory for all members and therefore failure to comply with this Code
may lead to the member being subject to disciplinary by the AAT.

Being a member of the AAT is more than a qualification. An objective of the AAT is for it and its
members to be well recognised and respected throughout a wide range of industries. In order to
build and maintain this reputation and to continue to offer quality training and support, we require
our members to have a professional and ethical approach.

To assist our members to offer the highest levels of professional service at all times to their
employer, clients and professional accountants, we have published this Code of Ethics.

The decisions you make in the everyday course of your professional lives can have real ethical
implications. This is where members must refer to this Code of Ethics. The Code of Ethics:

e Sets out the minimum standards of professional behaviour
e Helps protect the public interest

e Helps to build and maintain the AAT’s good reputation
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Introduction

1.1

1.2

1.3

1.4

1.5

This Code of Ethics is applicable to all members and unless otherwise indicated,
the term ‘member’ is deemed to include Members and Fellows. This Code of
Ethics has been approved by the AAT Board of Directors, to be effective from 2
February 2007.

This Code of Ethics draws from the Code of Ethics set by the International
Federation of Accountants (IFAC) and Guidelines on Professional Ethics of the
Association of Accounting Technicians (United Kingdom).

There may be occasions when members, having sought independent advice or
not, and having considered the application of the Code, are still in doubt about the
proper course of action to be taken. In such cases the member should consider
contacting the AAT or the St James Ethics Centre and be prepared to give all
relevant facts.

A distinguishing mark of the accountancy profession, including the part
represented by the AAT, is its acceptance of the responsibility to act in the public
interest. Therefore, a member’s responsibility is not exclusively to satisfy the
needs of an individual client or employer. In acting in the public interest a
professional accountant should observe and comply with the ethical requirements
of this Code.

In addition to the duty to the public, as identified above, this Code recognises that
the accountancy profession, including the part represented by the AAT, is
identified by the following characteristics that members are required to meet in
their professional conduct. These include:

. Objectivity
To act without any conflict of interest and in the best interest of their
clients at all times within their duty to the law and their duty to the public.

. Professionalism
To provide service at the highest possible standards and to conduct
themselves in a highly professional manner at all times.

. Confidence
Members submit themselves to the investigation and disciplinary process
of the AAT, therefore compliance with this Code is compulsory and any
violation may result in disciplinary action.

This Code, in no way intends to cover all areas of conduct, or attempts to override
any legislative requirement. The spirit of the Code should be followed rather than
taking any narrow interpretation.
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2. Fundamental Principles

21

A member is required to comply with the following fundamental principles:

(a) Integrity
A member should be straightforward and honest in all professional and business
relationships.

(b) Objectivity
A member should not allow bias, conflict of interest or undue influence of others to
override professional or business judgments.

(c) Professional Competence and Due Care

A member has a continuing duty to maintain professional knowledge and skill at
the level required to ensure that a client or employer receives competent
professional service based on current developments in practice, legislation and
techniques. A member should act diligently and in accordance with applicable
technical and professional standards when providing professional services.

(d) Confidentiality

A member should respect the confidentiality of information acquired as a result of
professional and business relationships and should not disclose any such
information to third parties without proper and specific authority unless there is a
legal or professional right or duty to disclose. Confidential information acquired as
a result of professional and business relationships should not be used for the
personal advantage of the member or third parties.

(e) Professional Behaviour

A member should comply with relevant laws and regulations and should avoid any
action that discredits the profession. Members should consider their
responsibilities as a professional accountant to clients, third parties, other
members of the accountancy profession, staff, employers, and the general public.

Each of these fundamental principles is discussed in more detail below.

Conceptual framework approach

2.2

The circumstances in which members operate may give rise to specific threats to
compliance with the fundamental principles. It is impossible to define every
situation that creates such threats and specify the appropriate mitigating action. In
addition, the nature of engagements and work assignments may differ and
consequently different threats may exist, requiring the application of different
safeguards. A conceptual framework that requires a member to identify, evaluate
and address threats to compliance with the fundamental principles, rather than
merely complies with a set of specific rules which may be arbitrary, is, therefore, in
the public interest. A member must also consider the law and other requirements
when formulating the conceptual framework. This Code provides a framework to
assist a member to identify, evaluate and respond to threats to compliance with
the fundamental principles. If the identified threat or threats are other than clearly
insignificant, a member should, where appropriate, apply safeguards to eliminate
the threats or reduce them to an acceptable level, such that compliance with the
fundamental principles is not compromised.





2.3

2.4

2.5

2.6

ASSOCIATION OF
ACCOUNTING TECHNICIANS

A member has an obligation to evaluate any threats to compliance with the
fundamental principles when the member knows, or could reasonably be expected
to know, of circumstances or relationships that may compromise compliance with
the fundamental principles.

A member should take qualitative as well as quantitative factors into account
when considering the significance of a threat. If a member cannot implement
appropriate safeguards, the member should decline or discontinue the specific
professional service involved, or where necessary resign from the client (in the
case of a member in public practice) or the employing organisation (in the case of
a member in business).

A member may inadvertently violate a provision of this Code. Such an inadvertent
violation, depending on the nature and significance of the matter, may not
compromise compliance with the fundamental principles provided, once the
violation is discovered, the violation is corrected promptly and any necessary
safeguards are applied.

This Code includes examples that are intended to illustrate how the conceptual
framework is to be applied. The examples are not intended to be, nor should they
be interpreted as, an exhaustive list of all circumstances experienced by a
member that may create threats to compliance with the fundamental principles.
Consequently, it is not sufficient for a member merely to comply with the examples
presented; rather, the framework should be applied to the particular
circumstances encountered by the member.

Threats and Safeguards

2.10

211

Compliance with the fundamental principles may potentially be threatened by a
broad range of circumstances. Many threats fall into the following categories:

(a) Self- interest threats, which may occur as a result of the financial or other
interests of a member or of an immediate or close family* member;

(b) Self-review threats, which may occur when a previous judgment needs to be
reviewed by the member responsible for that judgment or by someone directly
under their control;

(c) Advocacy threats, which may occur when a member promotes a position or
opinion to the point that subsequent objectivity, may be compromised,;

(d) Familiarity threats, which may occur when, because of a close relationship, a
member becomes too sympathetic to the interests of others; and

(e) Intimidation threats, which may occur when a member may be deterred from
acting objectively by threats, actual or perceived. This can include where a
client/perspective client threatens to remove their business from a member in
public practice.

This Code provides examples of circumstances that may create these categories
of threat for members in public practice and members in business.

Safeguards that may eliminate or reduce such threats to an acceptable level fall
into two broad categories:

(a) Safeguards created by the profession, legislation or regulation; and

(b) Safeguards in the work environment.





2.12

2.13

2.14

2.15

ASSOCIATION OF
ACCOUNTING TECHNICIANS

Safeguards created by the profession, legislation or regulation include, but are not
restricted to:

e Educational, training and experience requirements for entry into the AAT,;
Continuing professional development requirements of the AAT;

Corporate governance regulations;

Professional standards; and

Professional or regulatory monitoring and disciplinary procedures.

This Code discusses safeguards in the work environment for members in public
practice and those in business.

Certain safeguards may increase the likelihood of identifying or deterring unethical
behaviour. Such safeguards, that may be established by the accounting
profession including that part represented by the AAT, in legislation, regulation or
an employing organisation. All members of the AAT are subject to an
investigations and disciplinary process, this process enables members of the
public, other accountants, regulators and even the Association itself, to draw
attention to unprofessional and/or unethical behaviour. The AAT expects
members to inform the Association if they are aware that another member has or
potentially has acted unethically and/or unprofessionally. This expectation
extends to members informing the professional body of a professional accountant
if they areaware that such a professional accountant has or potentially has acted
unethically and/or unprofessionally. Members who have been found to have a
case proven against them by the Disciplinary Tribunal may have such details
notified to the public.

The nature of the safeguards to be applied will vary depending on the
circumstances. In exercising professional judgment, a member should consider
what a reasonable and informed third party, having knowledge of all relevant
information, including the significance of the threat and the safeguards applied,
would conclude to be unacceptable.

Ethical Conflict Resolution

2.16

2.17

In evaluating compliance with the fundamental principles, a member may be
required to resolve a conflict in the application of fundamental principles.

When initiating either a formal or informal conflict resolution process, a member
should consider the following, either individually or together with others, as part of
the resolution process:

(a) Relevant facts;

(b) Ethical issues involved;

(c) Fundamental principles related to the matter in question;

(d) Established internal procedures;

(e) any legal requirements or expectations and

(f) Alternative courses of action.

Having considered these issues, a member should determine the appropriate
course of action that is consistent with the fundamental principles identified. The
member should also weigh the consequences of each possible course of action. If
the matter remains unresolved, the member should consult with other appropriate
persons within the firm or employing organisation for help in obtaining resolution.
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Where a matter involves a conflict with, or within, an organisation, a member
should also consider consulting with those charged with governance of the
organisation, such as the board of directors or the audit committee as well as their
immediate supervisor (unless that person is a party to the ethical conflict).

It may be in the best interests of the member to document the substance of the
issue and details of any discussions held or decisions taken, concerning that
issue. A member may also want to investigate if there are internal and/or external
“whistleblowing” processes that may be utilised. A member should also be aware
of any statutory requirements which may require that certain information or actions
be reported to the appropriate authority.

If a significant conflict cannot be resolved, a member may wish to obtain
professional advice from the AAT, experts in ethical issues or legal advisors, and
thereby obtain guidance on ethical issues without breaching confidentiality. For
example, a member may have encountered a fraud, the reporting of which could
breach the member’s responsibility to respect confidentiality. The member should
consider obtaining legal advice to determine whether there is a requirement to
report.

If, after exhausting all relevant possibilities, the ethical conflict remains
unresolved, a member should, where possible, refuse to remain associated with
the matter creating the conflict. The member may determine that, in the
circumstances, it is appropriate to withdraw from the engagement, if in practice or
to resign altogether from the employing organisation.

Detailed Explanation of Fundamental Principles

Integrity & Objectivity

2.30

231

2.32

The principle of integrity imposes an obligation on all members to be
straightforward and honest in professional and business relationships. Integrity
also implies fair dealing and truthfulness. Integrity also implies intellectual
honesty and the avoidance of conflict on interest where possible, and where it is
not, full and upfront explanation of any conflicts of interest that may exist.

A member should not be associated with reports, returns, communications or
other information where they believe that the information:

(a) Contains a materially false or misleading statement;

(b) Contains statements or information furnished recklessly; or

(c) Omits or obscures information required to be included where such omission or
obscurity would be misleading.

A member will not be considered to be in breach of paragraph 2.31 if the member
provides a modified report in respect of a matter contained in paragraph 2.31.

The principle of objectivity imposes an obligation on all members not to
compromise their professional or business judgment because of bias, conflict of
interest or the undue influence of others. Objectivity requires a member to
consider the truthfulness of a situation, regardless of the impact upon themselves,
a client or an employer.





2.33

ASSOCIATION OF
ACCOUNTING TECHNICIANS

A member may be exposed to situations that may impair objectivity. It is
impracticable to define and prescribe all such situations. Relationships that bias
or unduly influence the professional judgment of the member should be avoided.

Professional Competence and Due Care

2.40

241

242

2.43

2.44

2.45

The principle of professional competence and due care imposes the following
obligations on members:

(a) To maintain professional knowledge and skill at the level required to ensure
that clients or employers receive competent professional service;

(b) To act diligently in accordance with applicable technical and professional
standards when proving professional services;

(c) to be honest and upfront to a client or employer if they do not poses required
professional knowledge in regards to a specific issue and to seek such information
or services from others to address this;

(d) To refrain from portraying themselves or allowing another to portray that they
poses skills, knowledge, accreditation or resources that they do not poses; and
(e) Make disparaging references or unsubstantiated comparisons to the work of
others, or to denigrate another member or professional accountant.

Competent professional service requires the exercise of sound judgment in
applying professional knowledge and skill in the performance of such service.
Professional competence may be divided into two separate phases:

(a) Attainment of professional competence; and

(b) Maintenance of professional competence.

The maintenance of professional competence requires a continuing awareness
and an understanding of relevant technical professional and business
developments. Continuing professional development develops and maintains the
capabilities to enable a member to perform competently within the professional
environments. The AAT requires members to keep their skills up to date through
minimum continued professional education requirements and members are
expected to be cognisant of such requirements.

Diligence encompasses the responsibility to act in accordance with the
requirements of an assignment, carefully, thoroughly and on a timely basis.
Consideration must be given to any specific requirements or timelines of the client
or employer.

A member should take steps to ensure that those working under the member’s
authority in a professional capacity have appropriate training and supervision.

Where appropriate, a member should make clients, employers or other users of
the professional services aware of limitations inherent in the services to avoid the
misinterpretation of an expression of opinion as an assertion of fact. Where
external expertise has been sought such expertise should be credited.
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Confidentiality

2.50

251

2.52

2.53

2.54

2.55

2.56

The principle of confidentiality imposes an obligation on members to refrain from:
(a) Disclosing outside the firm or employing organisation confidential information
acquired as a result of professional and business relationships without proper and
specific authority or unless there is a legal or professional right or duty to disclose;
and

(b) Using confidential information acquired as a result of professional and
business relationships to their personal advantage or the advantage of third
parties.

A member should maintain confidentiality even in a social environment. The
member should be alert to the possibility of inadvertent disclosure, particularly in
circumstances involving long association with a business associate or a close or
immediate family* member. A member must be aware of the legal requirements
in Australia in relation to the Privacy Act and all other legal and regulatory
requirements dealing with privacy and confidentiality. Clients need to be informed
if such a demand is made and given the opportunity to seek advice as to whether
any or all of the material demanded is subject to legal or other protections. Where
any information is provided to a regulator, this should be documented, including
what was provided, to whom and on what date.

A member should also maintain confidentiality of information disclosed by a
prospective client or employer.

A member should also consider the need to maintain confidentiality of information
within the firm or employing organisation.

A member should take all reasonable steps to ensure that staff under the
member’s control and persons from whom advice and assistance is obtained
respect the member’s duty of confidentiality.

The need to comply with the principle of confidentiality continues even after the
end of relationships between a member and a client or employer. When a member
changes employment or acquires a new client, the member is entitled to use prior
experience. The member should not, however, use or disclose any confidential
information either acquired or received as a result of a professional or business
relationship.

The following are circumstances where members are or may be required to
disclose confidential information or when such disclosure may be appropriate:
(a) Disclosure is permitted by law and is authorised by the client or the employer;
(b) Disclosure is required by law, for example:
(i) Production of documents or other provision of evidence in the course of
legal proceedings; or
(i) Disclosure to the appropriate public authorities of infringements of the
law that come to light; and
(c) There is a professional duty or right to disclose, when not prohibited by law:
(i) To comply with the quality review of a professional body;
(ii) To respond to an inquiry or investigation by a the Association, another
professional body or regulatory body;
(iii) To protect the professional interests of a member or a professional
accountant in legal proceedings; or
(iv) To comply with technical standards and ethics requirements.
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In deciding whether to disclose confidential information, member should consider
the following points:

(a) Whether the interests of all parties, including third parties whose interests may
be affected, could be harmed if the client or employer consents to the disclosure
of information by the member;

(b) Whether all the relevant information is known and substantiated, to the extent
it is practicable; when the situation involves unsubstantiated facts, incomplete
information or unsubstantiated conclusions, professional judgment should be used
in determining the type of disclosure to be made, if any; and

(c) The type of communication that is expected and to whom it is addressed; in
particular, members should be satisfied that the parties to whom the
communication is addressed are appropriate recipients.

A member may want to consult a legal adviser or another professional where they
have concern about whether confidential information can or should be provided.
Members should be aware of the capacity of regulators to require the production
of confidential information and ensure that where such information is being sought
that the person seeking it is properly authorised to require the production of such
information.

Professional Behaviour

2.60

2.61

The principle of professional behaviour imposes an obligation on members to
comply with relevant laws and regulations and avoid any action that may bring
discredit to the profession. This includes actions which a reasonable and informed
third party, having knowledge of all relevant information, would conclude
negatively affects the good reputation of the profession.

In marketing and promoting themselves and their work, members should not bring
the profession into disrepute. Members should be honest and truthful and should
not:

(a) Make exaggerated claims for the services they are able to offer, the
gualifications they possess, or experience they have gained; or

(b) Make disparaging references or unsubstantiated comparisons to the work of
others.

Members outside of Australia

2.70

271

When members are employed or providing services outside Australia they are
bound by this Code and any legal requirements specific to the jurisdiction in which
they conduct their business. Any disputes arising out of non-compliance shall be
dealt with in accordance with the Code.

When a member performs services in a country other than Australia and
differences on specific matters exist between ethical requirements of the two
jurisdictions the stricter provisions apply.
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3. Members in Practice

Introduction

3.1

3.2

This Section of the Code illustrates how the conceptual framework contained in
Section 2 is to be applied by members in public practice. The examples in the
following sections are not intended to be, nor should they be interpreted as, an
exhaustive list of all circumstances experienced by a member in public practice
that may create threats to compliance with the principles. Consequently, it is not
sufficient for a member in public practice merely to comply with the examples
presented; rather, the framework should be applied to the particular
circumstances faced. The mere fact that a similar situation is not presented in the
examples provided, does not mean that the conceptual framework does not need
to be applied in that circumstance. The fundamental principles must be applied to
all professional circumstances in line with the conceptual framework. The
examples are merely guides to help members come to the appropriate
determination when a threat exists.

A member in public practice should not engage in any business, occupation or
activity that impairs or might impair integrity, objectivity or the good reputation of
the profession and as a result would be incompatible with the rendering of
professional services. This includes where such activities are separate from a
members public practice.

Threats and Safeguards

3.3

Compliance with the fundamental principles may potentially be threatened by a
broad range of circumstances. Many threats fall into the following categories:

(a) Self- interest;

(b) Self-review;

(c) Advocacy;

(d) Familiarity; and

(e) Intimidation.

These threats are discussed more fully in Section 2 of this Code.

The nature and significance of the threats may differ depending on the nature of
the engagement with the client.

Self-interest threat

3.4

Self-interest threats generally occur where the interest of the member or a close
relative are closely aligned with a client, so that the member may, either
deliberately or inadvertently, act in a way to preserve that interest over acting in a
professional or ethical way. Examples of circumstances that may create self-
interest threats for a member in public practice include, but are not limited to:

e Afinancial interest in a client or jointly holding a financial interest with a client.

Undue dependence on total fees from a client.

Having a close business relationship with a client.

Concern about the possibility of losing a client.

Potential employment with a client.

Contingent fees.

A loan to or from a client or any of its directors or officers

relationship between spouse or other close relative to a client
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e involvement in a community or other organisation where the members
standing in that community or organisation could be affected by the
professional decisions they make.

Self-review threat

3.5

A self-review threat usually arises where a member is required to review or re-

evaluate professional work that either they themselves or someone under their

control has done. It is often hard to be objective when reviewing one’s own work

and therefore mistakes or issues that a fresh set of eyes would pick up, are less

likely to be noticed. Examples of circumstances that may create self-review

threats include, but are not limited to:

e The discovery of a significant error during a re-evaluation of the work of the
member in public practice.

e Reporting on the operation of financial systems after being involved in their
design or implementation.

e Having prepared the original data used to generate records that are the
subject matter of the engagement.

e Having recently been, a director of a client or employed by that client.

Advocacy Threat

3.6

An advocacy threat will usually arise where a member has stated firmly an opinion
on a matter, usually publicly, which either associates that person with a particular
view or with a particular organisation. What occurs is that it may be difficult for the
member to then view the subject matter with the appropriate degree of objectivity.
Examples of circumstances that may create advocacy threats include, but are not
limited to:

e Promoting shares in a listed entity when that entity is a client.

e Acting as an advocate on behalf of a client in litigation or disputes with third

parties.

Familiarity Threat

3.7

A familiarity threat may arise where a member may be less critical and/or less

objective in their professional work because they have a close relationship with

another or the subject matter. Examples of circumstances that may create

familiarity threats include, but are not limited to:

e Accepting gifts or preferential treatment from a client, unless the value is
clearly insignificant.

e Long association with the client where the client is trusted and an assumption
may be formed about the client.

e Member may have previously worked for the client and be familiar with
employees of the client.

e Member may be preparing many similar documents over a short period and
become less diligent the more of the documents the member prepares.

Intimidation Threat

3.8

Intimidation threats arise where either due to explicit action by the client or

concern about potential action by the client, a member is disinclined to act in a

professional way. Examples of circumstances that may create intimidation threats

include, but are not limited to:

e Being threatened with dismissal or replacement in relation to a client
engagement.

e Being threatened with litigation.

11
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e Being pressured to reduce inappropriately the extent of work performed in
order to reduce fees.

e Constant calling of member or staff in relation to certain matters until client
gets what they want

e Being threatened to report a member to a statutory authority or professional
body for investigation in order to make things difficult

A member in public practice may also find that specific circumstances give rise to
unique threats to compliance with one or more of the fundamental principles. Such
unique threats obviously cannot be categorized. In either professional or business
relationships, a member in public practice should always be on the alert for such
circumstances and threats.

Safeguards that may eliminate or reduce threats to an acceptable level fall into
two broad categories:

(a) Safeguards created by the profession, legislation or regulation; and

(b) Safeguards in the work environment.

Examples of safeguards created by the profession, legislation or regulation are
described in paragraph 2.12 of Section 2 of this Code.

In the work environment, the relevant safeguards will vary depending on the
circumstances. Work environment safeguards comprise firm-wide safeguards and
engagement specific safeguards. A member in public practice should exercise
judgment to determine how to best deal with an identified threat. In exercising this
judgment a member in public practice should consider what a reasonable and
informed third party, having knowledge of all relevant information, including the
significance of the threat and the safeguards applied, would reasonably conclude
to be acceptable. This consideration will be affected by matters such as the
significance of the threat, the nature of the engagement and the structure of the
firm.

Firm-wide safeguards in the work environment may include:

e Leadership of the firm that stresses the importance of compliance with the
fundamental principles.

e Leadership of the firm that establishes the expectation those members will act
in the public interest.

e Policies and procedures to implement and monitor quality control of
engagements.

e Policies regarding the identification of threats to compliance with the
fundamental principles, the evaluation of the significance of these threats and
the identification and the application of safeguards to eliminate or reduce the
threats, other than those that are clearly insignificant, to an acceptable level.

e Policies regarding the identification of threats to independence, the evaluation
of the significance of these threats and the evaluation and application of
safeguards to eliminate or reduce the threats, other than those that are clearly
insignificant, to an acceptable level.

e Policies and procedures requiring compliance with the fundamental principles.

e Policies and procedures that will enable the identification of interests or
relationships between the member or their staff and clients.

e Policies and procedures to monitor and, if necessary, manage the reliance on
revenue received from a single client.

12
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e Timely communication of a firm’s policies and procedures, including any

changes to them, to all staff, and appropriate training and education on such
policies and procedures.

e A disciplinary mechanism to promote compliance with policies and
procedures.

e Published policies and procedures to encourage and empower staff to
communicate to senior levels within the firm any issue relating to compliance
with the fundamental principles that concerns them.

Engagement-specific safeguards in the work environment may include:

e Involving a professional accountant to review the work done or otherwise
advise as necessary.

e Consulting an independent third party, such as a committee of independent
directors, a professional regulatory body or a professional accountant.

e Discussing ethical issues with those charged with governance of the client.

o Disclosing to those charged with governance of the client the nature of
services provided and extent of fees charged.

¢ Involving another firm to perform or re-perform part of the engagement.

Depending on the nature of the engagement, a member in public practice may
also be able to rely on safeguards that the client has implemented. However it is
not possible to rely solely on such safeguards to reduce threats to an acceptable
level.

Safeguards within the client’s systems and procedures may include:

e When a client appoints a firm in public practice to perform an engagement,
persons other than management ratify or approve the appointment.

e The client has competent employees with experience and seniority to make
managerial decisions.

e The client has implemented internal procedures that ensure objective choices
in commissioning engagements.

e The client has a corporate governance structure that provides appropriate
oversight and communications regarding the firm’s services.

Professional Appointment

3.20

The clients of a member have an indisputable right to choose their advisers and to
change to others should they so desire.

Client Acceptance

3.21

3.22

Before accepting a new client relationship, a member in public practice should
consider whether acceptance would create any threats to compliance with the
fundamental principles. Potential threats to integrity or professional behaviour
may be created from, for example, questionable issues associated with the client
(its owners, management and activities).

Client issues that, if known, could threaten compliance with the fundamental

principles include, for example, client involvement in illegal activities (such as
money laundering), dishonesty or other questionable practices.

13
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The significance of any threats should be evaluated. If identified threats are other
than clearly insignificant, safeguards should be considered and applied as
necessary to eliminate them or reduce them to an acceptable level.

Appropriate safeguards may include obtaining knowledge and understanding of
the client, its owners, managers and those responsible for its governance and
business activities, or securing the client's commitment to improve corporate
governance practices or internal controls.

Where it is not possible to reduce the threats to an acceptable level, a member in
public practice should decline to enter into the client relationship.

Acceptance decisions should be periodically reviewed for recurring client
engagements.

Engagement Acceptance

3.27

3.28

3.29

A member in public practice should agree to provide only those services that the
member in public practice is competent to perform. Members must have the skills
and experience necessary to undertake the work they seek to perform. If a
member is not competent to take on the work they should refer the work to a
person who is competent to do such work. Before accepting a specific client
engagement, a member in public practice should consider whether acceptance
would create any threats to compliance with the fundamental principles. For
example, a self-interest threat to professional competence and due care is created
if the engagement team does not possess, or cannot acquire, the competencies
necessary to properly carry out the engagement. Members are required to have
clients review, confirm and sign an engagement letter with the client that sets out
the nature of the engagement and other relevant matters. It is recommended
members include a scale of fees for the work that they and their practice perform.

As stated above, a member in public practice should evaluate the significance of
identified threats and, if they are other than clearly insignificant, safeguards should
be applied as necessary to eliminate them or reduce them to an acceptable level.

Such safeguards may include:

e Acquiring an appropriate understanding of the nature of the client’s business,
the complexity of its operations, the specific requirements of the engagement
and the purpose, nature and scope of the work to be performed.

e Acquiring knowledge of relevant industries or subject matters.

Possessing or obtaining experience with relevant regulatory or reporting

requirements.

Assigning sufficient staff with the necessary competencies.

Using experts where necessary.

Agreeing on a realistic time frame for the performance of the engagement.

Complying with quality control policies and procedures designed to provide

reasonable assurance that specific engagements are accepted only when

they can be performed competently.

When a member in public practice intends to rely on the advice or work of an
expert, the member in public practice should evaluate whether such reliance is
warranted. The member in public practice should consider factors such as
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reputation, expertise, resources available and applicable professional and ethical
standards. Such information may be gained from prior association with the expert
or from consulting others.

Changes in a Professional Appointment

3.30

3.31

3.32

3.33

3.34

3.35

A member in public practice who is asked to replace another professional
(including another member or a professional accountant) in public practice, or who
is considering tendering for an engagement currently held by another professional
in public practice, should determine whether there are any professional or other
reasons, such as circumstances that threaten compliance with the fundamental
principles, for not accepting the engagement. For example, there may be a threat
to professional competence and due care if a member in public practice accepts
the engagement before knowing all the pertinent facts.

The significance of the threats should be evaluated. The Association requires
direct communication with the existing professional to establish the facts and
circumstances behind the proposed change and to enquire whether there are any
professional reasons why they should not accept the appointment, so that the
member in public practice can decide whether it would be appropriate to accept
the engagement. For example, the apparent reasons for the change in
appointment may not fully reflect the facts and may indicate disagreements with
the existing professional that may influence the decision as to whether to accept
the appointment. In addition, such communication helps to preserve the
harmonious relationships which should exist between all members and other
professionals, including professional accountants in public practice on whom
clients rely for professional advice and assistance.

An existing member is bound by confidentiality. The extent to which the

professional in public practice can and should discuss the affairs of a client with a

proposed professional will depend on the nature of the engagement and on:

€) Whether the client’s permission to do so has been obtained; or

(b) The legal or ethical requirements relating to such communications and
disclosure, which may vary by jurisdiction.

In the absence of specific instructions by the client, an existing member should not
ordinarily volunteer information about the client’s affairs. Circumstances where it
may be appropriate to disclose confidential information are set out in Section 2 of
this Code.

If identified threats are other than clearly insignificant, safeguards should be
considered and applied as necessary to eliminate them or reduce them to an
acceptable level.

Such safeguards may include:

e Discussing the client’s affairs fully and freely with the existing professional
servicing the client;

e Asking the existing professional to provide known information on any facts or
circumstances, that, in the existing professional’s opinion, the proposed
member should be aware of before deciding whether to accept the
engagement;

15





3.36

3.37

3.38

ASSOCIATION OF
ACCOUNTING TECHNICIANS
e When replying to requests to submit tenders, stating in the tender that, before
accepting the engagement, contact with the existing professional will be
requested so that inquiries may be made as to whether there are any
professional or other reasons why the appointment should not be accepted.

A member in public practice will ordinarily need to obtain the client’s permission,
preferably in writing, to initiate discussion with the client’s existing professional.
Once that permission is obtained, the existing professional should comply with
relevant legal and other regulations governing such requests. Where the existing
professional provides information, it should be provided honestly and
unambiguously. If the client’'s proposed professional is unable to communicate
with the existing professional, the proposed professional should try to obtain
information about any possible threats by other means such as through inquiries
of third parties or background investigations on senior management or those
charged with governance of the client.

Where the threats cannot be eliminated or reduced to an acceptable level through
the application of safeguards, a member in public practice should, unless there is
satisfaction as to necessary facts by other means, decline the engagement.

A member in public practice may be asked to undertake work that is
complementary or additional to the work of the existing professional. Such
circumstances may give rise to potential threats to professional competence and
due care resulting from, for example, a lack of or incomplete information.
Safeguards against such threats include notifying the existing professional of the
proposed work, which would give the existing professional the opportunity to
provide any relevant information needed for the proper conduct of the work.

Accepting a new assignment that does not supersede an existing professional

3.39

3.40

341

3.42

The receiving member should limit the services provided to the specific
assignment received by referral from the existing accountant or the client unless
otherwise requested by the client.

The receiving member also has the duty to take reasonable steps to support the
existing professional’s current relationship with the client and should not express
any criticism of the professional services of the existing professional without giving
the latter an opportunity to provide all relevant information.

A receiving member who is asked by the client to undertake an assignment of a
type which is clearly distinct from that being carried out by the existing
professional or from that initially received by referral from the existing professional
or from the client should regard this as a separate request to provide services or
advice.

Before accepting any appointments of this nature, the receiving member should
advise the client of the professional obligation to communicate with the existing
professional and should immediately do so preferably in writing, advising of the
approach made by the client and the general nature of the request as well as
seeking all relevant information, if any, necessary to perform the assignment.
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3.43  Circumstances sometimes arise when the client insists that the existing

professional should not be informed. In this case, the receiving member should

decide whether the client's reasons are valid. In the absence of special

circumstances a mere disinclination by the client for communication with the
existing professional would not be a satisfactory reason.

3.44  The receiving member should:
(a) Comply with the instructions received from the existing professional or the
client to the extent that they do not conflict with relevant legal, professional or
other requirements; and
(b) Ensure, insofar as it is practicable to do so, that the existing professional is
kept informed of the general nature of the professional services being performed.

3.45 When there are two or more other members or other professionals in public
practice perform professional services for the client concerned it may be
appropriate to notify only the relevant member or other professionals in public
practice depending on the specific services being performed.

3.46  When appropriate the existing professional, in addition to issuing instructions
concerning referred business, should maintain contact with the receiving member
or other professional and cooperate with them in all reasonable requests for
assistance.

3.47 When the opinion of a member or other professional, other than the existing
professional is sought on the application of accounting, auditing, reporting or other
standards or principles to specific circumstances or transactions, the member
should be alert to the possibility of the opinion creating undue pressure on the
judgment and objectivity of the professional. An opinion given without full and
proper facts can cause difficulty to the receiving professional if the opinion is
challenged or the receiving professional is subsequently appointed by the client.
Accordingly, the member should seek to minimise the risk of giving inappropriate
guidance by ensuring that he or she has access to all relevant information. When
there is a request for an opinion in the above circumstances there is a
requirement for communication with the existing professional. It is important that
the existing professional, with the permission of the client, provide the receiving
professional with all requested relevant information about the client. With the
permission of the client, the receiving professional should also provide a copy of
the final report to the existing professional. If the client does not agree to these
communications, then the receiving professional should consider whether to
accept the engagement or not.

3.48 The extension of the operations of a business undertaking frequently results in the
formation of branches or subsidiary companies at locations where an existing
professional does not practice. In these circumstances, the client or the existing
professional in consultation with the client may request a receiving professional
practicing at those locations to perform such professional services as necessary
to complete the assignment.

Professional Competence and Responsibilities Regarding the Use of

Non-Accountants

3.49 Members in public practice should refrain from agreeing to perform
professional services which they are not competent to carry out unless
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competent advice and assistance is obtained so as to enable them to
satisfactorily perform such services. If a member does not have the
competence to perform a specific part of the professional service, technical
advice may be sought from experts.

In such situations, although the member is relying on the technical
competence of the expert, the knowledge of the ethical requirements cannot
be automatically assumed. Since the ultimate responsibility for the
professional service rests with the member, the member should see that the
requirements of ethical behaviour are followed.

When using the services of experts who are not members or professional
accountants, the member must take steps to see that such experts are aware
of ethical requirements. Primary attention should be paid to the fundamental
principles in this Code. These principles would extend to any assignment in
which such experts would participate.

The degree of supervision and the amount of guidance that will be needed will
depend upon the individuals involved and the nature of the engagement.

Examples of such guidance and supervision might include:

« Asking individuals to read the appropriate ethical codes;

* Requiring written confirmation of understanding of the ethical requirements;
and

* Providing consultation when potential conflicts arise.

The member should also be alert to specific independence requirements or
other risks unique to the engagement. Such situations will require special
attention and guidance/supervision to see that ethical requirements are met.

If at any time the member is not satisfied that proper ethical behaviour can be
respected or assured, the engagement should not be accepted; or, if the
engagement has commenced, it should be terminated.

Conflicts of Interest

3.60

A member in public practice should take reasonable steps to identify
circumstances that could pose a conflict of interest. Such circumstances may give
rise to threats to compliance with the fundamental principles. For example, a
threat to objectivity may be created when a member in public practice competes
directly with a client or has a joint venture or similar arrangement with a major
competitor of a client. A threat to objectivity or confidentiality may also be created
when a member in public practice performs services for clients whose interests
are in conflict or the clients are in dispute with each other in relation to the matter
or transaction in question.

Examples of conflict of interest include, but are not limited to:
e Member provides advice to a direct competitor of another client;
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e Member, or a close relative of the member, is in a business that directly
competes with a client;

e Member is the adviser to a couple who are in the process of separation;

e Member is involved in legal action that may include a client or a relative of a
client;

e Member is a significant investor in a business venture of a client; and

e Member is in or has previously been in a personal relationship with a client.

A member in public practice should evaluate the significance of any threats.
Evaluation includes considering, before accepting or continuing a client
relationship or specific engagement, whether the member in public practice has
any business interests or relationships with the client or a third party that could
give rise to threats. If threats are other than clearly insignificant, safeguards
should be considered and applied as necessary to eliminate them or reduce them
to an acceptable level.

Depending upon the circumstances giving rise to the conflict, safeguards should
ordinarily include the member in public practice:

(a) Notifying the client of the member’s business interest or activities that may
represent a conflict of interest, and obtaining their consent to act in such
circumstances; or

(b) Notifying all known relevant parties that the member in public practice is acting
for two or more parties in respect of a matter where their respective interests are
in conflict, and obtaining their consent to so act; or

(c) Notifying the client that the member in public practice does not act exclusively
for any one client in the provision of proposed services (for example, in a
particular market sector or with respect to a specific service); to so act.

The following additional safeguards should also be considered:

(a) The use of separate teams or personnel; and

(b) Procedures to prevent access to information (e.g., strict physical separation of
such teams, confidential and secure data filing); and

(c) Clear guidelines for staff on issues of security and confidentiality; and

(d) The use of confidentiality agreements signed by employees and partners of
the firm; and

(e) Regular review of the application of safeguards by a senior individual not
involved with relevant client engagements.

Where a conflict of interest poses a threat to one or more of the fundamental
principles, including objectivity, confidentiality or professional behaviour, that
cannot be eliminated or reduced to an acceptable level through the application of
safeguards, the member in public practice should conclude that it is not
appropriate to accept a specific engagement or that resignation from one or more
conflicting engagements is required.

Where a member in public practice has requested consent from a client to act for
another party (which may or may not be an existing client) in respect of a matter
where the respective interests are in conflict and that consent has been refused
by the client, then they must not continue to act for one of the parties in the matter
giving rise to the conflict of interest.

Second Opinions
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Situations where a member in public practice is asked to provide a second opinion
on an accounting or bookkeeping issue by or on behalf of an entity that is not an
existing client may give rise to threats to compliance with the fundamental
principles. For example, there may be a threat to professional competence and
due care in circumstances where the second opinion is not based on the same set
of facts that were made available to the existing member, other accounting
technician or professional accountant, or is based on inadequate evidence.

The significance of the threat will depend on the circumstances of the request and
all the other available facts and assumptions relevant to the expression of a
professional judgment.

When asked to provide such an opinion, a member in public practice should
evaluate the significance of the threats and, if they are other than clearly
insignificant, safeguards should be considered and applied as necessary to
eliminate them or reduce them to an acceptable level. Such safeguards may
include seeking client permission to contact the existing member, other
accounting technician or professional accountant, describing the limitations
surrounding any opinion in communications with the client and providing the
existing member, other accounting technician or professional accountant with a
copy of the opinion. A member should only accept providing a second opinion in
areas of practice that they are knowledgeable and experienced to provide. The
professional requirements in relation to Competence and Due care as described
above apply to such engagements.

If the entity seeking the opinion will not permit communication with the existing
member, other accounting technician or professional accountant, a member in
public practice should consider whether, taking all the circumstances into account,
it is appropriate to provide the opinion sought.

When providing a second opinion, the member should limit their response to the
issues at hand and not make disparaging comments about the member, other
accounting technician or professional accountant whose opinion the member is
being asked to comment on. Any differences in opinion should be backed up with
examples and appropriate references to show why the opinion is different,
whether in whole or in part.

A member should not discourage a client from seeking a second opinion in
relation to advice they have provided. It is the prerogative of the client and should
not be seen as a slight on the member. A member can recommend another
member, accounting technician or professional accountant that they trust has the
requisite skills, knowledge and professionalism, should a client seek a second
opinion.

Fees and Other Types of Remuneration

3.80

When entering into negotiations regarding professional services, a member in
public practice may quote whatever fee deemed to be appropriate. The fact that
one member in public practice may quote a fee lower than another is not in itself
unethical. Nevertheless, there may be threats to compliance with the fundamental
principles arising from the level of fees quoted. For example, a self-interest threat
to professional competence and due care is created if the fee quoted is so low
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that it may be difficult to perform the engagement in accordance with applicable
technical and professional standards for that price.

Professional fees should be a fair reflection of the value of the professional
services performed for the client, taking into account:

(a) The skill and knowledge required for the type of professional services involved,;
(b) The level of training and experience of the persons necessarily engaged in
performing the professional services;

(c) The time necessarily occupied by each person engaged in performing the
professional services; and
(d) The degree of responsibility that performing those services entails.

Professional fees may be computed taking into account matters on various bases
including:

a) appropriate rates per hour or per day for the time for each person engaged in
performing professional services; or

b) an agreed fee basis not necessarily related to time

A member in public practice should not make a representation that specific
professional services in current or future periods will be performed for a stated
fee, estimated fee, or fee range if it is likely at the time of the representation that
such fees will be substantially increased and the prospective client is not advised
of that likelihood.

The significance of such threats will depend on factors such as the level of fee

qguoted and the services to which it applies. In view of these potential threats,

safeguards should be considered and applied as necessary to eliminate them or
reduce them to an acceptable level. Safeguards which may be adopted include:

e Making the client aware of the terms of the engagement and, in particular, the
basis on which fees are charged and the services covered by the quoted fee.
The scale of fees should be included in the engagement letter signed by the
client.

e Assigning appropriate time and qualified staff to the task.

e Where the fees for service are likely to be higher than previous years or
higher than estimated, the client should be informed of such likelihood at the
earliest opportunity.

Contingency Fees

3.82

Contingent fees are widely used for certain types of engagements. They may,

however, give rise to threats to compliance with the fundamental principles in

certain circumstances. A contingency fee arrangement for professional services

must not be entered into where independence and objectivity are of primary

importance such as the preparation and/or lodgement of a Business Activity

Statement. They may give rise to a self- interest threat to objectivity. The

significance of such threats will depend on factors including:

e The nature of the engagement.

e The range of possible fee amounts.

e The basis for determining the fee.

e Whether the outcome or result of the transaction is to be reviewed by an
independent third party.
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The significance of such threats should be evaluated and, if they are other than

clearly insignificant, safeguards should be considered and applied as necessary to

eliminate or reduce them to an acceptable level. Such safeguards may include:

e An advance written agreement with the client as to the basis of remuneration.

e Disclosure to intended users of the work performed by the member in public
practice and the basis of remuneration.

e Quality control policies and procedures.

e Review by an objective third party of the work performed by the member in
public practice.

Referrals and Commissions

3.84

3.85

3.86

3.87

In certain circumstances, a member in public practice may receive a referral fee or
commission relating to a client. For example, where the member in public practice
does not provide the specific service required, a fee may be received for referring
a continuing client to another member in public practice or other expert. A member
in public practice may receive a commission from a third party (e.g., a software
vendor) in connection with the sale of goods or services to a client. Accepting
such a referral fee or commission may give rise to self- interest threats to
objectivity and professional competence and due care.

A member in public practice may also pay a referral fee to obtain a client, for
example, where the client continues as a client of another member, other
accounting technician or professional accountant in public practice but requires
specialist services not offered by the existing accountant. The payment of such a
referral fee may also create a self- interest threat to objectivity and professional
competence and due care.

A member in public practice should not pay or receive a referral fee or
commission, unless the member in public practice has established safeguards to
eliminate the threats or reduce them to an acceptable level. Such safeguards may
include:

e Disclosing to the client any arrangements to pay a referral fee to another
member, other accounting technician or professional accountant for the work
referred.

e Disclosing to the client any arrangements to receive a referral fee for referring
the client to another member, other accounting technician or professional
accountant in public practice.

¢ Disclosing to the client all information about the commission, including where
possible the amount of the commission and the period for which a
commission is received and from whom the commission is received

e Obtaining advance agreement from the client for commission arrangements in
connection with the sale by a third party of goods or services to the client.

e Ensuring that any such arrangements are in compliance with all legal and
statutory requirements

A member in public practice may purchase all or part of another firm on the basis
that payments will be made to individuals formerly owning the firm or to their heirs
or estates. Such payments are not regarded as commissions or referral fees.

Marketing Professional Services

3.90

When a member in public practice solicits new work through advertising* or other
forms of marketing, there may be potential threats to compliance with the
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fundamental principles. For example, a self- interest threat to compliance with the
principle of professional behaviour is created if services, achievements or
products are marketed in a way that is inconsistent with that principle.

A member in public practice should not bring the profession into disrepute when

marketing professional services. The member in public practice should be honest

and truthful and should not:

e Make exaggerated claims for services offers, qualifications possessed or
experience gained; or

e Make disparaging references to unsubstantiated comparisons to the work of
another.

e Use means which brings the profession into disrepute or that are
inappropriate to the profession;

Specifically, such advertising and solicitation must not:

(a) Create false, misleading, deceptive or unjustified expectations of favourable
results;

(b) Imply the ability to influence any court, tribunal, regulatory agency or similar
body or official;

(c) Consist of self-laudatory statements that are not based on verifiable facts;

(d) Make comparisons with other members, other accounting technicians or
professional accountants in public practice that exploit, belittle or claim superiority
over them;

(e) Contain misrepresentations that are likely to cause damage to the business or
goodwill of a competitor;

(f) Portray people or depict material in a way, which discriminates against or
vilifies a person or section of the community on account of race, ethnicity,
nationality, sex, age, marital status, sexual preference, religion, disability or
political belief;

(g) Contain inappropriate language and strong or obscene language;

(h) Contain testimonials, endorsements or any other representations that would be
likely to cause a reasonable person to misunderstand or be deceived; and

(i) Make unjustified claims to be an expert or specialist in a particular field.

A member must register a proposed business name, including trading name with
the AAT and must not use any other than the name or names that are registered.
The AAT will only register names that are professional and in good taste.

In pursuing such publicity, the member must not describe him or herself in
letterheads, business cards and any other business stationery or publicity material
in any other way than in accordance with this Code together with, where
appropriate, any of the following designations:

(&) membership of the AAT, which is expressed in such material with the
postnominal that the member has been awarded;

(b) membership of bodies recognised by the AAT for membership purposes;

(c) membership of other bodies having a requirement to hold academic
gualifications at least equivalent to that required by the AAT;
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(d) membership of any other body the AT so approves;

(e) appropriate university and other tertiary qualifications;

(f) civil and military honours; and

(g) any statutory registrations.

Members are encouraged to include a description of the specialist skills held by
them or their practice in such material.

If the member in public practice is in doubt whether a proposed form of advertising
or marketing is appropriate, the member in public practice should consult with the
AAT.

Gifts and Hospitality

3.100

3.101

3.102

A member in public practice, or an immediate or close family member, may be
offered gifts and hospitality from a client. Such an offer ordinarily gives rise to
threats to compliance with the fundamental principles. For example, self-interest
threats to objectivity may be created if a gift from a client is accepted; intimidation
threats to objectivity may result from the possibility of such offers being made
public.

The significance of such threats will depend on the nature, value and intent behind
the offer. Where gifts or hospitality which a reasonable and informed third party,
having knowledge of all relevant information, would consider clearly insignificant
are made a member in public practice may conclude that the offer is made in the
normal course of business without the specific intent to influence decision making
or to obtain information. In such cases, the member in public practice may
generally conclude that there is no significant threat to compliance with the
fundamental principles.

If evaluated threats are other than clearly insignificant, a member in public
practice should not accept such an offer.

Safeguards that could be implemented to reduce or mitigate any threats could
include ensuring the member has a robust and publicised policy in relation to the
acceptance of gifts and hospitality;

Custody of Client Assets

3.110

3.111

A member in public practice should not assume custody of client monies or other
assets unless permitted to do so by law and, if so, in compliance with any
additional legal duties imposed on a member in public practice holding such
assets.

The holding of client assets creates threats to compliance with the fundamental

principles; for example, there is a self-interest threat to professional behaviour and
may be a self interest threat to objectivity arising from holding client assets. To
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safeguard against such threats, a member in public practice entrusted with money
(or other assets) belonging to others should:
(a) Keep such assets separately from personal or firm assets;
(b) Use such assets only for the purpose for which they are intended;
(c) At all times, be ready to account for those assets, and any income, dividends
or gains generated, to any persons entitled to such accounting; and
(d) Comply with all relevant laws and regulations relevant to the holding of and
accounting for such assets.

In addition, members in public practice should be aware of threats to compliance
with the fundamental principles through association with such assets, for example,
if the assets were found to derive from illegal activities, such as money laundering.
As part of client and engagement acceptance procedures for such services,
members in public practice should make appropriate enquiries about the source of
such assets and should consider their legal and regulatory obligations. They may
also consider seeking legal advice and the advice of the AAT.

Objectivity — All Services

3.120

3.121

3.122

A member in public practice should consider when providing any professional
service whether there are threats to compliance with the fundamental principle of
objectivity resulting from having interests in, or relationships with, a client or
directors, officers or employees. For example, a familiarity threat to objectivity may
be created from a family or close personal or business relationship.

The existence of threats to objectivity when providing any professional service will
depend upon the particular circumstances of the engagement and the nature of
the work that the member in public practice is performing.

A member in public practice should evaluate the significance of identified threats
and, if they are other than clearly insignificant, safeguards should be considered
and applied as necessary to eliminate them or reduce them to an acceptable
level. Such safeguards may include:

e Withdrawing from the engagement.

Supervisory procedures.

Terminating the financial or business relationship giving rise to the threat.
Discussing the issue with higher levels of management within the firm.
Discussing the issue with those charged with governance of the client.

Independence

Basic Principles

3.130

Independence, regardless of context, requires:

Independence of Mind

The state of mind that permits the expression of a conclusion without being
affected by influences that compromise professional judgement, allowing an
individual to act with integrity, and exercise objectivity and professional
scepticism.

Independence in Appearance
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The avoidance of facts and circumstances that are so significant that a reasonable
and informed third party, having knowledge of all relevant information, including
safeguards applied, would reasonably conclude a member’s objectivity or
professional scepticism had been compromised.

3.131 The use of the word “independence” on its own may create misunderstandings.
Standing alone, the word may lead observers to suppose that a person exercising
professional judgement ought to be free from all economic, financial and other
relationships. This is impossible, as every member of society has relationships
with others.

Therefore, the significance of economic, financial and other relationships should
also be evaluated in the light of what a reasonable and informed third party having
knowledge of all relevant information would reasonably conclude to be
unacceptable.

3.132 Many different circumstances, or combination of circumstances, may be relevant
and accordingly it is impossible to define every situation that creates threats to
independence and specify the appropriate mitigating action that should be taken.
In addition, the nature of client engagements may differ and consequently different
threats may exist, requiring the application of different safeguards. A conceptual
framework that requires members to identify, evaluate and address threats to
independence, rather than merely comply with a set of specific rules which may
be arbitrary, is, therefore, in the public interest.

Conceptual Framework

3.133 The “conceptual approach” requires members to identify threats to independence,
evaluate the significance of those threats, and, if the threats are other than clearly
insignificant, identify and apply safeguards to eliminate the threats or reduce them
to an acceptable level. Judgement is needed to determine which safeguards are
to be applied. Some safeguards may eliminate the threat while others may reduce
the threat to an acceptable level. The “conceptual approach” requires members to
apply the framework to the particular circumstances under consideration. In
addition to identifying relationships between the member and the client,
consideration should be given to whether other relationships create threats to
independence.

3.134 The nature of the threats to independence and the applicable safeguards
necessary to eliminate the threats or reduce them to an acceptable level differ
depending on the characteristics of the individual engagement. Members should,
therefore, evaluate the relevant circumstances, the nature of the engagement and
the threats to independence in deciding whether it is appropriate to accept or
continue an engagement, as well as the nature of the safeguards required and
whether a particular individual should be involved in the particular engagement.

Appointments Generally

3.135 Whenever contemplating the acceptance of a proposed appointment, the member
should consider whether acceptance of the appointment might compromise or
give the appearance of compromising professional independence. In the situation
of a pre-existing appointment, members should be on guard as to whether
independence may or may appear to be compromised as the engagement
progresses. Situations change over time and that needs to be taken into
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consideration. Where a threat exists or comes into existence, immediate steps
must be taken to resolve the threat or reduce the threat to acceptable levels.

Relationships — Personal and Business

3.136

Personal and business relationships can affect objectivity. Members therefore
need to ensure that an objective approach to any assignment is not endangered
as a consequence of any such relationship. By way of example, objectivity may be
impaired where a member has a mutual business interest with an officer or
employee of a client or has an interest in a joint venture with a client.

Conflicts

3.137

3.138

3.139

3.140

Conflicts of interest have an important bearing on actual and perceived
independence. Members should have regard to what was said previously in this
Code of Ethics in relation to conflicts of interests, as these apply in all
circumstances, not just in relation to independence. A member should not accept
or continue an engagement in which there is, or is likely to be, a significant conflict
of interest between the firm and its client.

It is recognised that, from time to time, unavoidable conflicts of interest or of duty

will occur. Conflicts are generally of two types:

. there may be an actual or perceived conflict between the respective
interests of two or more clients of a firm; or

. there may be an actual or perceived conflict between the duty owed by the
member to a client and the personal interest of the member.

In all cases, a member should ensure that a detailed explanation and disclosure of
the conflict is made to the clients together with details of the safeguards referred
to below, so they may make an informed decision as to whether to engage the
firm or continue their relationship with the firm. Members are advised to seek to
have any such approval in writing so as to reduce the potential for the client to
complain that the conflict was either not reported to them or they did not agree
that the member should continue to act.

Where a firm becomes aware of a possible conflict between the interests of two or
more clients, all reasonable steps should be taken to manage the conflict and
thereby avoid any adverse consequences. These steps should include the
following safeguards, except where they are inappropriate:

. where possible the use of different partners and teams of staff for different
engagements;

. standing instructions and all other steps necessary to prevent the leakage
of confidential information between relevant teams and sections within the
firm;

. regular review by a partner not personally involved with those clients;

. written confirmation that all the clients involved have been informed of the
conflict or potential conflict; and

. advising at least one or all clients to seek additional independent advice.

Where there is a conflict of duty, such as where two clients are, or are about to
become in dispute, or in competition otherwise than in the ordinary course of
business (e.g. in a takeover), the member or the firm in which the member works,
must not advise both clients on the matter, unless consent to do so is received
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from both clients in writing. The member may elect to continue to advise one client
on the matter provided written consent has been obtained from both clients. In a
dispute the firm may, if requested in writing by both clients, act as mediator but not
as arbitrator.

With the exception of services provided as an independent expert, (and only in
such cases with the written consent of the conflicting or potentially conflicting
parties that are clients of the member) a member:
(@) shall not represent or continue to represent conflicting interests in
potential or actual litigation (including divorce property settlements and
partnership dissolutions); and
(b) can only represent parties with conflicting or potentially conflicting
interests in other circumstances where to do so is not likely to prejudice the
interests of those parties and where each of those parties:

. is fully informed of the nature and implications of the member so acting
or continuing to act; and
. has voluntarily consented in writing.
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MEMBERS IN BUSINESS (EMPLOYMENT)

Introduction

4.1

4.2

4.3

4.4

4.5

4.6

This Part of the Code illustrates how the conceptual framework contained in Part 2
is to be applied by members in business (employment).

Investors, creditors, employers and other sectors of the business community, as
well as professional accountants, governments and the public at large, all may
rely on the work of accounting technicians in business. Members in business may
be solely, jointly or partially responsible for the preparation and reporting of
financial and other information, which both their employing organisations and third
parties may rely on. They may also be responsible for providing effective financial
management and competent advice on a variety of business-related matters and
work under the direction of a professional accountant.

A member in business may be a salaried employee, a partner, director (whether
executive or non-executive), an owner manager, a volunteer or another working
for one or more employing organisation. The legal form of the relationship with the
employing organisation, if any, has no bearing on the ethical responsibilities
incumbent on the member in business.

A member in business has a responsibility to further the legitimate aims of their
employing organisation. This Code does not seek to hinder a member in business
from properly fulfilling that responsibility, but considers circumstances in which
conflicts may be created with the absolute duty to comply with the fundamental
principles.

A member in business may hold a senior position within an organisation. The
more senior the position, the greater will be the ability and opportunity to influence
events, practices and attitudes. A member in business is expected, therefore, to
encourage an ethics-based culture in an employing organisation that emphasizes
the importance that senior management places on ethical behaviour.

The examples presented in the following sections are intended to illustrate how
the conceptual framework is to be applied and are not intended to be, nor should
they be interpreted as, an exhaustive list of all circumstances experienced by a
member in business that may create threats to compliance with the principles.
Consequently, it is not sufficient for a member in business merely to comply with
the examples; rather, the framework should be applied to the particular
circumstances faced.

Threats and Safeguards

4.7

Compliance with the fundamental principles may potentially be threatened by a
broad range of circumstances. Many threats fall into the following categories:

(a) Self- interest;

(b) Self-review;

(c) Advocacy;

(d) Familiarity; and

(e) Intimidation.

These threats are discussed more fully in Part 2 of this Code.
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Examples of circumstances that may create self- interest threats for a member in

business include, but are not limited to:

e Financial interests, loans or guarantees.

Incentive compensation arrangements.

Inappropriate personal use of corporate assets.

Concern over employment security.

Commercial pressure from outside the employing organisation.

Circumstances that may create self-review threats include, but are not limited to,
business decisions or data being subject to review and justification by the same
member in business responsible for making those decisions or preparing that
data.

When furthering the legitimate goals and objectives of their employing
organisations, members in business may promote the organisation’s position,
provided any statements made are neither false nor misleading. Such actions
generally would not create an advocacy threat.

Examples of circumstances that may create familiarity threats include, but are not

limited to:

e A member in business in a position to influence financial or non-financial
reporting or business decisions having an immediate or close family member
who is in a position to benefit from that influence.

e Long association with business contacts influencing business decisions.

e Acceptance of a gift or preferential treatment, unless the value is clearly
insignificant.

Examples of circumstances that may create intimidation threats include, but are

not limited to:

e Threat of dismissal or replacement of the member in business or a close or
immediate family member over a disagreement about the application of an
accounting principle or the way in which financial information is to be reported.

e A dominant personality attempting to influence the decision making process,
for example with regard to the awarding of contracts or the application of an
accounting principle.

Members in business may also find that specific circumstances give rise to unique
threats to compliance with one or more of the fundamental principles. Such
unique threats obviously cannot be categorised. In all professional and business
relationships, members in business should always be on the alert for such
circumstances and threats.

Safeguards that may eliminate or reduce to an acceptable level the threats faced
by members in business fall into two broad categories:

(a) Safeguards created by the AAT (such as contained in this Code), legislation or
regulation; and

(b) Safeguards in the work environment.

Examples of safeguards created by the AAT, legislation or regulation are detailed
in paragraph 2.17 of Part 2 of this Code.
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Safeguards in the work environment include, but are not restricted to:

e The employing organisation’s systems of corporate oversight or other
oversight structures.

e The employing organisation’s ethics and conduct programs.

e Recruitment procedures in the employing organisation emphasizing the
importance of employing high calibre competent staff.

e Strong internal controls.

e Appropriate disciplinary processes.

e Leadership that stresses the importance of ethical behaviour and the
expectation that employees will act in an ethical manner.

e Policies and procedures to implement and monitor the quality of employee
performance.

e Timely communication of the employing organisation’s policies and
procedures, including any changes to them, to all employees and appropriate
training and education on such policies and procedures.

e Policies and procedures to empower and encourage employees to
communicate to senior levels within the employing organisation any ethical
issues that concern them without fear of retribution.

e Consultation with another appropriate member, accounting technician or
professional accountant.

In circumstances where a member in business believes that unethical behaviours
or actions by others will continue to occur within the employing organisation, the
member in business should consider seeking legal advice. In those extreme
situations where all available safeguards have been exhausted and it is not
possible to reduce the threat to an acceptable level, a member in business may
conclude that it is appropriate to resign from the employing organisation.

Potential Conflicts

4.20

4.21

A member in business has a professional obligation to comply with the
fundamental principles. There may be times, however, when their responsibilities
to an employing organisation and the professional obligations to comply with the
fundamental principles are in conflict. Ordinarily, a member in business should
support the legitimate and ethical objectives established by the employer and the
rules and procedures drawn up in support of those objectives. Nevertheless,
where compliance with the fundamental principles is threatened, a member in
business must consider a response to the circumstances.

As a consequence of responsibilities to an employing organisation, a member in
business may be under pressure to act or behave in ways that could directly or
indirectly threaten compliance with the fundamental principles. Such pressure
may be explicit or implicit; it may come from a supervisor, manager, director or
another individual within the employing organisation. A member in business may
face pressure to:
e Act contrary to law or regulation.
e Act contrary to technical or professional standards.
e Facilitate unethical or illegal earnings management strategies.
e Lie to, or otherwise intentionally mislead (including misleading by remaining
silent) others, in particular:
- The auditors of the employing organisation; or
- Regulators.
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e |ssue, or otherwise be associated with, a financial or non- financial report that
materially misrepresents the facts, including statements in connection with, for
example:

o The financial statements;

o Tax compliance;

o Legal compliance; or

o Reports required by securities regulators.

The significance of threats arising from such pressures, such as intimidation

threats, should be evaluated and, if they are other than clearly insignificant,

safeguards should be considered and applied as necessary to eliminate them or

reduce them to an acceptable level. Such safeguards may include:

e Obtaining advice where appropriate from within the employing organisation,
an independent professional advisor or the AAT.

e The existence of a formal dispute resolution process within the employing
organisation.

e Seeking legal advice.

Preparation and Reporting of Information

4.30

431

4.32

4.33

Members in business are often involved in the preparation and reporting of
information that may either be made public or used by others inside or outside the
employing organisation. Such information may include financial or management
information, for example, forecasts and budgets, financial statements,
management discussion and analysis, and the management letter of
representation provided to the auditors as part of an audit of financial statements.
A member in business should prepare or present such information fairly, honestly
and in accordance with relevant accounting standards so that the information will
be understood in its context.

A member in business who has responsibility for the preparation or approval of
the general purpose financial statements of an employing organisation should
ensure that those financial statements are presented in accordance with the
applicable financial reporting standards.

A member in business should maintain information for which the member in
business is responsible in a manner that:

(a) Describes clearly the true nature of business transactions, assets or liabilities;
(b) Classifies and records information in a timely and proper manner; and

(c) Represents the facts accurately and completely in all material respects.

Threats to compliance with the fundamental principles, for example self- interest
or intimidation threats to objectivity or professional competence and due care,
may be created where a member in business may be pressured (either externally
or by the possibility of personal gain) to become associated with misleading
information or to become associated with misleading information through the
actions of others.
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The significance of such threats will depend on factors such as the source of the
pressure and the degree to which the information is, or may be, misleading. The
significance of the threats should be evaluated and, if they are other than clearly
insignificant, safeguards should be considered and applied as necessary to
eliminate them or reduce them to an acceptable level. Such safeguards may
include consultation with superiors within the employing organisation, for example,
the audit committee or other body responsible for governance, or with the AAT.

Where it is not possible to reduce the threat to an acceptable level, a member in
business should refuse to remain associated with information they consider is or
may be misleading. Should the member in business be aware that the issuance of
misleading information is either significant or persistent; the member in business
should consider informing appropriate authorities in line with the guidance in
sections 2.50 to 2.57. The member in business may also wish to seek legal advice
or resign.

Acting with Sufficient Expertise

4.40

441

4.42

4.43

The fundamental principle of professional competence and due care requires that
a member in business should only undertake significant tasks for which the
member in business has, or can obtain, sufficient specific training or experience.
A member in business should not intentionally mislead an employer as to the level
of expertise or experience possessed, nor should a member in business fail to
seek appropriate expert advice and assistance when required.

Circumstances that threaten the ability of a member in business to perform duties
with the appropriate degree of professional competence and due care include:
o Insufficient time for properly performing or completing the relevant duties.
e Incomplete, restricted or otherwise inadequate information for performing the
duties properly.
Insufficient experience, training and/or education.
Inadequate resources for the proper performance of the duties.

The significance of such threats will depend on factors such as the extent to which
the member in business is working with others, relative seniority in the business
and the level of supervision and review applied to the work. The significance of
the threats should be evaluated and, if they are other than clearly insignificant,
safeguards should be considered and applied as necessary to eliminate them or
reduce them to an acceptable level. Safeguards that may be considered include:
e Obtaining additional advice or training.
e Ensuring that there is adequate time available for performing the relevant
duties.
Obtaining assistance from someone with the necessary expertise.
Consulting, where appropriate, with:
= Superiors within the employing organization;
= Independent experts; or
» Arelevant professional body.

Where threats cannot be eliminated or reduced to an acceptable level, members
in business should consider whether to refuse to perform the duties in question. If
the professional accountant in business determines that refusal is appropriate the
reasons for doing so should be clearly communicated
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Financial Interests

4.50

451

452

4.53

Members in business may have financial interests, or may know of financial

interests of immediate or close family members, that could, in certain

circumstances, give rise to threats to compliance with the fundamental principles.

For example, self-interest threats to objectivity or confidentiality may be created

through the existence of the motive and opportunity to manipulate price sensitive

information in order to gain financially. Examples of circumstances that may
create self-interest threats include, but are not limited to situations where the
professional accountant in business or an immediate or close family member:

e Holds a direct or indirect financial interest in the employing organisation and
the value of that financial interest could be directly affected by decisions made
by the member in business;

e Is eligible for a profit related bonus and the value of that bonus could be
directly affected by decisions made by the member in business;

e Holds, directly or indirectly, share options in the employing organisation, the
value of which could be directly affected by decisions made by the member in
business;

e Holds, directly or indirectly, share options in the employing organisation which
are, or will soon be, eligible for conversion; or

e May qualify for share options in the employing organisation or performance
related bonuses if certain targets are achieved.

In evaluating the significance of such a threat, and the appropriate safeguards to
be applied to eliminate the threat or reduce it to an acceptable level, members in
business must examine the nature of the financial interest. This includes an
evaluation of the significance of the financial interest and whether it is direct or
indirect. Clearly, what constitutes a significant or valuable stake in an organisation
will vary from individual to individual, depending on personal circumstances.

If threats are other than clearly insignificant, safeguards should be considered and
applied as necessary to eliminate or reduce them to an acceptable level. Such
safeguards may include:

e Policies and procedures for a committee independent of management to
determine the level of form of remuneration of senior management.

o Disclosure of all relevant interests, and of any plans to trade in relevant
shares to those charged with the governance of the employing organisation,
in accordance with any internal policies.

e Consultation, where appropriate, with superiors within the employing
organisation.

e Consultation, where appropriate, with those charged with the governance of
the employing organisation or relevant professional bodies.

e Internal and external audit procedures.

e Up-to-date education on ethical issues and the legal restrictions and other
regulations around potential insider trading.

A member in business should neither manipulate information nor use confidential
information for personal gain.
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Inducements

Receiving Offers

4.60

4.61

4.62

4.63

A member in business or an immediate or close family member may be offered an
inducement. Inducements may take various forms, including gifts, hospitality,
preferential treatment and inappropriate appeals to friendship or loyalty.

Offers of inducements may create threats to compliance with the fundamental
principles. When a member in business or an immediate or close family member
is offered an inducement, the situation should be carefully considered. Self-
interest threats to objectivity or confidentiality are created where an inducement is
made in an attempt to unduly influence actions or decisions, encourage illegal or
dishonest behaviour or obtain confidential information. Intimidation threats to
objectivity or confidentiality are created if such an inducement is accepted and it is
followed by threats to make that offer public and damage the reputation of either
the member in business or an immediate or close family member.

The significance of such threats will depend on the nature, value and intent behind
the offer. In a reasonable and informed third party, having knowledge of all
relevant information, would consider the inducement insignificant and not intended
to encourage unethical behaviour, then a member in business may conclude that
the offer is made in the normal course business and may generally conclude that
there is no significant threat to compliance with the fundamental principles.

If evaluated threats are other than clearly insignificant, a member in business
should not accept the inducement. As the real or apparent threats to compliance
with the fundamental principles do not merely arise from acceptance of an
inducement but, sometimes, merely from the fact of the offer having been made,
additional safeguards should be adopted. A member in business should assess
the risk associated with all such offers and consider whether the following actions
should be taken:

(&) Where such offers have been made, immediately inform higher levels of
management or those charged with governance of the employing organisation;

(b) Inform third parties of the offer — for example, a professional body or the
employer of the individual who made the offer; a member in business should,
however, consider seeking legal advice before taking such a step; and

(c) Advise immediate or close family members of relevant threats and safeguards
where they are potentially in positions that might result in offers of inducements,
for example as a result of their employment situation; and

(d) Inform higher levels of management or those charged with governance of the
employing organisation where immediate or close family members are employed
by competitors or potential suppliers of that organisation.

Making Offers

4.64

A member in business may be in a situation where the member in business is
expected to, or is under other pressure to, offer inducements to subordinate the
judgment of another individual or organisation, influence a decision making
process or obtain confidential information.
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Such pressure may come from within the employing organisation, for example,
from a colleague or superior. It may also come from an external individual or
organisation suggesting actions or business decisions that would be
advantageous to the employing organisation possibly influencing the member in
business improperly.

A member in business should not offer an inducement to improperly influence
professional judgment of a third party.

Where the pressure to offer an such unethical inducement comes from within the

employing organisation, the member should follow the principles and guidance
regarding ethical conflict resolution set out in Part 2 of this Code.
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Advertising

Accounting Technician

Accounting Technician in
practice

Clearly Insignificant
Close family

Contingent fee

Direct financial interest

Directors

Officer

Engagement partner

Engagement quality
control review

Engagement team
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Communicating to the public information as to the services or
skills provided by members in public practice with a view to
procuring professional business.

An appropriately qualified person employed, contracted or
otherwise engaged in an accounting support role in such areas as
commerce, manufacturing, industry services, the public sector,
education, the not for profit sector or in professional bodies.

An Accounting Technician, in public practice, self employed or in
a firm, that provides accounting support services. This term is
also used to refer to a firm of members in practice.

Is a matter that is deemed to be both trivial and inconsequential.
A parent, non-dependent child or sibling.

A fee calculated on a predetermined basis relating to the outcome
or result of a transaction or the result of the work performed. A fee
that is established by a court or other public authority is not a
contingent fee.

A direct financial interest:

. owned directly by and under the control of an individual or
entity (including those managed on a discretionary basis
by others); or

. beneficially owned through a collective investment
vehicle, estate, trust or other intermediary over which the
individual or entity has control.

Those charged with the governance of an entity, regardless of
their title.

Is an officer within the meaning of the Corporations Act.

The partner or other person in the firm who is responsible for the
engagement and its performance, and for the report that is issued
on behalf of the firm, and who, where required, has the
appropriate authority from a professional, legal or regulatory
body.

A process designed to provide an objective evaluation,

before the report is issued, of the significant judgments the
engagement team made and the conclusions they reached in
formulating the report.

All personnel performing an engagement, including any experts
contracted by the firm in connection with that engagement.
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Existing accountant

Existing Accounting Technician

in practice

Financial interest

Firm

Immediate family

Independence

Indirect financial interest

Listed entity

Managerial employee
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Is a professional accountant in public practice carrying out
accounting, taxation, consulting or similar professional services
for a client.

Is an accounting technician (including a member) in public
practice, carrying out an accounting support role, or providing
similar para professional services for a client.

An interest in an equity or other security, debenture, loan or other
debt instrument of an entity, including rights and obligations to
acquire such an interest and derivatives directly related to such
interest.

(@) A sole practitioner, partnership or corporation of
professional accountants or accounting technicians or
both;

(b) An entity that controls such parties;

(c) An entity controlled by such parties; and

(d) An Auditor-General’s office or department.

Is a spouse (or equivalent) or dependent.

Independence is:

(@) independence of mind — the state of mind that  permits
the provision of an opinion without being affected by influences
that compromise professional judgement, allowing an individual to
act with integrity, and exercise objectivity and professional
scepticism; and

(b) independence in appearance — the avoidance of facts
and circumstances that are so  significant a reasonable and
informed third party, having knowledge of all relevant
information, including any safeguards applied, would
reasonably conclude a firm’s, or a member of the firm’s, integrity,
objectivity or professional scepticism had been compromised.

A financial interest beneficially owned through a collective
investment vehicle, estate, trust or other intermediary over which
the individual or entity has no control.

An entity whose shares, stock or debt are quoted or listed on a
recognised stock exchange, or are marketed under the
regulations of a recognised stock exchange or other equivalent
body.

An employee or contracted person who acts in a managerial

capacity within the structure of the firm, including providing
oversight, in the provision of services to clients.
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Member

Office

Partner

Professional Accountant

Professional Body

Member in business

Member in practice

Accounting support services

Related entity
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An individual, inducted by the Association of Accounting
Technicians Australia as a member and who abides by the
constitution, code of Ethics and by-laws of the Association as
amended from time to time.

A distinct sub-group, whether organised on geographical or
practice lines.

Any individual with authority to bind the firm with respect to the
performance of a professional services engagement.

A member of an a professional accounting body that is a member
of the International Federation of Accountants;

A professional accounting body that is a member of the
International Federation of Accountants;

A member employed or engaged in an accounting support role in
an executive or non-executive capacity in such areas as
commerce, manufacturing, industry, services, the public sector,
education, the not for profit sector, regulatory bodies or
professional bodies, or a professional accountant contracted by
such entities.

A member, in a firm or self-employed that provides accounting
support services to clients on a fee for service basis. This term is
also used to refer to a firm of members in practice.

Skills performed by a member including data input, bookkeeping,
the compilation of basic reports for the preparation of statutory
returns and financial management services.

An entity that has any of the following relationships with the client:

(@) an entity that has direct or indirect control over the client
provided the client is material to such  entity;
(b) an entity with a direct financial interest in the client

provided that such entity has significant influence over the client
and the interest in the  client is material to such entity;

(d) an entity in which the client, or an entity related to the
client under (c) above, has a direct financial interest that
gives it significant influence over such entity and the interest is

material to the client and its related entity in (c); and

(e) an entity which is under common control with the client
(hereinafter a “sister entity”) provided  the sister entity and the
client are both material to the entity that controls both the client
and sister entity.
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Date


Name


Address


Dear X


Re:
Engagement of Y/Y Firm as your Bookkeeper 

Confirming our discussions of <date> I/We [use “we” when talking of the firm/practice and “I” when referring to the principal or if a sole trader] are pleased to accept appointment as your Bookkeeper for the 20XX/20XX year and beyond. This document sets out the terms of my/our engagement with you. 


Scope


I/We are engaged to provide you with bookkeeping services. As such I/we are not engaged to provide tax advice.  Only a registered tax agent (or BAS agent in relation to BAS tax matters) may provide such services for a fee.

Procedures to be performed will be limited exclusively to those related to the engagement, I/we have not been engaged to perform an audit nor a review and, accordingly, no assurance will be expressed. Unless otherwise agreed, the engagement cannot be relied upon to disclose irregularities, including fraud, other illegal acts and errors that may occur.



I/We advise that the responsibility for policy matters in regard to business accounting operating system and internal controls rest with you the client, except where I/we have been engaged to provide such services.  If any weaknesses in the accounting system or internal control systems come to my/our attention, I/we will advise accordingly.


It is expected that the source documentation will be made available to me/us as and when required. I/We will not be responsible for any errors brought about by your failure to provide information, documentation or material that is later found to be material to your Bookkeeping requirements.  You are responsible for the timely provision of information and I/we will not be responsible for any consequences brought about by your failure act in a timely manner.  


Professional Fees and Payments


My/our standard professional fees are (subject to notification of any changes to the rates):


Bookkeeper
$ per hour


OR FOR SET FEE


We/I charge a set fee of $XX for this service.


Terms of Payment (Optional)


Unless other terms have been agreed, our terms are strictly 14 days from the date of each invoice.  


Standards


You will be provided the highest standard of professional service. If for any reason you feel you have not received the service expected, please in the first instance, contact me/us to discuss.  


Furthermore, as a member of the Institute of Public Accountants in Professional Practice, I am subject to the ethical and professional requirements of the Institute of Public Accountants and its investigations and disciplinary processes. These requirements cover issues such as a Code of Ethics and requirements to undertake continued professional education. Should there be an issue regarding my ethical or business practices, such matters may be referred to the Institute of Public Accountants for investigation.  As a member of the Institute of Public Accountants I am also obliged to hold current Professional Indemnity insurance, and I warrant to you that my insurance cover is in accordance with the Institute of Public Accountants requirements.


 (NSW PPC members only - to be added to paragraph above)


As a member of the Institute of Public Accountants in NSW I am also subject to the Professional Standards Legislation. My liability is capped under a scheme approved by the Professional Standards Legislation.


Privacy Statement


I am/We are bound by the provisions of the Privacy Act to maintain all records securely and in accordance with the provisions of that Act. Any breach of these requirements should be notified to the Privacy Commissioner. 


Client Acknowledgement and Confirmation

I(Client) hereby acknowledge and accept the terms of this engagement as have been provided. I shall be personally liable for all fees for services performed in accordance with such agreement.


……………………………………


………………………………………….


Signed






Print Name


Date …………………………….


Bookkeeper�Engagement Letter
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