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phone: 416.962.1841 or 1.800.387.0735
Mentor inquiries: mentor@cpaontario.ca
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1 Overview

The CPA certification Program

To complete the CPA Certification Program, future CPAs must satisfy three

components1:

¢ CPA Professional Education Program (CPA PEP)

¢ Common Final Examination (CFE)

¢ CPA Practical Experience Requirements (CPA PER)

This document will provide guidance and assistance for CPA mentors as they
support future CPAs in PERT.

Future CPAs reporting from Quebec will need to visit Ordre Des Comptables
Professionnels Agréés Du Quebec for their information.

CPA Practical Experience requirements (CPA PER)

The CPA PER comprises the following elements:

1. Qualifying Experience: Future CPAs gain relevant paid employment that is
progressively complex

2. Appropriate Supervision: Supervisors, mentors, program managers and pro-
gram leaders will provide support to future CPAs throughout their practical
experience

3. Reporting and Self-Assessment: Future CPAs report work experience and
self-assess on their progress

4. CPA Mentorship: Future CPAs must meet with a mentor semi-annually

5. Assessment by Profession: At key milestones, experience report(s) must be
reviewed by the provincial/regional CPA body.

Refer to the Practical Experience Requirements (CPA PER) and CPA Harmo-
nized Practical Experience Policies for detailed requirements.

1 Please refer to your provincial/regional CPA body for exact requirements.


https://www.cpacanada.ca/en/become-a-cpa/why-become-a-cpa/the-cpa-certification-program
https://cpaquebec.ca/en/students-and-future-cpas/practical-experience/general-information/
https://cpaquebec.ca/en/students-and-future-cpas/practical-experience/general-information/
https://www.cpacanada.ca/-/media/site/operational/ec-education-certification/docs/02639-ec_cpa-per_en.pdf
https://www.cpacanada.ca/en/become-a-cpa/cpa-designation-practical-experience-requirements-overview/practical-experience-policies
https://www.cpacanada.ca/en/become-a-cpa/cpa-designation-practical-experience-requirements-overview/practical-experience-policies
https://www.cpacanada.ca/en/become-a-cpa/cpa-designation-practical-experience-requirements-overview/practical-experience-policies

PERT Guide for CPA Mentors

CPA candidates

CPA candidates from the Western, Atlantic and International regions are eligible
to begin reporting once they begin the CPA PEP.

CPA students

CPA students in Ontario are eligible to begin reporting once they are regis-
tered with CPA Ontario.

Future CPAs

For the purposes of this user guide, both candidates and students will be
referred to as “future CPAs”.



2 Experience Routes

There are two experience routes a future CPA can follow to report their
experience:

Pre-approved Program route (PPR)

Employers offering pre-approved programs have worked with their respective
provincial/regional CPA bodies to design a program ensuring that the required
experience can be met within 30 months.

In this route, the employer must provide a pre-approved program managetr,

pre-approved program leader and mentor to support the future CPAs in the
program. If your employer has asked you to mentor a future CPA within the
program, ensure you declare that you are mentoring within a pre-approved

program on the registration form (or update your profile to reflect it).

Experience Verification route (EVR)

This flexible self-directed route allows future CPAs to gain practical experience
from an employer of their choice. They must still be employed in a qualifying
role, which is determined through a pre-assessment. There are more touch-
points throughout the journey and more guidance from a mentor is often
needed as compared to a pre-approved program.

An employer can have future CPAs in both routes working for them, but only
those in the PPR will follow the specific program laid out for them. EVRs can
be mentored by any CPA in good standing.

Unemployed

If a future CPA is unemployed (or not employed in a relevant role), their expe-
rience route will be reflected as “Unemployed”. A future CPA does not gain
recognition toward gaining their practical experience competencies while they
are unemployed.
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Future CPAs in a Co-op are considered unemployed while in school. However,
there are some conditions in which an employer may allow them to remain “In
Progress” on their roster (e.g. the national firms).

For more information on the two experience routes, please visit the practical
experience overview webpage.



http://www.cpacanada.ca/en/become-a-cpa/cpa-designation-practical-experience-requirements-overview
http://www.cpacanada.ca/en/become-a-cpa/cpa-designation-practical-experience-requirements-overview

3 The Practical
EXxperience

Reporting Tool
(PERT)

All future CPAs (excluding those in Quebec) are required to document their
practical experience development in the Practical Experience Reporting Tool
(PERT). This allows the CPA profession to track their progress and assess
whether they have met the CPA Practical Experience Requirements (CPA PER).

This guide provides guidance on individuals who support future CPAs in PERT
as their mentor. If you also support future CPAs as a program manager or
program leader, refer to the PERT Guide for Program Manager and Program
Leaders.

As a mentor, you are responsible for:

¢ meeting with your mentee at least semi-annually;
¢ documenting these meetings in PERT; and

¢ documenting any unresolved concerns in PERT.

Once you have logged into PERT, you will arrive on your Home page. Here
you can see a list of your mentees and any other pending items if you support
future CPAs through another role.


https://www.cpacanada.ca/-/media/site/operational/ec-education-certification/docs/02639-ec_cpa-per_en.pdf
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CHARTERED
‘ pA PROFESSIONAL Home | Resources | Francais | English Signed in as Fake M36122 Change Password Sign Out
ACCOUNTANTS

PRACTICAL EXPERIENCE REPORTING TOOL (PERT)

HOME

MENTOR

‘Welcome to your PERT home page. You can return here at any time by clicking ‘Home’ at the top of the page.
VIEW MY PROFILE M ENTEES

VIEW MY MENTEES The future CPAs below are your mentees. If this is incorrect select ‘View my Mentees' to end the relationship. If they have
reguested a meeting, click on their name and complete the requested meeting.

NAME EXPERIENCE ROUTE NEXT EXPERIENCE REPORT DUE
Fake S36203 Pre-approved Program 2023-04-03
Fake 59534 Pre-approved Program 2021-05-02
Fake S11681 Pre-approved Program 2021-05-02

PRACTICAL EXPERIENCE REPORTING TOOL (PERT)

MENTOR MENTEES

Mentors play a critical role in the success of future CPAs. Through your coaching and mentoring activities around competency
development, you help shape the future of our profession.

VIEW MY PROFILE To learn more about mentoring, visit the Mentor Resource Centre.

If your mentee has requested a Mentor Meeting, click on their name and select the Mentor Meeting tab. Click View on the most recent
VIEW MY MENTEES Mentor Meeting and complete the form.

If you are no longer mentoring a student/candidate, select End Relationship and indicate the reason why. The mentee will not receive a
notification, therefore we encourage you to notify them directly so they can find a new mentor.

NAME EXPERIENCE ROUTE NEXT EXPERIENCE REPORT DUE END RELATIONSHIP

Fake S36203 Pre-approved Program 2023-04-03
Fake 59534 Pre-approved Program 2021-05-02

Fake 511681 Pre-approved Program 2021-05-02

You will be able to see the following:

*  Your Mentee’s name

e Their Experience Route

e Their Next Experience Report Due date
¢ The End Relationship button
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Next Experience report Due Date
This date triggers a reminder for your mentee to update their experience
reports in PERT.

After they update their experience report, they will be prompted to request a
meeting with you to discuss their experience.

End relationship

It is normal for CPA mentoring relationships to end. The main reasons are:
¢ Relationship is not working

» Student/candidate has left the organization

¢ Mentor has left the organization

¢ A new mentor has been assigned

If you would like to remove your mentees details from your profile, click End
Relationship and identify the reason the relationship is ending (your mentee
will not see the reason).

If your mentee ends the relationship, you will be notified by email.






4 Mentor Meetings

Future CPAs are required to report mentor meetings semi-annually. Failure to
do so will result in 30-day duration penalty for every missed meeting.

Mentor meetings are an opportunity for your mentee to discuss their develop-
ment with you. They should schedule a meeting each time they update their
experience report. Through PERT, they will send you a meeting request, but it is
not a calendar invitation. They must contact you directly to schedule a date.

Mentor meetings can take place in person or virtually and must be a free-flow
conversation.

Preparation for the meeting

Once they have requested a meeting through PERT (and set up a time and place
that works for you), your mentee should prepare for the meeting by gathering all
their information, examples and questions they might have for you.

During this meeting, you are expected to help your mentee reflect on their
competencies and discuss whether their self-assessment accurately reflects
their experience. Therefore, it is recommended that you familiarize yourself with
their experience report before the meeting.
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Viewing their report(s)

1. From your Home page, or your Mentees page in PERT, click on your men-
tee’s name.

This will take you to their Home page where you can view a snapshot of their
progress (outstanding action items, eligible duration, competency progress).

PRACTICAL EXPERIENCE REPORTING TOOL (PERT)

Mentors play a critical role in the success of future CPAs. Through your coaching and mentoring activities around competency
development, you help shape the future of our profession.
VIEW MY PROFILE To learn more about mentoring, visit the Mentor Resource Centre.
If your mentee has requested a Mentor Meeting, click on their name and select the Mentor Meeting tab. Click View on the most recent
VIEW MY MENTEES Mentor Meeting and complete the form.

If you are no longer mentoring a student/candidate, select End Relationship and indicate the reason why. The mentee will not receive a
notification, therefore we encourage you to notify them directly so they can find a new mentor.

NAME EXPERIENCE ROUTE NEXT EXPERIENCE REPORT DUE END RELATIONSHIP
Fake 536203 Pre-approved Program 2023-04-03 m
Fake S9534 Pre-approved Program 2021-05-02 m
Fake 511681 Pre-approved Program 2021-05-02 m

To view their experience report, click on the Experience Reports page.

Here you can see a list of their experience reports. It is likely that you will be
focusing on the most recent report, but your mentee may indicate that they
wish to discuss a prior experience report, or even all of them.
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2. Click VIEW to access the experience report.

i CHARTERED
(i FROFESSIONAL Home | Resources | Frangais | English Impersonating asaMentor  Close
ACCOUNTANTS

PRACTICAL EXPERIENCE REPORTING TOOL (PERT)

Fake S9975 - UAT title - LLP (2022-08-02 - 2023-02-01)

@ Roport Details @ Tochnical Competencies @ Enshiing Competencies Q Notes @ atachments

REPORT DETAILS

OVERVIEW
Status : Verified Calculated Duration : 6.05 months
Status Change Date : 2023-03-30 Recognized Duration :

EMPLOYMENT INFORMATION

Report Type : Current Experience Experience Type : Pre-approved Program
Positien Title : UAT title Employer : e

Training Position : CPA Student

Position Type : Permanent Start Date : 2022-08-02

Average Hours Worked Per Week : 37.50 End Date : 2023-02-01

Leave Taken (days) : O
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3. Once you have opened an experience report, navigate through their details,
technical and enabling competencies by clicking the progress bar at the top.

TECHNICAL COMPETENCIES

Helow you wil find a tetal of six technical competency arcas, sach containing three or hour sub-competencies. You are onty expected bo complete the subrcompetencies that ane relevant to your
cupirience hor this repartong period.

T undorstand the CRA Practical Experionce fequircments of Cone, Broadth and Depth, revicw: th Rosounce section in FERT of uliize the Consolidatod Summary.

It i ok roalistic or apected that you inall anas
s Ehe tabie Blow 1o Choose which compotency anaas s feleeant 10 your expericnoe by selecting ¥ies of Mo,

By selecting No, thoss Compstency of cas will it Jne-sar in Lhis aepofienes report. Wil Con updal your Mo selectan Lo Yos at any timea.

Do you assess the Bnancial rparting needs of ecbemal financial stabement stakehakdons?

Do you eveluate SoCourting Dicies O PIepae Accounting transactons?

Dio yau research within the Financial Reporting Handbeok to prepare acoounting entries? Was
Do yous repans o rsvicew parts of or full sets of financial staboments and note discinsres for extemal staaholdars?

Do you ualuate war-ower yoar ctual changes 5 part of a financial stafement anaiysis?

Financial Reporting (FiR)

- Do you perform intemal sudit o cxternal assErance engagements?
Audit and Assurance (AA) = Do ywou assess e contral ervironment and the impact 1o the infsrmation systems and related intemal contrel processes? Vs
= Do you gerform audit planning and/far testing procedures?

Do s assess any riske and ratios that could Impact the everall health of the srganization?
Do o valiiate of rviisw inancial risk management policies andfor mooveny plans?

Finance (FM) Do you 2ssess the fnancial viabity of business proposals? was
Do you anatyre Brancial models and cvluate the teasibdity of capital projects?
Do o analyze cash Mows and Mok recommendations?

Tawation {TX) = e you ineelved with tax research, ta planning, or preparing B reburns either for your organization ar for a client? Was

Do your ol incud analying and a5sessing thi entity's sk management process andfor stratogies?
Do you provide recommendations on the strategic plen, corcidering internalfextemal factors?
D o prepans infOmaticn be eNSine your on remains with regi ¥ e 2

Strategy and Gowernardos {5G)

Do you grepare internal reparts o suppoert management deckion making?
Are you involved in planning, budgeting or forecasting?

ket Al i AT vy i s TR W - i i e e,
= Do you analy?e the Koy Dorfarmancs iNdatons of your onganeation's empyens and Business unmits?

- Gave your work often.
= Chick “+" to expand on a competency area
= Use e (7) for additienal quidance.
= Onoea thee Yes response cannot be cdited.
COMPETENCY AREA YOUR SUB-COMPETENCIES

Financial Reporting (FR) © 4 Verified =
Audit and Assurance (A8) 6 1 Verified +
Finance (Fv) © 2 Verified +
Taxation (1) &) 2 Verified +
Strategy and Governance (56) o +

|

anagement Accounting (MA)
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Report Detalls Technical Competencies Enabling Competencies Notes Artachments

ENABLING COMPETENCIES e

Enabling competencies reflect the key elements that comprise the personal attributes of a CPA.

Thera are five areas three-part You are not expected te document all five enabling competencies semi-annually. Only choose the enabling competencies that
maost reflect your professional development obtained dunng this reporting period.

Provide tangible examples and clear explanations to demonstrate how youve developed proficiency in each of the enabling compatencies
Enzure you also demenstrate how you applied the CPA Way. Te laarn more about the CPA Way and how to apply these principles when fermulating your responses to these quastions, click hera.

For confidentiality reasons, do not include chent, customer o organization names in your examples. Also note that the information in your Experience Reports is accessible to those involved in the
review and verification process, including Program Leader/Manager, Supervisor, Mentor, CPA staff, etc.

Breaches of the CPA Professional Code of Ethics by a designated CPA member (colleague, employer, client, etc.) should be reported to your provincial body.
To expand on a competency area, click "+."

For further information use the (?) for additional guidance.

SELF-ASSESSED CPA REVIEWED

ENABLING COMPETENCY ANSWERED PROFICIENCY PROFICIENCY

Guestion 1: Acting Ethicall d De trating Professi I Val
9ues on ing ically an: monstrating Professional Values NoEassussad Mot arsa +

GQuestion 2: Solving Problems and Adding Value 9

Question 3: Communicating 9 Not assessed Not assessed +

Guestion 4: Managing Self 9 Not assessed +

Question 5: Collaborating and Leading 9 Not assessed Not assessed +

While answering these questions, please reflect on your progress over this reporting pencd while also setting your fecus on how you'll move Forward. We recommend that you discuss these points
with your mentor. Summary Questions will not be assessed, however they make a strong foundation for your progression tracking and discussions with your mentor.

If you answerad an Enabling Competency question, then you will also need to answer Summary Question A

SUMMARY QUESTION ANSWERED

©

Question A (Required)

identify key competency areas (enabling and/or technical} you will fecus on developing or improving between now and your next meeting with your menter. What is your action
plan for doing so?

1 Enabling competency area - Leading and Collaborating: | want to focus on my and ¢ skills as | progress toward becoming a senior accountant. |
attend to do this by remaining alert to how my current seniers run engagements and thinking critically about approaches that | think work and ones that do not. | will improve my
leadership skills by attending firm training sessions, furthenna my professional education through successful completion of CPA modules, maintaining a positive and friendly
attitude at work towards all levels of coworkers, and prometing a culture of open and honest communication.

Question B

Looking back at your experience captured in this report. in which ¥ areas bling or technical) do you feel most confident in your abilities and why?

To view specific technical or enabling answers, you will need to select the
competency or the + where an answer has been given.

You are not expected to verify the factual accuracy on your mentee’s experi-
ence reports (their supervisor or program leader does this).

Note: For PPR, your mentee will have pre-populated position duties. They only
need to provide a self-assessed proficiency level.

To see additional information on their experience reports, refer to the appendix.

13
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During the meeting

During the meeting, help your mentee reflect on their competencies, share
your own experiences, discuss whether their self-assessments accurately reflect
their experience and help them set goals.

For technical competencies, help them determine whether they have self-
assessed to a level that is reasonable (e.g. have they self-assessed too high? Or
to low?) and (for EVR) that their job duties description also matches the level
(e.g. have they described their level of autonomy, circumstance, etc.).

For enabling competencies, help them reflect on their experience and answer
any questions around their development.

After the meeting
After the meeting, you are required to log in to PERT and document the meet-
ing. This should be done within one week of your meeting.

1. From your mentee’s PERT record, click on the Mentor Meetings page.

g cpA ol Home | Resources | Frangais | English | Impersonating Fake M. asaMentor  Close

ACCOUNTANTS

PRACTICAL EXPERIENCE REPORTING TOOL (PERT)

HOME EXPERIENCE REPORTS CONSOLIDATED SUMMARY |[MENTOR MEETINGS| CPA REVIEWS

MENTOR
MENTOR MEETINGS

VIEW MY PROFILE Mentor Meetings are an opportunity for you to discuss your development with a CPA; they must be completed on a semi-annual basis. Each missed meeting will result in a one-month
penalty. We recommend you meet with your mentor each time you update your experience report.

R Click Request Meeting to notify your mentor that you are ready to discuss your experience reports. You must contact your mentor directly to schedule a date.

FAKE S18024

Reporting Status
In Progress Requested Fake M. | view |
PER Start Date

2019-01-31

Experience Route

STATUS MEETING DATE MENTOR

Experience Verification
Mentor

Fake M

Next Experience Report Date
2019-07-31

Next CPA Review Due

Upon Completion
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2. Click VIEW to access the requested mentor meeting.

P
il cunareneo
s A G Home | Resources | Francais | English | Impersonating FakeM  asaMentor  Close
AcouNTANTS

PRACTICAL EXPERIENCE REPORTING TOOL (PERT)

FAKE S18024

MENTOR MEETING
Mentor Fake Mc
Meeting Status  Requested
Meeting Date
We reviewed/discussed the experience report(s). Yes No

of the Technical is bl Yes  No

Progressing well in the Enabling Competencies. Yes  No

Progressing well as a future CPA. Yes  No

Comments

3. Click EDIT to revise the mentor meeting.
a) Enter the date you met with your mentee.
b) Answer the questions.
c) Provide your comments (click on the (?) for ideas on what information to
include)
d) Click COMPLETE.

Thank you for your support of our future CPAs as they journey to become a

CPA member. If you have any questions, please contact your provincial/regional
CPA body.






PER Glossary

These definitions are found in the CPA Practical Experience Requirements (CPA
PER); they are not intended to modify or interpret provincial/regional CPA
regulations or bylaws.

Autonomy:
The degree of independence CPA students/candidates assume in carrying out a
task. See also Circumstance and Complexity.

Breadth:

The requirement for CPA students/candidates to gain proficiency in at least
eight technical competency sub-areas, of which four must be at Level 2 pro-
ficiency and the remaining four at least at Level 1 proficiency. See also Depth,
Core, Competency sub-area and competency statements and Proficiency level.

Chargeable hours:

Hours supervised (directly or overall) by a CPA registrant that are normally
chargeable to clients. Chargeable hours do not include time spent on “work of
a routine clerical nature.”

Circumstance:
Situations are either routine or non-routine in nature. See also autonomy and
complexity.
¢ Routine — Circumstances typically encountered by
and requiring the knowledge expected of newly
certified CPAs.
* Non-routine — Circumstances not typically encountered
by newly certified CPAs; may require advanced technical
expertise.

Competency area:

One of the 11 competency areas defined in The CPA Competency Map. There are
six technical competency areas: Financial Reporting, Management Accounting,
Taxation, Strategy and Governance, Finance, and Audit and Assurance; and five
enabling competency areas: Professional and Ethical Behaviour, Problem-Solv-
ing and Decision-Making, Communication, Self-Management, and Teamwork
and Leadership. See also Competency sub-area and competency statements.

17
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Competency sub-area and competency statements:

The specific technical competency statements are grouped into 20 competency
sub-areas. Each competency area has between three to four competency sub-
areas. See also Competency area and CPA Competency Map.

Complexity:
The degree of difficulty associated with the number and nature of interrelation-
ships and ambiguities that must be considered simultaneously.

There are three levels of complexity:

e Low complexity — Little difficulty is associated with a small number of
straightforward and frequently encountered issues; may achieve compe-
tence relying on “rote” approach.

¢ Moderate complexity — Medium difficulty is associated with a number of
interconnections or variables that need to be considered simultaneously;
circumstances may be less clear and require approaches that are not prac-
ticed frequently.

*« High complexity — Considerable difficulty is associated with a large number
of interrelationships and ambiguities that must be considered simultane-
ously; often requires innovative approaches.

See also Autonomy and Circumstance.

Core:

All CPA students/candidates must demonstrate technical proficiency in any
three competency sub-areas, at least at Level 1 proficiency, in financial reporting
and/or management accounting. See also Breadth, Depth, Competency sub-
area and competency statements.

CPA:

Canadian Chartered Professional Accountant; while there are other interna-
tional CPA designations, all references in this document refer to the Canadian
designation.

CPA candidate:

Individuals who are registered with a provincial or regional body and:

e are enrolled in a CPA Professional Education Program
(CPA PEP), either through the profession’s CPA PEP or
through an accredited graduate level program offered by
a post-secondary institution; or

¢ have completed the CPA PEP modules and have yet to successfully com-
plete the Common Final Examination (CFE), and/or their practical experi-
ence requirements.



PER Glossary

Note that the terms “candidate” or “student” may be used by provincial/
regional bodies, depending on provincial/regional regulation. See CPA student.

CPA certification program:

All elements of the CPA program required for certification, including academic
prerequisites, the CPA Professional Education Program, the Common Final
Examination, and qualifying practical experience.

CPA Competency Map:

The CPA publication that profiles the competencies required of a CPA on

the path to, and upon, certification. The competency statements and defined
proficiency levels for practical experience are modified from those in the CPA
Competency Map. These adjustments were made to reflect what CPA students/
candidates are expected to demonstrate through practical experience.

CPA experience verification:

The CPA practical experience model in which commences when CPA students/
candidates are employed in any position that allows them to gain experience in
at least one sub-competency area at least Level 1 proficiency. The experience is
approved by a provincial/regional body as the experience is gained.

CPA pre-approved program:

Programs offered by employers that allow CPA students/candidates to satisfy

all of the practical experience requirements within the required minimum term
of practical experience. Pre-approved programs are monitored by the profes-
sion to ensure the approved training program is being followed.

CPA review:

For purposes of practical experience, CPA review includes CPA students/
candidates performing self-assessments of the level of proficiency developed
for each competency area, and a provincial/regional body assessing the experi-
ence of CPA students/candidates. The CPA review is called “Assessment” in the
CPA PER. See also Reporting, Competency area and Proficiency level.

CPA student:

Individuals registered with a provincial/regional body and working towards
prerequisites for admission to CPA PEP — either in CPA preparatory courses or
in recognized courses and programs offered by post-secondary institutions.

Note that the term “student” may be used by provincial/regional bodies to refer
to CPA candidates, depending on provincial/regional regulation.

See CPA candidate.

19
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Depth:

The requirement for CPA students/candidates to gain proficiency in all techni-
cal competency sub-areas relating to one competency area, with at least two
competency sub-areas being at Level 2 proficiency. The remaining competency
sub-areas need to be at least at Level 1 proficiency. See also Breadth, Core,
Competency sub-area and competency statements.

Enabling competencies:

The essential skills for ethical behaviour, decision making, problem-solving,
communication, and leadership required of a professional accountant. See
also Competency area, the CPA Competency Map, and Technical competencies.

Foundational level:
An employment position in which the majority of technical proficiency is at
Level O, with only one competency sub-area at Level 1 proficiency.

Mentor:

A CPA, or another individual otherwise approved by a provincial/regional body
under the requirements contained in the CPA PER, who provides guidance

to CPA students/candidates on competency development, and who models
and facilitates the understanding of the CPA profession’s values, ethics and
attitudes.

Practical experience reporting tool (PERT):
The online tool for CPA students/candidates to report their practical experi-
ence. PERT is used in all provinces/regions, with the exception of Quebec.

Pre-approved program leader:

The senior CPA responsible for an office’s preapproved programcs). This indi-
vidual is sufficiently senior to adjust the duties of CPA students/ candidates

to provide opportunities to obtain the technical and enabling competencies
required of the training program. See also CPA pre-approved program, Mentor

and Supervisor




PER Glossary

Proficiency level:

At the point of certification, CPA students/candidates are expected to demon-
strate competence (a combination of attitude, skill, and knowledge) at defined
levels of proficiency. Three distinct and progressively higher levels of profi-
ciency are described, reflecting the increase in the ability of CPA students/ can-
didates throughout the program. Complexity, circumstance, and autonomy are
considered in determining proficiency levels. Generally, as complexity increases
and/or routine work decreases and/or autonomy increases, the proficiency
level increases.

There are three levels of proficiency:
1. Level O — Experience that is at an administrative or clerical level.

2. Level 1 — Experience that is at the professional level but lower than that
expected of a newly certified CPA. This can include experience with tasks
that are routine in nature, of a low level of complexity, and/or are executed
with little autonomy.

3. Level 2 — The experience level expected of a newly certified CPA. See also
Autonomy, Circumstance, and Complexity.

Provincial/regional body:
A professional accounting body that is a member of CPA Canada.

Reporting:

CPA students/candidates are required to capture all practical experience in
experience reports. The reports contain factual information such as the type of
experience being obtained (through experience verification or through a pre-
approved program) and duration, as well as an assessment of the experience.

Secondment:
Qualifying experience obtained outside of the pre-approved program that does
not require CPA students/candidates to switch to experience-verification.

Self-employed:
Individuals who work under contract or in a consultative capacity for someone
other than themselves are not considered to be self-employed.
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Supervisor:

The person to whom CPA students/candidates report. In experience verifica-
tion, the supervisor verifies that the experiences of CPA students/candidates
are appropriately reflected in experience reports. In pre-approved programs
the supervisor assigns work according to the program. Ideally, the supervisor is
also a professional accountant. See also Mentor.

Technical competencies:
The abilities expected of professional accountants and performed by professional
accountants in many roles in public practice, industry, and the public sector.

For purposes of practical experience, the required technical competencies have
depth, breadth and core proficiency standards. See also Competency area, CPA

Competency Map, Depth, Breadth, Core and Enabling competencies.

Volunteer:
Experience where there is no financial gain for the individual.
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Appendix

Below are definitions of the fields and terms you will see throughout PERT. For
the purposes of this appendix, we will refer to both candidates and students as

‘future CPAS’

Mentor’s Profile

The profile contains your personal information and mentorship preferences if
you are an approved mentor. Only mentors can view their profile, although
some of the information is displayed in other areas.

Your Profile page will display the following:

| am mentoring within a
Pre-approved Program

This box will need to be checked if you are mentor to a future CPA
in a Pre-Approved Program.

Pre-approved Program
Organization

The organization that you are employed with.

| want to be added
to the Mentor Match
Portal

If you have selected Yes, your name, industry, and biography will be
visible in the Mentor Match Portal for future CPAs seeking a mentor.

| would accept interna-
tional mentees

Checking this box indicates that you are willing to mentor a future
CPA who is working outside of Canada in an international capacity.

Maximum Mentees

The maximum number of mentees you are willing to mentor at any
one time.

Language Spoken

The language(s) you speak.

Language Preference

Your preferred language of communication (English or Francgais).

Biography If you agreed to be added to the Mentor Match Portal, your biogra-
phy (bio) will be displayed in the portal.

Industry If you agreed to be added to the Mentor Match Portal, the industry
you selected will be displayed in the portal.

First Name Your first name.

Last Name Your last name.

Email The email that the provincial/regional CPA body will use to contact

you.
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Future CPA’s Home
The future CPA’'s Home page displays any upcoming or outstanding action
items and an overview of what requirements have been reported.

This page is visible to the future CPA as well as any supporter (program man-
ager, program leader and/or mentor) who is connected to them.

The future CPA’s Home page will display the following:

Reporting Status Indicates the future CPA’s current status in fulfilling the practical

experience requirements.

¢ Pre-assessment Required: Current employment has not yet been
approved for reporting.

¢ Pending Enrolment: Currently awaiting employment confirma-
tion from their program manager.

¢ In Progress: Qualifying employment has been approved. Experi-
ence reporting can begin if a mentor’s name has been included
in the profile.

¢ Unemployed: Currently unemployed or not employed in a quali-
fying role.

¢ PER Standard Met: Future CPA has met all the practical experi-
ence requirements.

PER Start Date The date set once the future CPA is approved for reporting and have
added their mentor. Once this date is set, reporting can begin.

Program The pre-approved program in which the future CPA is enrolled. This
is only visible if their Experience Route is PPR.

Experience Route This is the “route” the future CPA is reporting experience through.

e Pre-Approved Program Route (PPR): Working within a pre-
approved program where the employer ensures exposure to all
the required experience.

« Experience Verification Route (EVR): Not employed in a pre-
approved program, this self-directed, flexible route has more
touchpoints.

¢ Unemployed: Unemployed, or not employed in a qualifying role.

Next Experience The date displayed triggers a notification reminder for the future
Report Date CPA to document their experience.

Once they have completed their first report, they will be prompted
to enter a preferred date for their next reminder.

Note: future CPAs are required to report experience semi-annually.
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Mentor

The CPA who is supporting the future CPA throughout their practi-
cal experience.

A mentor is required before the future CPA can get a PER Start
date.

Next CPA Review

Either displays a specific date or “Upon Completion”.

¢ Date displays the next scheduled date experience reports are
required to be sent to the provincial/regional CPA body for CPA
Review.

¢ Upon Completion means a CPA Review is only required when
Core/Breadth/Depth, Enabling and Duration are all reported as
“Met”.

A CPA Review is also required if the future CPA changes jobs.

Action Item Displays any upcoming or outstanding items that a future CPA is
required to complete as part of the practical experience reporting
process.

Penalties may apply if items are not completed.
Overview Shows a brief snapshot of how much progress the future CPA has

made toward meeting the practical experience requirements.

Duration Requirements

This is a calculation of all qualifying duration reported and eligible to
be recognized.

Competency
Requirements

This is a display of each competency (Technical - Core, Depth and
Breadth, and Enabling) and whether it has been reported as “met”
or “not met”.
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Mentor Home

This page will display any pending items and a list of your mentees.

The mentor Home page will display the following:

Mentor Displays if you are a mentor.
* View My Profile: View and edit your mentor profile.
¢ View My Mentees: View and manage your mentees.
Mentees Displays if you are a mentor and have active mentees.

¢ Name: Displays the name of your mentee.
¢ Experience Route: This is the “route” your mentee is reporting
experience through.

— Pre-Approved Program Route (PPR): Working within a pre-
approved program where the employer ensures exposure to
all the required experience.

— Experience Verification Route (EVR): Not employed in a pre-
approved program, this self-guided, flexible route has more
touchpoints.

— Unemployed: Unemployed, or not employed in a qualifying
role.

¢ Next Experience Report Due: The date displayed triggers a
notification reminder for your mentee to document their experi-
ence. Once they have completed their first report, they will be
prompted to enter a preferred date for their next reminder. Note:
future CPAs are required to report experience semi-annually.
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Experience reports
The future CPA’s Experience Reports page displays a list of all experience
reports.

These experience reports are how a future CPA documents their development
toward the required practical experience competencies. The provincial/regional
CPA body will review these reports and determine whether the practical expe-
rience requirements have been met.

This page is visible to the future CPA as well as any supporter (program man-
ager, program leader and/or mentor) who is connected to them.

The Experience Reports page will display the following:

Report Status Indicates the current status of the experience report.

¢ New: Future CPA has created the report but has not completed it.

¢ Complete: Future CPA has completed their report and is ready to
discuss with their mentor and/or have the report verified.
* Follow-up: Indicates that an update/correction needs to be made.
¢ Verification Requested: The report has been sent to the supervi-
sor to verify the factual accuracy of the experience reported.”
¢ Admin Assess: An exception has occurred. The PERT administra-
tor will assess it to determine what is needed.

¢ Verified: The report has been verified and is ready to be sent for
CPA Review if due.

¢ Reviewed: The CPA reviewer has reviewed this report. It cannot
be edited any further.

Report Type Indicates what type of experience is being reported:

e Current Experience: Experience obtained after the PER Start
Date.

e Prior EV: Experience obtained before the PER Start Date gained
in the Experience Verification Route.

¢ Prior PPR: Experience obtained before the PER Start Date
gained in the pre-approved program route.

e Catch up: An exception report should be used only if instructed
to by the provincial/regional CPA body.

Report Period This indicates the time period this report covers. Experience
reported in this report should have been obtained during this report
period.

The report period calculates towards the duration requirement.

Employer Displays the employer of the future CPA from the report period.
Position Displays the position (job title) of the future CPA from the report
period.

View Click on this button to view the experience reported.
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Inside an Experience report

On the Experience Reports page, clicking to view an experience report will
open to the Report Details. You will see there are five sections to an experience
report on the progress bar.

These sections are all visible to the future CPA as well as any supporter (pro-
gram manager, program leader and/or mentor) who is connected to them.

The sections contain the following:

Report Details

Contains the overall details of the experience report (for example,
the employment information and supervisor information).

On this page, a future CPA can:

¢ Edit: if the experience report is in a new, follow-up or complete
status.

¢ Delete: if the experience report is in a new, follow-up or com-
plete status.

¢ Complete: if the experience report is in a new or follow-up
status.

¢ Send to supervisor: if the experience report is for EVR and in a
complete status.

e Cancel sent to supervisor: if the experience report is in a verifi-
cation requested status.

¢ Verify: if the experience report is for PPR and in a complete
status.

e Copy: if the experience report is in verified or reviewed status.

e Re-open: if the experience report is in verified status

All PERT users can print any experience report. Using this function
will display all sections of the report on one page.

Technical
Competencies

Contains a list of each technical competency.

¢ Competency Area: Clicking on each competency area or the +
will direct you to the sub-competency details for that competency
area.

¢ Your Sub-Competencies: Indicates which sub-competencies
have been reported and/or verified (if required).

Clicking on the competency area is how the future CPA reports
their experience within each sub-competency. Supporters can also
click into each competency area or the + and view the reported
experience.

Note: the (?) contains more information about the terms and guiding
questions to help the future CPA know which technical competency
to report against in relation to their job.
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Enabling Competencies

Contains a list of each enabling competency.

 Enabling competency: Clicking on each question or the + will
direct you to the details for that question.

¢ Answered: Indicates which questions have been answered.

* Self-assessed proficiency: displays the self-assessed proficiency
if the future CPA has entered one.

¢ CPA reviewed proficiency: displays the CPA reviewed pro-
ficiency if the report has been reviewed. The CPA reviewed
proficiency overrides the self-assessed proficiency.

Summary Questions are also required if any enabling competency

guestion has been answered.

¢ Summary question: Clicking on each question or the + will direct
you to the details for that question.

¢ Answered: Indicates which questions have been answered.

Clicking on each question is how the future CPA answers them.
Supporters can also click into each question or the + and view the
reported experience.

Note: the (?) contains supporting information to help the future CPA
answer the enabling competency questions

Notes

Here you can view any Notes that have been entered.

Attachments

Here you can view any attachments on this report.

Consolidated Summary

The future CPA’s Consolidated Summary page displays a list of all experience
reports. Here you can consolidate all experience reports to see a full summary
of what has been reported.

This page is visible to the future CPA as well as any supporter (program man-
ager, program leader and/or mentor) who is connected to them.

Select the specific experience reports or select all and click VIEW SUMMARY.
The future CPA’s Consolidated Summary page will display the following:

Duration Requirement

This section provides an overview of leave, any duration penalties,
and duration required adjusted for the leave allowance and penalty.

Competency
Assessment

This section matches the competencies the future CPA reported
against the practical experience requirements of core, breadth,
depth and enabling.

Enabling Competencies

To view more details of the enabling competencies reported, click
on the +.

Technical
Competencies

To view more details of the technical competencies reported, click
on the +.
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Mentor Meetings

The future CPA’s Mentor Meetings page displays a list of all mentor meetings.
This is how future CPAs and mentors document their required meetings.

This page is visible to the future CPA as well as any supporter (program man-
ager, program leader and/or mentor) who is connected to them.

The Mentor Meetings page will display the following:

Status

Indicates the current status of the mentor meeting:

¢ Requested: indicates that a meeting has been requested, but not
yet completed. The mentor is responsible for completing this.

¢ Completed: indicates that this meeting has been completed. No
edits can be made.

¢ Cancelled: indicates that this meeting has been cancelled. No
edits can be made.

Meeting date

Indicates the date this meeting took place. The mentor will enter
a date when completing the meeting. It may be blank if the meet-
ing has not been completed, or if the meeting is older than 2019.

Mentor

This indicates the mentor who completed this meeting.

View

Click on this button to view the details of the meeting and and/or
complete it if necessary.
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Mentor Meeting Details
On the Mentor Meetings page, clicking to view a mentor meeting will open it
and display the details.

Mentor meeting details are visible to the future CPA as well as any supporter
(program manager, program leader and/or mentor) who is connected to them.

The Mentor Meetings page will display the following:

Mentor This indicates the mentor who completed this meeting.

Meeting Status Indicates the current status of the mentor meeting:

¢ Requested: indicates that a meeting has been requested, but not
yet completed. The mentor is responsible for completing this.

¢ Completed: indicates that this meeting has been completed. No
edits can be made.

¢ Cancelled: indicates that this meeting has been cancelled. No
edits can be made.

Meeting Date Indicates the date this meeting took place. The mentor will enter a
date when completing the meeting. It may be blank if the meeting
has not been completed, or if the meeting is older than 2019.

Meeting Statements These statements along with the comments, provide a quick over-
view of what was discussed in the meeting and whether the future
CPA is on track with their reporting.

Comments These comments along with the meeting statements, provide a
quick overview of what was discussed in the meeting and whether
the future CPA is on track with their reporting.

CANCEL (BUTTON) If the meeting is in a Requested status, the future CPA and mentor
can cancel it to indicate the meeting never took place.
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CPA Reviews

The future CPA’'s CPA Reviews page displays a list of all CPA Reviews.

Future CPAs request a CPA Review of their experience report(s) to get their
experience recognized by their provincial/regional CPA body.

During a CPA Review, the self-assessed proficiency and details within each
experience report will be assessed to determine whether they have been
reported accurately and/or the practical experience requirements have been met.

This page is visible to the future CPA as well as any supporter (program man-
ager, program leader and/or mentor) who is connected to them.

The CPA Reviews page will display the following:

Requested This indicates the date the future CPA originally requested the CPA
Review.
Completed This indicates the date the CPA Review was completed.

If it has not yet been completed, this will be blank.

Status Indicates the current status of the CPA Review:

¢ Data Check: The CPA Review requires program manager
verification..

* Certification Requested: The CPA Review requires program
leader certification.

¢ Assessment Requested: The CPA Review is with the provin-
cial/ regional CPA body but has yet to be assigned to a CPA
Reviewer.

¢ Required: The CPA Review has been assigned to a CPA reviewer.

¢ Follow-up: The CPA reviewer has requested additional informa-
tion before they can complete the CPA Review. Once changes
have been made, the CPA Review needs to be re-submitted.

¢ Completed: The CPA Review is complete.

e Cancelled: The CPA Review has been cancelled.

View Click on this button to view the details of the CPA Review.

Here a future CPA can view any comments provided and program
managers/program leaders can verify/certify the CPA Review.
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CPA Review Details

On the CPA Reviews page, clicking to view a CPA Review will open it and
display the details.

CPA Review details are visible to the future CPA as well as any supporter (pro-
gram manager, program leader and/or mentor) who is connected to them.

The CPA Review will display the following:

Type There are two types of CPA Reviews:

¢ Pre-assessment: This is used when a future CPA in EVR needs to
have their employment assessed and determined that they are in
a qualifying role.
(PPRs do not require a pre-assessment).

¢ Assessment: Any other time a future CPA requests a CPA
Review, this is to have their experience assessed.

Review Reason There are five reasons why a future CPA would need a CPA Review:

¢ 12-Month Assessment: A requirement for EVR only. After 12
months of experience, the CPA Reviewer will check the future
CPA’s experience and identify whether they are on-track.

¢ Change of Job Assessment: Required for any future CPA
changing jobs while reporting practical experience.

¢ Completion Assessment: This should only be used if all the PER
requirements have been met.

¢ Student Requested: Optional. At any time, future CPAs can
request a CPA Review to check whether they are on-track
(additional details are required to identify why the future CPA is
requesting the CPA Review).

¢ Profession Requested: The CPA reviewer will have specifically
requested for the future CPA to use this reason.

Status Indicates the current status of the CPA Review:

e Data Check: The CPA Review requires program manager
verification.

¢ Certification Requested: The CPA Review requires program
leader certification.

* Assessment Requested: The CPA Review is with the provincial/
regional CPA body but has yet to be assigned to a CPA
Reviewer.

¢ Required: The CPA Review has been assigned to a CPA
Reviewer.

¢ Follow-up: The CPA reviewer has requested additional
information before they can complete the CPA Review. Once
changes have been made, the CPA Review needs to be
re-submitted.

e Completed: The CPA Review is complete.

¢ Cancelled: The CPA Review has been cancelled.

Date Created This indicates the date the future CPA originally requested the CPA
Review.

Program Manager This displays any comments provided by the program manager

Comments provided during their verification.

This will be blank if program manager verification is not required.
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Program Leader
Comments

This displays any comments provided by the program leader
provided during their certification.

This will be blank if program manager leader is not required

CPA Review Comments

This displays any comments the CPA reviewer provided.

This will be blank if the CPA Review has not been completed.

CPA Administrators
Only

This section is for administrative purposes and only displays for

future CPAs in PPR. Future CPAs in EVR will not see this section.

+ Date/Leave Declaration: Displays whether the program leader
has agreed or disagreed to the Date/Leave Declaration.

¢ Mentor Meeting Declaration: Displays whether the program
leader has agreed or disagreed to the Mentor Meeting
Declaration.

¢ Mentor Meeting Declaration: Displays when the program leader
disagreed to the Mentor Meeting Declaration and indicated
Other.

¢ Mentor Review Declaration Other Comments: Displays
comments on why program leader disagreed to the Mentor
Meeting Declaration.

¢ Charge Hours Declaration: Displays whether the program leader
has agreed or disagreed to the chargeable hours.

¢ All 30-Month Declaration: Displays whether the program leader
has agreed or disagreed to the All 30-Month Declaration.

¢ Not all 30-Month Declaration: Displays whether the program
leader has agreed or disagreed to the Not all 30-Month
Declaration.

« Departed Declaration: Displays whether the program leader has
agreed or disagreed to the Departed Declaration.

¢ Certified by: Displays the name of the program leader who
completed the certification.

View CPA Review
Summary

Click on this button to view a summary of the CPA Review.

There is no button if the CPA Review has not been completed.
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CPA Review Summary
On the CPA Review Summary page, the future CPA as well as their mentor
who is connected to them can view all the CPA Review details.

The CPA Review Summary will display the following:

Date Created This indicates the date the future CPA originally requested the
CPA Review.

Date Completed This indicates the date the CPA Review was completed.

CPA Review Reason This indicates the reason why the future CPA originally requested

the CPA Review.

CPA Review Comment This displays any comments the CPA reviewer provided.

Experience Reports This displays a list of experience reports included in the CPA
included in this Review Review.

Technical To view more details of the technical competencies reported/
Competencies granted, click on the report name.

Enabling Competencies | To view more details of the enabling competencies reported/

granted, click on the report name.
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