Before commencing with this area, you will need to read through the following guidelines to ensure you
have followed all procedures correctly. You are also required to be familiar with the CPCF regulations.

Registration

1 You must be registered with CTSI first as a Stage 3 candidate.

T All registrations are completed on-line. https://bit.ly/3dNvjJO
! For information on the fees associated with Stage 3, please read the CPCF Stage Fees document
which can be found on the Training and Exams tab. The following link will take you to the correct

area. https://bit.ly/37dBcwJ

f  There are no exemptions available for this stage.

T CTSI will confirm you are eligible to complete this stage via email. This letter will be emailed to
you, using the email address supplied with your booking.

T You will be required to read through and sign the Academic Misconduct and Integrity Statement

form.

T Set up your own Microsoft account (if you do not have one already). CTSI will set up your own

SharePoint area that you will use for submitting your project proposal form as well as your

completed project.

For information on this, please use our SharePoint guide found on the Stage 3 area (use following

link): https://bit.ly/30[ECe6

It is important that when you supply your project proposal to CTSI via SharePoint, that you also
provide the signed Academic Misconduct and Integrity Statement.

Reading

f Prior to completing the project proposal form, you must read through the Unit 7: Trading

Standards Advanced Practitioner Handbook. The handbook provides guidance on how to
complete the 8,000-word project. This includes what you will need to do and the evidence you will

need to provide with your project proposal.

1 You should also download the Unit 7: Research Methods Guide. The guide outlines information
on research methodologies, including what type of methodology you should use for your project.

Is it Qualitative or Quantitative? Read this guide prior to starting the project proposal.

Support/mentor

1 Itis expected that your employer will nominate a person/mentor (or if your employer is not

supporting you through Stage 3, you will find a or colleague/peer) who will provide you with support

during the process of compiling your project.

f  The mentor will act in an advisory capacity, but will not undertake any of the work associated
with your project. [See Unit 7: Mentor Guide].
1 This person, where possible, will have an expertise in the subject area you are covering within your

project.

T You will ensure your mentor is aware of their role during this process and have read the guide.

! You and your mentor will complete the Candidate Progress Log and include with your final

submission.
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Re-submissions

T Where the examiner feels there is a minimal deficiency within your project that could be easily
rectified, you will be given two weeks to re-submit your updated project. The examiner will provide
you with basic feedback on what you need to concentrate on to improve your submission.

If the examiner feels that there is substantial work required still on your project, this will go through



