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Your training contract

The training contract is a commitment to ACA training by both the training organisation and the student. We expect
you and your employer to remain mutually committed to each other for the full duration of the contract, to ensure that
you are properly equipped with the technical knowledge, work experience and professional and ethical skills required for
membership of the ICAEW.

The contract contains details of your employer’s exam policies and the support provided to you in relation to ACA
training. You should have received details of your training contract with your offer of employment and should read the
contract carefully if you have not done so already.

Your employment contract

You should also have a contract of employment and can expect there to be a link between these contracts such that if
your training contract is terminated your employment contract may be terminated as well. Termination of your
employment contract automatically causes your training contract to cease.

Cancellation of the contract

The training contract sets out the circumstances in which it may be terminated and you are advised to review these
clauses. In the ICAEW standard training contract clauses 21 and 22 relate to the cancellation of the contract. The most
common cause of training contract cancellation, and therefore possible termination of employment, is exam failure.

The most common reason given by students seeking to cancel their training contract is that their work experience is not
sufficiently broad or challenging. You are reminded of the commitment that you have made to your employer, through
the training contract, which you are expected to honour. If you feel that you are not being provided with appropriate
experience you must discuss this with your line manager, Counsellor or qualified person responsible for training (QPRT).
Your employer is investing a significant amount in your professional development and in return you must make a
valuable contribution to the organisation.

Your QPRT has to notify the ICAEW of the reason for the cancellation of your contract, and whether, in their opinion,
you are fit and proper to continue ACA training should you wish to do so in the future. You must therefore ensure that
your conduct is professional at all times. A prospective employer will request a reference from your current employer
confirming that you are fit and proper to continue ACA training.

Do not accept an offer of employment elsewhere without first discussing your training, development and reasons for
wanting to leave with your QPRT or Counsellor.

Please be aware that a prospective employer may ask you to complete a longer period of training than your current
employer. A new employer is entitled to extend the length of your training contract up to a maximum of five years and
so you may find that it takes you longer to qualify if you change your employer during your training.

Training records

It is your responsibility to maintain training records throughout your training contract. Should you change your
employment prior to becoming an ICAEW member, please ensure that your training records are up-to-date and signed
by your QPRT before leaving, as your Evidence of initial professional development (IPD) form will be part of your
application for membership. You must provide all evidence required by your QPRT (eg timesheets, IPD questions) to
enable them to sign your records.
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