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IIA Certificate in Internal Audit and Business Risk
Guide to completion of the IIA Certificate

Chartered Institute of Internal Auditors 
The Chartered Institute of Internal Auditors –  (IIA) is the primary body representing, promoting and developing the professional practice of internal auditing in the UK and Ireland.

The IIA shares the fundamental principles of the profession with over 150,000 internal auditors worldwide, namely the IIA Code of Ethics and the IIA International Standards for the Professional Practice of Internal Auditing.

· Professional guidance – the IIA produces guidance to assist internal auditors in keeping abreast of best practice and developments in the profession. The website www.iia.org.uk has an extensive knowledge centre, and the monthly magazine Internal Auditing is a leading source of news, information, opinion and guidance. 

· Networking – over 8,000 internal auditors in the UK and Ireland are members of the Institute and benefit from opportunities to meet others with similar interests through our courses, events, seminars, district societies and special interest groups. 

· Qualifications – according to a recent survey of heads of internal audit the Institute’s qualifications, are increasingly sought-after by employers.

· Training and development programmes – a range of open courses, seminars and tailored in-house training programmes are designed to suit all levels of ability. 

· Membership – the IIA has a range of options, all of which demonstrate a dedication to the highest standards of internal auditing. These include group membership, student membership for those taking a qualification and affiliate membership for those who are not enrolled in formal study.

For further information please visit our website, www.iia.org.uk, email info@iia.org.uk, or call 020 7498 0101.
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IIA Certificate overview 
Full title:
IIA Certificate in Internal Audit and Business Risk
Designation:
IACert

The IIA Certificate in Internal Audit and Business Risk (IIA Certificate) is a certificated training programme for those whose role requires them to have a sound appreciation of the framework and processes for providing assurance on business risks.  This will include those involved in internal auditing, compliance testing and risk assessment and in similar or related areas, including general management positions and those serving on audit committees.  The programme delivers a focussed course of knowledge, skills and understanding through a short set of intensive training sessions that centre on governance, business risk, internal control, audit and assurance.  It is assessed through the demonstration of reflective practice in Personal Development Logs and a Professional Experience Record, leading to the designation ‘IACert’.

The IIA Certificate comprises four IIA Awards. Two IIA Awards are core and two IIA Awards are optional.  The core IIA Awards are:

C1 IIA Award in corporate governance and risk management
C2 IIA Award in the internal audit planning and assurance framework
Currently, the optional IIA Awards available are:
C3 IIA Award in the effective delivery of audit and assurance
C4 IIA Award in interpersonal skills for audit and assurance
C5 IIA Award in information systems audit and assurance
C6 IIA Award in compliance audit and assurance
In-house variations may be adapted from these optional IIA Awards. Further options may become available as they are developed.

IIA Awards may be studied and completed in isolation or as part of the IIA Certificate.

The content and the assessment strategy have been developed to ensure that the IIA Certificate provides a practical set of capabilities that meet the demands of a wide spread of related roles in internal control and assurance contributing to corporate governance.  The syllabus reflects the common areas of knowledge that are required through a framework of applied concepts, principles and guidelines.  Reference has been made to recognised standards and conventions, including the IIA Code of Ethics, the IIA International Professional Practices Framework and other relevant national and international schemes.  
Assessment of candidates’ knowledge, understanding and practical capabilities is made through a reflective Personal Development Log. Final application for the IACert designation is to be accompanied by a Professional Experience Record. There are no professional experience requirements to enrol onto the IIA Certificate  but candidates will need to be working in a suitable role for a minimum of six months in order to complete the IIA Certificate, Suitable roles include internal audit, assurance, compliance, or similar operational positions. Personal Development Logs for each IIA Award must be submitted within six weeks of the IIA Award workshop.  Applications for the IACert designation and Professional Experience Records must be submitted within six months of completing the IIA Awards or 18 months of commencing IIA Awards contributing to the IIA Certificate, whichever is the sooner.

Successful completion of the IIA Certificate in Internal Audit and Business Risk entitles candidates to use the IACert designation provided they maintain their membership of the Chartered Institute of Internal Auditors.

Candidates looking to sustain a professional career in internal auditing may wish to progress to the IIA Diploma and the IIA Advanced Diploma. Whilst tuition is still strongly recommended, completion of the IIA Certificate allows the IACert holder to be exempt from the compulsory tuition requirements for the P3 Internal Audit Practice and the P5 Corporate Governance and Risk Management modules of the IIA Diploma.

IIA Certificate structure 


	IIA Award code
	IIA Award title

	C1
	IIA Award in corporate governance and risk management

	C2
	IIA Award in the internal audit planning and assurance framework

	C3
	IIA Award in the effective delivery of audit and assurance

	C4
	IIA Award in interpersonal skills for audit and assurance

	C5
	IIA Award in information systems audit and assurance

	C6
	IIA Award in compliance audit and assurance


Study and tuition

Tuition with the IIA is an integral part of the IIA Certificate. Each IIA Award is delivered via a two-day workshop, providing structured learning, personal development, professional guidance and support. Each IIA Award will also require activities to be undertaken in addition to the time spent attending the formal training.  The workshops will help candidates with the ongoing completion of their Personal Development Logs.

For each IIA Award the guided number of notional learning hours is 30 hours, comprised as follows:

Pre-workshop reading and preparation
4 hours

Attendance at the workshop (over two days)
12 hours

Review of learning from workshop
2 hours

Post-workshop reading and reflection
4 hours

Completion and submission of Personal Development Log
8 hours

It should be noted that attendance at the workshops comprises less than half of the total learning experience of an individual IIA Award. Overall there are four principal ways in which learning is acquired and each component plays an essential part of the IIA Award:

Participation in an interactive face-to-face workshop 

Reading and engagement with written/printed materials

Personal reflection

Professional experience

IIA Awards may be studied and completed in isolation or as part of the IIA Certificate. IIA Awards for the IIA Certificate may be completed in any order, but it is recommended that C1 and C2 are completed before optional IIA Awards are undertaken.
Learning outcomes
A summary of the learning outcomes for each of the IIA Awards is given in the syllabus information in Appendix A. 

Entry requirements

Entry to the IIA Certificate is open to registered affiliate members of the Chartered  Institute of Internal Auditors only.  There are no other formal entry requirements but candidates are advised to seek the support of their line manager/employer in ensuring they will be able to satisfy the demands of each IIA Award and the Professional Experience Record.  

Exemptions

No exemptions are recognised for any component of the IIA Certificate.
Accreditation of prior learning (APL)
Accreditation of prior learning is not available in respect of any component of the IIA Certificate.
Assessment and grading

Assessment of candidates for the IIA Certificate is made in two main ways:

· Reflection on the learning gained and how it might be applied is assessed through a Personal Development Log for each IIA Award
· Professional competence is assessed through a Professional Experience Record
IIA Awards are assessed and accredited individually on completion of the respective requirements. The Personal Development Log to be used for each IIA Award is found in Appendix B.

The IIA Certificate and the IACert designation will be awarded upon successful completion of the Professional Experience Record. Submissions may be made once four eligible IIA Awards have been completed. These IIA Awards must include the two core IIA Awards in Corporate Governance and Risk Management and in the Internal Audit Planning and Assurance Framework.

The Professional Experience Record requires members to demonstrate that they have at least six months’ relevant experience in a related role.  Candidates need to show that they have applied their competencies to the expected standard through their contribution to internal control and assurance by completing each section of the Professional Experience Record as guided. The Professional Experience Record is assessed to check that all requirements have been fully demonstrated.  Submissions that are deemed not to meet the requirements will be returned but may be resubmitted with no restriction on the number of attempts. Additional charges will be incurred for resubmissions.

The Professional Experience Record is found in Appendix C. Further guidance on completion of the Personal Development Logs and the Professional Experience Record is found in Appendix D.

The IIA Certificate is not graded.  In order to achieve the qualification, satisfactory completion of four IIA Awards is required in addition to the Professional Experience Record.

Relevant policies 


Relevant policies and other materials may be accessed through the IIA’s website at www.iia.org.uk.

Date from which syllabus is active


April 2010

Date for next review
2013/14

Appendix A - Syllabus information






   
C1 IIA Award in corporate governance and risk management 
Aims and Objectives

The aim of this IIA Award is to enable candidates to gain a sound appreciation of the essential characteristics of corporate governance and risk management, and the contribution they make to organisational effectiveness. In this context it will help them recognise the importance of assurance and its role in internal control. The key principles of risk management and internal control and the processes of risk identification and analysis will be examined closely, together with a consideration of embedded monitoring and independent assurance.   
Learning Outcomes

By the end of this IIA Award you will be better able to:
· Describe the historical development of corporate governance and its significance to organisations 

· Identify the key characteristics of corporate governance including the role of internal audit and assurance within it

· Explain the key principles of risk management and the processes by which it is implemented

· Outline the methods used in risk identification and analysis

· Identify and explain risk treatment strategies

· Assess the relative benefits of embedded monitoring and independent assurance

· Explain the principles and mechanisms used in internal control 

C2 IIA Award in the internal audit planning and assurance framework 
Aims and Objectives

The aim of this IIA Award is to enable candidates to understand the framework within which internal controls and assurance are set.  It will help them understand the nature of internal control and the need for assurance, and thereby their contribution to the overall effectiveness of corporate governance and risk management. It will help them appreciate the importance of internal control to the success of an organisation and its routine operations by focussing on the risks, the suitability of the controls in place, the reliability of reporting and the level of compliance with regulation and legislation.  

Learning Outcomes

By the end of this IIA Award you will be better able to:
· Explain the purpose of and approaches used by internal audit 

· Identify the features of the framework in which internal audit and assurance operate

· Outline the stages involved in a risk based approach to audit planning and engagement

· Identify and maintain effective audit documentation

· Design an appropriate audit testing programme

· Assess audit evidence

· Report audit findings in an appropriate format

· Conduct effective follow up work

C3 IIA Award in the effective delivery of audit and assurance 
Aims and Objectives
The aim of this IIA Award is to enable candidates to appreciate how they can contribute to the effective delivery of audit objectives and continuous improvement of the audit function. This includes an assessment of the types of service that audit can offer, effective utilisation and scheduling of audit resources, guidance on establishing monitoring and marketing arrangements, working to key performance indicators and tailoring these to the needs of respective audiences, providing assurance to clients expectations and adding value to the organisation. In addition the IIA Award includes a section on working in a team where candidates are encouraged to consider their own working styles and capabilities as a team member. This section also includes discussion of the impact on the team of the contemporary issue of use of co-sourcing arrangements and contract workers. There is also an on-going focus in the IIA Award on the relationship between the auditor and their key clients and how this can be enhanced. 

Overall the IIA Award should help candidates to establish strong relationships with audit clients as well as provide a better understanding of the individual’s role in actively supporting and implementing change.  

Learning Outcomes
By the end of this IIA Award you will be better able to:
· Determine which audit services are appropriate for your clients 
· Manage audit assignments and resources through effective use of planning tools and other techniques 

· Develop an effective audit monitoring programme

· Use marketing techniques to promote the audit function

· Work to key performance indicators that enable audit performance to be measured and evaluated 

· Understand how assurance is provided to key audit clients

· Operate effectively within a team

· Maximise the value delivered to audit clients

C4 IIA Award in interpersonal skills for audit and assurance 
Aims and Objectives

The aim of this IIA Award is to enable candidates to appreciate the importance of understanding and applying effective interpersonal skills in the workplace.  Interpersonal skills are the skills people use when they interact with one another.  This involves communicating with others, using the powers of persuasion to influence them, or being assertive as necessary to make a point.  Negotiation and influencing skills are crucial to achieving desired goals and building strong relationships.  Effective writing skills convey a credible message and project a professional image.  The role of someone providing assurance on internal controls requires them to interact successfully with different levels and functional groups to accomplish their objectives, and so effective interpersonal skills are an essential element in enabling them to fulfil that role.  

This IIA Award explores the use of tools, techniques and exercises to assess one’s won interpersonal skills and identify personal strengths and areas where one would like to improve.  This includes identifying the barriers that may exist and how these could be removed.  Participants will be encouraged to reflect upon their experiences and share ideas during the course.  

There is an on-going focus in the IIA Award on the positive and negative effects that poor interpersonal skills can have on those they have contact with, and the impression it creates for departments.

Overall the IIA Award will help candidates to explore and improve their interpersonal skills, with an emphasis on building sustainable working relationships.

Learning Outcomes
By the end of the IIA Award you will be better able to:

· Understand the importance of developing and sustaining effective business relationships

· Implement the principles for effective communication, including non verbal communication

· Develop and apply effective listening skills

· Apply effective questioning strategies for dealing with challenging situations

· Develop and apply influencing skills

· Apply negotiation skills to achieve positive outcomes 

· Manage conflict and resolve discrepancies

· Develop and deliver powerful presentations

C5 IIA Award in information systems audit and assurance
Aims and Objectives
The aim of this IIA Award is to enable candidates to recognise the principal risks inherent in information systems (IS) and the kinds of approaches that may be adopted to their audit. The IIA Award also includes an introduction to the use made of information technology as an audit tool (Computer Assisted Auditing Tools and Techniques (CAATTs)). It will provide a good understanding of the role played by information systems in organisations and how IS may be managed in a way that most effectively safeguards its security and integrity. In planning and delivering IS audits the auditor needs to be able to establish and maintain effective working relationships with IS staff in a way that acknowledges the particular contribution made by IS to the attainment of organisational aims.

Learning Outcomes

By the end of this IIA Award you will be better able to:

· Describe the role and activities of IS auditing

· Explain the main features of IS and the importance of integrity, confidentiality and availability

· Identify approaches to working effectively with IS and IS functions

· Define a range of different audit approaches appropriate for IS

· Describe the use of information technology in the support of audit and assurance

· Explain the importance of continuity planning and back up

· Understand the role of computer forensic techniques as part of social engineering
C6 IIA Award in compliance audit and assurance
Aims and Objectives
The aim of this IIA Award is to enable candidates to understand the purpose of compliance auditing and to carry out such audits for a client. The IIA Award describes how compliance auditors can satisfy the requirement to examine and evaluate defined activities of an enterprise (internal or external) in order to measure adherence to legal, regulatory or contractual standards. It includes an overview of the kinds of compliance teams and how compliance audits contribute to governance. Attention is also given to the importance of client relationships as part of the process of planning and delivering compliance audits. Detailed focus is given to the methods used for testing, for gathering evidence and for evaluating findings and assurance. 

Learning Outcomes

By the end of this IIA Award you will be better able to:

· Describe the role and purpose of compliance auditing and how it differs from other types of audit

· Manage effective relationships with compliance audit clients and other assurance providers

· Create an effective annual compliance plan for an organisation or division

· Produce a plan for an individual compliance audit

· Develop and deliver a compliance test programme

· Collate and document evidence gathered from compliance auditing

· Evaluate audit findings 

Appendix B - Personal Development Log






   
Purpose

The purpose of the Personal Development Log is to confirm that you have reflected on the learning gained from an individual IIA Award workshop and have identified how you might apply that learning to your professional practice.  The Personal Development Log is designed to record:
· Your personal objectives prior to the workshop

· Your reflections on the pre-workshop reading

· Your thoughts on the workshop and the extent to which it met your objectives

· Your reflections on the post-workshop reading

· Your plan of how you intend to apply your learning to professional practice

· Any further training and development you feel would be of benefit to you
You should make a separate application for each individual IIA Award.

Format

There are four main sections to the Personal Development Log:
· Declaration of applicant

· Pre-workshop reading and preparation

· Post-workshop review

· Post-workshop reading and implementation
There are no fixed wordcounts for any of these sections but as a guideline you should consider between 250 to 300 words for each of the last three sections.

Assessment Fee

The assessment fee for the Persponal Development Log is included in the overall cost of the IIA Award. 

Declaration of applicant:







I have attended the required workshop and hereby submit my application for the associated IIA Award.  My Personal Development Log is attached for review.

I understand the Institute reserves the right to publish my name and the name of my employer once I am confirmed as having achieved the IIA Award. (Please email studentsupport@iia.org.uk if you do not wish your name to be included in the listings). 

	Name in block capitals:


	Membership number:



	Signed:


	Date:

	Name of IIA Award for which submission is being made (please indicate one)


	C1 IIA Award in corporate governance and risk management
	

	
	C2 IIA Award in the internal audit planning and assurance framework
	

	
	C3 IIA Award in the effective delivery of audit and assurance
	

	
	C4 IIA Award in interpersonal skills for audit and assurance
	

	
	C5 IIA Award in information systems audit and assurance
	

	
	C6 IIA Award in compliance audit and assurance
	


The Institute only accepts electronic submission of the Personal Development Log for an IIA Award.  Students should send their submission via email to awards@iia.org.uk and the subject line should include their membership number and surname.

In addition, the email must include the following declaration confirming ownership:

"I confirm that the attached Personal Development Log is my own work and that I am submitting it for assessment for an IIA Award.” 
The result of your submission will be confirmed within four weeks of receipt.

Institute use only

Approved by:

	Signed:
	Date:
	Position:




Personal Development Log

	IIA Award Title
	
	Workshop Date
	


	Pre-workshop reading and preparation 
[Total wordcount required is 250-300 words]

	What are my objectives in attending this workshop, both personal and professional?

What am I hoping to learn?

What other benefits might I get from the workshop?

How useful did I find the pre-workshop materials (study text)?

	Objectives (personal and professional)  [Between five and eight objectives]:

Other potential benefits:
Reflections on the pre-workshop materials (study text):



	Workshop review 
[Total wordcount required is 250-300 words]:

	How well did the workshop help me meet my objectives?

What did I get out of the workshop that I did not expect to?

In what ways is the learning gained significant to you?

What additional learning would have been useful to me?

What did I like most about the workshop?

What did I like least about the workshop?

	How well did the workshop meet your objectives as defined above?
What were some of the unexpected outcomes?
How is the learning of significance to me?

Other reflections



	What did I like most about the workshop?

	What did I like least about the workshop?


	Post-workshop reading, reflection and implementation
[Total wordcount required is 250-300 words]:

	How useful did I find the award materials (study text and workshop handouts)?

Did I meet all of my award objectives? What further work is required?

	Transferring your learning to the workplace: 

How will this learning help, or affect my work practices?

What further training and development might I need next?

	How useful did I find the award materials (study text and workshop handouts)?



	Did I meet all of my award objectives? What further work is required?



	How will I use the learning gained in my professional practice?


	What further training and development do I need?




	Signed
	

	Date
	


Appendix C - Professional Experience Record





   


Professional Experience Record

Your Professional Experience Record should comprise the following:
· Declaration of applicant

· Four completed record sheets chosen from the eight available

There are eight different record sheets included in this Appendix from which you must select four for your Professional Experience Record.  Each record sheet corresponds to one of the key areas of internal auditing and business risk, as follows:
1. Audit/operational engagement

2. Audit/operational scope and the audit plan

3. Recording information and reporting on an audit operation
4. Audit/operational testing

5. Audit evidence

6. Corporate governance 

7. Risk identification and analysis

8. Risk management strategies

You should make your selection on the basis of those areas with the greatest relevance to your professional role and experience. 

All sections of the four record sheets included in your Professional Experience Record must be completed.  There is no minimum or maximum word count for completing record sheets or action plans. As a guideline you may consider 400 to 500 words per record sheet.  However, the key is to be as succinct and specific as possible.  You should strive for clear, unambiguous language throughout.

Information contained in the Professional Experience Record must be the original work of the individual making the submission, detailing first hand experience and contributions made to the assurance process.  Where this was made as part of a team, the extent of your personal input should be made clear.

Assessment criteria

In reviewing and assessing the application made for the IIA Certificate in Internal Audit and Business Risk, the IIA will be looking for:
· Clear and concise descriptions of the work undertaken and the context in which it has been performed

· Evaluation of professional experience to demonstrate how the learning acquired through the four IIA Awards has been applied to make a positive impact

· Analysis of your own performance and that of others with recommendations of how it may be further improved

· Reflective commentary that demonstrates an understanding of the underlying principles of the tasks and activities described 

Fee

No further fee is payable for this application. 

Submission 

You must complete and submit your Professional Experience Record electronically.  Completed records and any queries relating to the process should be forwarded to studentsupport@iia.org.uk.  Your authorised signatory, usually your supervisor or line manager, must confirm the authentication and validity of the observations included. They should do this by submitting an identical copy of your Professional Experience Record from their own email address. 

Application for the IIA Certificate in Internal Audit and Business Risk and the IACert designation

Declaration of Applicant

	I have completed the required IIA Awards.  My Professional Experience Record is attached for review.

I understand the Institute reserves the right to publish my name and the name of my employer once I am awarded the IIA Certificate.

I will email studentsupport@iia.org.uk if I do not wish for my name to be included in any listings.



	Name in block capitals
	
	Membership number
	

	Email address
	
	Date
	


The Institute only accepts electronic submission of Professional Experience Records for the IIA Certificate in Internal Audit and Business Risk.  Students should send their submission via email to awards@iia.org.uk In so doing you must make the following declaration:

"I confirm that the Professional Experience Record attached to this email is my own work and that I am submitting it for assessment for the award of the IIA Certificate in Internal Audit and Business Risk". 

The Institute requires a second electronic copy to be emailed by the person named below, they being the individual best placed to confirm the authenticity and validity of the information contained within your Professional Experience Record.  

	Name in block capitals
	
	IIA membership number
(if applicable)
	

	Length and nature of 
relationship with candidate  
	

	Email address
	


Fee

No further fee is payable for this application. 
Institute use only

Approved by:

	Signed:
	Date:
	Position:




Record Sheets 

Four record sheets are to be submitted in this application. You should make your selection from the eight available areas using those areas with the greatest relevance to your professional role and experience. 


All sections of each sheet submitted be complete.  There is no set word count but as a guide, 400 to 500 words are recommended per record sheet. Submissions should be succinct and specific, using clear, unambiguous language throughout.
 

	Area 1: Audit/Operational engagement

	Use the space below to detail your first hand experience and contributions in this area.
Your submission must include details of the bullet points noted:


1. Outline the time period involved.

2. Describe the circumstances within which the engagement was set.

3. What was your role in the audit/operational engagement?

4. Describe the approach adopted for information gathering and fact-finding.

5. What were the audit/operational objectives, as defined in the engagement?

6. What considerations were used in formulating the audit/operational objectives?

7. What other issues impacted upon formulating the audit/operational engagement?

8. On reflection, were there any way/s of improving the engagement brief or objectives?

9. Sign and date each page submitted.



	


	Area 2: Audit/Operational scope and the audit plan

	Use the space below to detail your first hand experience and contributions in this area.
Your submission must include details of the bullet points noted:


1. Outline the time period involved.

2. Describe the circumstances within which the audit/operation was set.

3. What was your role to defining the scope of the audit/operation, and the audit/operational plan?

4. Describe the scope of the audit/operation.

5. How was the scope of the audit/operation defined?

6. Were there any limiting factors in defining the scope?

7. What risks were identified, and how were they addressed?

8. What testing, if any, was recommended and why was it considered necessary?

9. Other than the items you would expect to see in the audit/operational plan, what other items were included, for example anything specific to the particular environment in which you were operating.

10. Sign and date each page submitted. 


	


	Area 3: Recording information and reporting on an audit/operation

	Use the space below to detail your first hand experience and contributions in this area.
Your submission must include details of the bullet points noted:


1. Outline the time period involved.

2. Describe the circumstances within which the audit/operation was set.

3. What tools and techniques were used for recording the function/system/process?

4. How were you involved in recording the function/system/process?

5. How were you involved in preparing/drafting the draft/final audit/operation report?

6. How could the recording of information and reporting on the audit/operation have been improved?

7. Sign and date each page submitted. 


	


	Area 4: Audit/Operational testing

	Use the space below to detail your first hand experience and contributions in this area.
Your submission must include details of the bullet points noted:


1. Outline the time period involved.

2. Describe the circumstances within which the audit/operation was set.

3. What was your role in audit/operation testing?

4. What testing techniques were used?

5. What factors influenced the audit/operation testing?

6. What were the criteria for deciding on the test sample?

7. How could the testing methods have been improved?

8. Sign and date each page submitted.


	


	Area 5: Evidence

	Use the space below to detail your first hand experience and contributions in this area.
Your submission must include details of the bullet points noted:


1. Outline the time period involved.

2. Describe the circumstances within which the audit/operation was set.

3. What was your role in the evaluating the audit/operation evidence?

4. Describe why any test results were valid, or invalid.

5. How could the evidence have been more appropriate ie its relevance and the quality of the evidence improved?

6. Sign and date each page submitted.


	


	Area 6: Corporate governance

	Use the space below to detail your first hand experience and contributions in this area.
Your submission must include details of the bullet points noted:


1. Provide a description of an organisation/company you have worked for and the dates that apply.

2. Provide an explanation of the governance arrangements in the organisation/company.

3. What was your role in the governance arrangements?

4. What weaknesses could you identify in the governance arrangements?

5. What strengths could you identify in the governance arrangements?

6. Sign and date each page submitted.


	


	Area 7: Risk identification and analysis

	Use the space below to detail your first hand experience and contributions in this area.
Your submission must include details of the bullet points noted:


1. Provide a description of an organisation/company you have worked for and the dates that apply.

2. Provide an explanation of the risk identification and analysis arrangements in the organisation/company.

3. Describe your role in risk identification and analysis.

4. What was the organisation’s attitude and approach to risk?

5. What weaknesses could you identify in the organisation’s approach to risk identification and analysis?

6. What strengths could you identify in the organisation’s approach to risk identification and analysis?

7. Sign and date each page submitted.


	


	Area 8: Risk management strategies

	Use the space below to detail your first hand experience and contributions in this area.
Your submission must include details of the bullet points noted:


1. Provide a description of an organisation/company you have worked for and the dates that apply.

2. Provide an explanation of the risk management strategies in the organisation/company.

3. Describe your role in risk management strategy.

4. How and in what way do you think the risk management strategies were effective?

5. How and in what way do you think the risk management strategies were ineffective?

6. Sign and date each page submitted.


	


Guidance on completion of the Personal Development Logs and 
          Appendix C

the Professional Experience Record 

The assessors are looking to find that students have reflected upon their training and how it has contributed to their learning and the way that they do their job. They are looking for a competent, well articulated piece of work. Ways of achieving this include:

· Providing examples from audits that you have undertaken 

· Demonstrating that the training has had an effect across all of your work 

· Excising the use of jargon from your submission

Guidance on completion of the Personal Development Log

Pre-workshop

You need to document between five and eight objectives. These can be professional and personal, though the majority should be professional ie relating to your working environment. You could consider using the learning outcomes from the four units as the basis of your objectives. For example, your documentation for the IIA Award in Effective Delivery of Audit and Assurance could include the following as objectives:


Appreciate how my audit work can add value to my organisation, or
To gain a clearer understanding of how the process of providing assurance works

Your objectives might include what you are hoping to learn – and could be an extension of other objectives. So, continuing your from the first example above, you may write that you:

Hope to learn about the different ways in which audit can demonstrate value 


Other potential benefits may include comments such as:


Meeting other audit professional from across the UK, or
Opportunity for frank and honest discussion about the audit processes, or
Improve my service to my organisation as a result of the training

Reflections on the pre-workshop materials: Were they easy to read? Did they tell you anything new? Were the exercises useful? Did they make you feel excited about the training course?

Post-workshop review

You need to explain how well the workshop helped you to meet your objectives. This is done by linking to your pre-workshop objectives. For example, the first objective above on adding value could be addressed as:

The training gave me ideas on how I can describe the various aspects of adding value – previously it was a term that meant very little to me. When clients now ask me about audit and value I can respond positively and with examples
.       

‘Unexpected outcomes’ could include examples such as:


Recognising that audit departments have slightly different approaches, or
Realisation that I would like to explore statistical sampling / computer based tools and techniques in more detail’, or
Realisation that there are simple ways in which I can improve my time management
‘How is the learning of significance to me’ could include an example like:


I have been involved in this role for a number of years and thought there was nothing more to learn but I realised from the training that there are ways of managing the client/auditor relationship that can engender a better working relationship
.    

‘What did I like most about the workshops’ could include points like:


Good interaction between the tutor and the group
Good interaction between the teams
Meaningful discussion about how the audit methodology can be developed
Exercises that I thought particularly effective

‘What did I like least about the workshop’ could include:


Too theoretical 

Not sufficient examples of good practice 

Not related sufficiently to my circumstances/working practices 

Not sufficiently inclusive

Post workshop reading and implementation

‘How useful did I find the award materials’ refers to all the study materials including the study text, the presentation slides, exercises and any other materials the tutor may have provided. Here you are expected to provide an opinion on whether you have been able to use the materials post-training and whether they are likely to be useful in the future. You may wish to give an example of where you have used the materials. If you have not found them useful please note the reasons why.

‘How will I use the learning gained in my professional practice’ – this is where examples from audits you have undertaken kicks in, or even where this might be of use in your future career or where you think these issues could be of use to your organisation or your clients. It may be that an audit you have undertaken has been given limited level of assurance – you could consider whether this is partly due to poor governance at the management level eg lack of resources, poor quality management information, poor ethical practices.

‘What further training and development do I need’ – this will be up to you but could include training courses, on the job training and/or secondment    

Guidance on completion of the Professional Experience Record

There are eight separate record sheets and you have to complete four of them. For those who work as internal auditors the most straight forward sections for completion are numbers 1, 3, 4 and 5, and for those who work in risk/oversight numbers 1, 6, 7 and 8 are very accessible. 

One of the main things to remember about completion of these records is to use examples from your work to illustrate the points you are making, subject to any confidentiality issues. 

A worked example for section 3 follows:

Recording information and reporting on an audit opinion

Time period – April 2010

Describe the circumstances within which the audit was set up
The audit was established as part of the annual audit plan, which is developed by the management team and approved by the audit committee.

What tools and techniques were used for recording the function/system/process
The tools and techniques included; system notes, writing up of meetings; process charts; organisation charts - explain what each of these are in more detail 

How were you involved in recording the system 
My involvement included attending three meetings and writing up the notes afterwards; I also reviewed the procedure notes in place and annotated these to show the key processes and controls in place; I developed a quick organisation chart showing who reported to who – give examples to illustrate the points  

How were you involved in preparing /drafting the audit report
I undertook a range of audit tests to test compliance with policies and procedures. I was responsible for evaluating the results of these tests in terms of assessing the degree to which the controls were working and the risks were being managed. Where risks were not being appropriately managed I discussed with the audit client ways of dealing with this at the close out meeting that took place at the end of the audit. With my colleague I was responsible for assessing the overall results of the audit in terms of the level of assurance that would be given. I was responsible for completing the draft/final audit report and agreeing a time frame in which the audit recommendations would be implemented by the provider – give lots of examples across the various issues discussed here. 

How could the recording of information and reporting on the audit be improved
The process in place works well but there are some problems with getting a response from the audit client to the draft report – this means the final audit report is delayed as is the implementation of recommendations. This could be improved by better communication with the audit client; clearer recommendations; better communication throughout the audit so that there are no surprises at the end – give examples.            
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