
  

 

Part-time working 

As a guideline, three years of full-time experience equates to 4,620 hours of working time (approximately 35 hours per week). 

ACCA, however, recognise that not all members work full-time hours. We want to ensure that members who work part time have 

equal opportunities to further their career and obtain a practising certificate (and audit qualification). 

If you are working part-time you are still required to go through the same rigorous process as a member working full-time. However, 

you may need to document more than three years of work experience in order to meet the time requirements. 

ACCA will consider your application as soon as the minimum required 4,620 hours are met. Work experience is expected to be 
recorded in six-monthly blocks of time and you must continue having regular six-monthly reviews with your training principal. Only 
the last block of time being recorded could be an exception to the six-month period, this will either be a shorter block (see scenario 
1 below) or a longer block (see scenario 2). You should document a longer last block if you only have a small additional number of 
hours to reach the time requirement. 
 

Scenario 1: 

John works 25 hours per week on average and is looking to obtain a practising certificate and audit qualification. He would need to 

complete two Time summary documents to demonstrate that he has met the minimum time requirements. John has completed 

seven six-monthly blocks and one shorter block of approximately four months in order to meet the minimum time requirements. The 

total of his hours across the two Time summary documents is 4,620. 

 

Scenario 2: 

Sobia works 17.5 hours per week on average and is looking to obtain a practising certificate. She would need to complete two Time 

summary documents to demonstrate that she has met the minimum time requirements.  Sobia has completed ten six-monthly 

blocks and one longer block of approximately seven months in order to meet the minimum time requirements. The total of her hours 

across the two Time summary documents is 4,620.  
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Scenario 1 Time Summaries 
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Scenario 2 Time Summaries 
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