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L3 Payroll Online Skills Appraisal (P3OSA) – PM.Dip 

 

Purpose: 
This fact sheet explains the L3 Payroll Online Skills Appraisal (P3OSA) for applicants seeking exemption from the ICB Level III Diploma in 

Payroll Management. It outlines the topics covered, exam structure, scoring and next steps. 

P3OSA Assessment Structure: 
The P3OSA is a 2-hour online open-book assessment with 30 questions. As part of your exemption application, you will have three 

opportunities to pass the assessment. The assessment will cover three areas: 

• Technical knowledge – multiple-choice questions covering legislation, calculations and statutory payments. 

• Practical scenarios – short case studies requiring you to calculate gross-to-net pay and apply deductions and benefits correctly. 

• Compliance and ethics – questions on RTI submissions, data protection, confidentiality, audit trails and professional conduct. 
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Topics Covered: 
The P3OSA assesses knowledge, understanding and practical competence across the core elements of payroll management, includin g: 

1. Legislation, data protection and professional ethics 

2. Calculation of gross pay, including hourly, salaried and irregular earnings 

3. Statutory payments: sick, maternity, paternity, adoption and shared parental pay 

4. National Insurance contributions and other statutory deductions (e.g. student loans, attachments of earnings)  

5. Pay As You Earn (PAYE) systems, tax codes and real-time information (RTI) submissions 

6. Benefits and expenses, including benefits-in-kind and Class 1A NICs 

7. Directors’ remuneration and complex payroll scenarios 

8. Pension schemes and auto-enrolment 

9. Year-end procedures, including P45, P60 and P11D forms 

10. Payroll software and systems proficiency 

11. Problem-solving, judgement and audit readiness 

12. Communication with HMRC, clients and employees, and ongoing professional development 

 

Scoring and Attempts: 
As you are applying for exemption from an ICB qualification, you are expected to achieve a score of at least 85% in your exam. The OSA is 

open book, but all work must be your own. You have three attempts to achieve the required pass mark. If you need additional support, a Level 
3 Payroll Learning Hub is available to purchase (https://www.bookkeepers.org.uk/Shop/Payroll-Learning-Hub-2025-26/p/1329/). 

 

Example P3OSA questions are provided at the end of this Fact Sheet. 
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Assessment Booking: 
Once each assessment is booked, you will receive an email letting you know that your paper is ready. Along the lines of: 

Dear candidate, 

Your assessment is now ready, please log in to www.bookkeepers.org.uk/MyICB/Assessments for information. 

This paper will be valid for exactly 14 days from the date and time you are booked in.  

This time frame includes the period of two hours allowed to complete the paper, the countdown for which commences when you click 

the ‘Start’ button.  Your remaining time will be clearly visible on screen at all times whilst you are completing the examination.  

If you get stuck on a particular topic, you can move on and come back to it later.  

As you have relevant prior learning and/or experience and are applying for exemptions from ICB qualifications, you are expect ed to earn 85% 

of the available marks in your Online Skills Appraisal.  You have been given 2 hours to complete the work and, although the work must be 

exclusively your own, this is ‘open-book’ work.  

The Institute of Certified Bookkeepers cannot be held responsible for loss of internet access, computer breakdown or any other problem 

arising from technical issues on the candidate’s personal computer. It is the candidate’s responsibility to carefully check all answers 

submitted before ending the assessment. Once the Finish button has been clicked the result is final.  

 

Next Steps: 
When you have completed the appraisal, a summary of your answers will appear on screen. You must ensure that you are happy with all your 

responses before clicking “Finish”, as you will not be able to access the paper again. If you pass, contact the Exemptions te am to confirm the 

next steps. If you are unsuccessful and have attempts remaining, contact the team (Tel. 0203 405 4000 or exemptions@bookkeepers.org.uk) 

to schedule your next appraisal attempt. 
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Example Questions 

(NB. These examples are not real questions; they are not designed for you to complete them.) 
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You may click on any section to go back to check your answers. It is your responsibility to check that you have completed all the tasks and that 

you are happy with your answers before you click ‘Finish’ from the final screen, at which point your answers will be submitted and you will no 

longer be able to gain access to this paper.  

Once you have answered all the questions and clicked ‘Finish’ you will be taken to a screen which shows a summary of the sections of the exam. 


