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Introduction
The RICS Associate qualification is about demonstrating competence for
a specific role. To achieve the qualification you need to provide a written
submission as described in this guide, which we will assess. You will also
complete the RICS ethics module.

Four stages of your application
1. Enrolment
This is the stage where you register as a candidate. You will need to
provide your personal details, evidence of any relevant qualifications and
employment details.

You must use the relevant pathway guide with this document. Pathway
guides describe in detail the required competencies for your chosen
pathway and give examples to help you prepare your assessment.

Follow the enrolment link at rics.org/associate

Commitment is key

You prepare your submission using the materials provided by RICS.

When you enrol as a candidate, you are making a commitment to become
an RICS Associate (AssocRICS). You have 6 years from your date of
enrolment to achieve the AssocRICS qualification.
This guide will help you prepare for the associate assessment. Although
there will be people to support you through your assessment, it is your
responsibility to make sure you start and remain committed to achieving
the qualification.

Assessment Resource Centre (ARC)
ARC is an online tool where you will manage your assessment details,
CPD and selected competency records, and prepare your submission for
assessment. You will use ARC throughout your assessment journey.

2. Submission
Submission consists of a summary of experience, case study and
your continuing professional development (CPD).

3. Ethics
Anyone joining RICS must show commitment to professional ethics.
You will take the RICS ethics module.

4. Assessment
Our assessors review your submission and decide whether you have
met all the requirements to become an RICS Associate (AssocRICS).

Visit rics.org/assessment for guidance on using ARC and to access
assessment dates and information specific to the associate assessment in
your part of the world.
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The people
Counsellor/Proposer
Must be an RICS member (AssocRICS of four years; MRICS; or FRICS).
Usually your counsellor will be your line manager or another person in your
organisation, who will be able to help and guide you to understand the
pathway competencies and interpret the assessment requirements.
Before you submit for assessment your counsellor will approve your
submission and act as proposer to confirm you are a fit and proper person
to practise.

Pathway guides
Your pathway is your chosen area of specialism. Each pathway consists of:
•

the technical competencies you need for your role

•	the business skills that all practitioners need (known as mandatory
competencies).
There is a guide for each pathway covered by the Associate qualification.

Assessors

It is essential you download the pathway guide that relates to your
chosen specialism. Your pathway guide explains the requirements of all
competencies in your pathway. Referring to it will enable you to evaluate
how your experience meets the competency requirements. Make sure you
have it to hand when preparing your submission.

Two assessors review your submissions.

Pathway guides can be found at rics.org/pathway

•

A ssessor – an RICS member trained to assess your submission and
decide whether you have met the competency requirements.

•

L ead Assessor – as above, but also writes the referral report if your
submission is unsuccessful.

RICS assessment team
Your main contact with us. The team is responsible for helping with any
queries and administering your assessment. For local contact details
please refer to rics.org/contactus
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Submission
Your submission consists of:
•

a summary of experience

•

case study

•

CPD record.

These demonstrate your experience, competence and ability to perform
in your role.

Case study
The case study is an account of a project or piece of work you have been
involved in, described in terms of the competencies. Focus mainly on the
two technical competencies most relevant to your day-to-day work, but try
to refer to other technical and mandatory competencies as well.
You must select a project or projects that you have been personally
involved in the two years prior to your assessment submission date. A
project may have started over two years ago but your case study should
reference your involvement in the past two years.
Your case study validity will be calculated on a rolling period from the date
you submit for assessment. You should check that activities you discuss in
your case study are within the required 24 months, working back from the
date you submit.

Summary of experience
Your summary of experience should demonstrate how your experience
meets the requirements of the technical and mandatory competencies
of your chosen pathway. You may not include appendices or additional
supporting materials for the summary of experience outside of the allowed
word count.

Technical competencies
You have to demonstrate six technical competencies. You will write an
individual summary for each one. All six, together, must come to no more
than 2000 words. Summaries must clearly show how your work experience
is relevant to each competency. Examples are available
at rics.org/associate

Mandatory competencies

Your case study must not exceed 2500 words. If at any time RICS staff
discover your case study is over the word count they reserve the right to
cancel your assessment.
You may attach illustrations, calculations or plans. They should be attached
only if they are directly relevant to the two main competencies you are
demonstrating in your case study.
The case study template provides a text box for you to describe briefly the
context. Use it to set the scene with some details of the project. Include the
date and location, the name of the employer and details of your job at the
time.
Your case study should show the following:

Mandatory competencies are non-technical general business skills.
There are eight mandatory competencies. You must write competency
summaries for seven of these.

•

the objective of the project

•

your knowledge, skills and experience

•

the role you played and the contribution you made

Write one brief example for each to demonstrate you have met the
competency. There is a word limit of 1000 words in total – approximately
150 words per mandatory competency.

•

technical skills you employed

•

the overall outcome of the project.

You are not required to write about the mandatory competency ‘Conduct
rules, ethics and professional practice’, because you will demonstrate
this by completing the RICS ethics module.

Ensure your case study:
•

demonstrates understanding of the competencies

•

focuses on two technical competencies

•	displays some of the general business skills (mandatory competencies).
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While writing the case study you should be aware of what you have already
said in your summary of experience. Make sure the level and scope of
activities you are describing is consistent.

Your CPD will be calculated on a rolling period from the date you submit
for assessment. You should check that your CPD activities are within the
required 12 months, working back from the date you submit.

The assessors will expect you to present a sensible and realistic topic
for your case study that reflects the skills needed to fulfil the role of a
professional in your area of practice and geographical location. You should
expect to be assessed in the country where you work. This is because
you are required to have a working knowledge of the legislation and be
competent to practice in the country where you are working.

Once you have become an RICS Associate (AssocRICS) you must continue
to undertake and record online a minimum of 20 hours of CPD activity
each calendar year as part of your commitment to your professional
development.

Continuing Professional
Development (CPD)
CPD is the systematic updating and enhancement of skills, knowledge and
competence that takes place throughout your working life. It should be
closely linked to your current work.
CPD can be taken from various sources including attending conferences,
meetings or seminars, completing an academic course or informal reading.
It is for you, as a professional, to decide what is appropriate and this should
complement both your mandatory and technical competencies.
Special attention must be given to the principles underpinning CPD:
•

gained in a structured manner

•

based on an explicit process of selecting, planning and evaluating
the activities

•

reflect learning from informal training sources e.g. structured reading,
secondments

All candidates are required to complete 48 hours of CPD, this must have
taken place in the 12 months prior to your associate assessment.
Your CPD must be split between formal development such as professional
courses, seminars or online events and informal development such as
private study or on the job training. At least 50% of your CPD must be
dedicated to formal development. For more information on the types of
formal and informal CPD please go to rics.org/cpd

Important notes on your submission
Confidentiality: you must ensure you have your employer’s and client’s
consent to disclose any sensitive details in your submission. If you cannot
get this consent you should disguise facts that might otherwise make the
project identifiable.
Similarly, commissions undertaken by you may have been litigious
and confidential; you should explain this at the outset and change the
name, location and function of the building/asset so that it would be
unrecognisable.
The information contained in your submission will be treated as
confidential by your panel of assessors and RICS.
References: extracts from Acts of Parliament, case law and other sources
should not be quoted at length but essential references must be given.
Total word count: you must include a word count at the end of your case
study. You can include notes on what you have included in the count. The
assessors will be looking to see that you have kept within the prescribed
word count for both your summary of experience and your case study.
Appendices: remember you need to use your appendices to support your
case study and enhance the information you have given to the assessment
panel. If it isn’t relevant, don’t use it.
Overview: while writing the case study you should be aware of what
evidence you have already provided in your summary of experience
and ensure that the level and scope of activities you are describing is
consistent with what has been detailed in the summary.
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The assessors will look at the summary of experience and case study
individually, but will also take a holistic view. Review all your written
evidence together before you submit it, and make sure there are no
omissions or contradictions.
Finally, your submission must reflect your abilities in the following areas:
•

written and graphic communication

•

professional standards of organisation and presentation

•

analysis, reflective thought and problem solving

•

learning from experience gained.
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Ethics
Behaving ethically is at the heart of what it means to be a professional; it
distinguishes professionals from others in the marketplace.
RICS has five ethical standards. You must understand them and how you
apply them in your everyday role. The standards are:

Take responsibility
Treat each other with respect
Always provide a high standard of service
Act with integrity
Act in a way that promotes trust in the profession
The Rules of Conduct for members set professional parameters for
individual members and govern matters such as ethics, personal solvency
and CPD. The Rules of Conduct for members apply to all members
worldwide. You must abide by them at all times.
The Rules of Conduct for firms set out the requirements for the conduct
of business by professional practices. They govern matters such as
professional indemnity insurance, holding clients’ money and complaints
handling. The Rules of Conduct for firms apply only to firms regulated by
RICS.

Ethics module
You are required to successfully complete the RICS ethics module prior
to final assessment. The module includes online learning and an online
assessment. It can be accessed via your Assessment Resource Centre
(ARC) account.
Please note once successfully completed this is valid for 12 months.
Although you are not required to write a statement on Conduct rules, ethics
and professional practice in your summary of experience, you can still be
referred on this competency alone if your submission raises concerns about
the competency with the assessors.

Plagiarism
RICS uses Turnitin, a system to help check candidates’ submissions are their
own work and stand up to independent scrutiny. The system will compare
a candidate’s submission against submissions from other candidates and
other existing works. RICS reserve the right at any time either to submit or
require you to submit your documentation into Turnitin. If the system flags
concerns with the level of similarities between work you have submitted and
existing works then we may refer the matter for further investigation which
could result in disciplinary action being taken against you. In addition, the
progress of your application may be impacted including potential removal
from the assessment process pending the outcome of the investigation.

Download the rules for firms and members by visiting rics.org/regulation

Candidate guide

8

Associate Assessment

Candidate guide

Assessment
Two assessors will carry out your assessment. They will evaluate your
submission and decide whether you have met the requirements for your
chosen pathway.

Once you have completed the above, you will be ready for re-assessment at
the next available assessment session. Please note you will be reassessed
on all the requirements of the associate assessment including all
competencies for your chosen pathway.
The assessment takes a holistic approach: You can be referred on a
competency that a previous panel did not comment on or where you have
not changed the competency statement because your entire submission is
used to assess each competency.

Result
Within one month of the submission deadline you will receive your result.

Pass
If you receive a pass result you will be awarded the RICS Associate
qualification (AssocRICS).

Refer

Appeal
The appeal panel does not question the merits of the assessors’ decision. It
looks at the way the assessment was conducted, and will allow the appeal
only if, on the balance of probabilities, there was fault in the process.
It does not reach any conclusion about your competence to practise: it
considers only administrative or procedural matters.

If the outcome is a refer you will be sent a referral report explaining why the
assessors reached this decision.

When an appeal is made, it must:
•

be in writing, accompanied by the appropriate fee

To be eligible for re-assessment you must normally:

•

be made by you and not a third party

•

agree with your counsellor how you will address the deficiencies
identified in the referral report

•

clearly state the grounds on which the appeal is being made.

•

complete some further relevant professional experience

•

update your summary of experience to reflect your new experience

•

continue to complete your CPD and update your record to ensure it
continues to meet the CPD requirements

•

write a new case study or re-submit the same case study, updated to
reflect referral report feedback. If the work you refer to in your case
study is now over two years old you will need to write a new case study
on a different project.

•

You will have 21 days from the date of your referral report being issued by
RICS to appeal. Details of how to appeal are on rics.org/assessment
The appeal panel has no powers to award the RICS Associate qualification.
If an appeal is approved, the original assessment is disregarded and your
submission will be sent for assessment by a new panel. If the appeal is
dismissed the original assessment result will stand.
Please note the appeal panel’s decision is final and there is no right to
appeal this decision.

update all elements of your submission accordingly to ensure the
submission requirements are met when you resubmit.

Your submission must also include your referral report (added to the end of
your case study in ARC). This allows the next assessment panel to identify
how you have addressed the deficiencies in the report.
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Audit and quality assurance
We are committed to ensuring rigorous processes for the Associate
qualification so that employers, clients and the public can have confidence
that anyone achieving it, is competent to practise as an RICS Associate.

Desktop audit
We will select a number of submissions for audit as part of the quality
assurance process. If your submission is audited, you and your
counsellor may be asked for further confirmatory evidence of your role,
responsibilities and work history.

Verification interview
As part of the audit process we may require you to participate in a
verification interview after your assessment.
The purpose of the interview is not to re-assess your competence, but
to verify the extent of your involvement in the work described in your
submission, and the validity of the assessment. Any element of the
assessment may be subject to audit.
Assessors will nominate a candidate for a verification interview if they have
doubts about whether the written work is genuinely original – for example,
if they suspect plagiarism.
If the auditor is not satisfied, we may refer the matter for further
investigation.
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Delivering confidence
We are RICS. Everything we do is designed to effect positive change in the built and natural
environments. Through our respected global standards, leading professional progression
and our trusted data and insight, we promote and enforce the highest professional standards
in the development and management of land, real estate, construction and infrastructure.
Our work with others provides a foundation for confident markets, pioneers better places
to live and work and is a force for positive social impact.

Americas, Europe, Middle East & Africa

Asia Pacific

UK & Ireland

aemea@rics.org

apac@rics.org

contactrics@rics.org

rics.org

