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Introduction

ABC Ltd is authorised and regulated by the Financial Conduct Authority (FCA) and provides advice to clients in a range of areas, including investments and non-investment protection. 
FCA rules require that persons holding certain control functions e.g. customer-facing controlled functions (old CF30) and/or performing particular roles within the firm are subject to specific Training & Competence (T&C) requirements. 

We continue to be a single adviser firm where the sole adviser is also a principal in the firm. A process of self-supervision is therefore considered more appropriate for our firm.

This plan sets out the firm’s specific T&C procedures and how they apply.
The remainder of this plan is in the first person as I am the only relevant individual involved with it.
Section 1: Overview 

1.1
Purpose

I have implemented this T&C plan for the following key purposes;

· To meet the T&C requirements of the FCA by ensuring that staff are suitably trained, experienced, competent and possess the minimum regulatory qualifications
· To assist with, and provide a framework for the ongoing development of our staff

1.2
Who does the plan cover?

Me – James Bond - JB.

1.3 
Management Information

Appropriate management information relating to my on-going monitoring and development is recorded and maintained.
Section 2: Training

2.1
Training needs

As part of the implementation of this T&C plan I will ensure that;

· At intervals appropriate to the circumstances, I will determine my training needs, and organise appropriate training to address these needs; and

· Ensure that training is timely, planned, appropriately structured and assessed

It is acknowledged that competence is role specific. Where I intend moving into a new area of business and/or advise on new (complex) products, any training needs will be determined and acted upon before engaging in the activity.

2.2
Appropriateness of training

Where possible I will ensure that all training;

· Takes into account the knowledge and skills necessary to fulfil my role

· Remains appropriate, effective and up to date

· Takes into account changes in the market and to products, legislation and regulation

Section 3: Maintaining Competence

3.1
Requirement to maintain competence

It is acknowledged that competence must be maintained and evidenced from time to time but at least annually.

The objective is to ensure that I remain competent taking into account;

· My specific role;

· My product and technical knowledge and its application;

· The application and development of appropriate skills relevant to my role; and

· Changes in market, legislation, regulation and internal procedures 

3.2
Statement of Professional Standing

I maintain a current SPS certificate which renews at the end of April each year. This efectively confirms that my CPD up till 30th April is complete and up to date.
Section 4: Supervision

4.1
Structure of supervision

The firm has a single adviser / principal of the business. A formal monitoring and supervision structure is not therefore appropriate. 

There is instead a process of self-supervision whereby I maintain appropriate records, which are then self-validated on at least an annual basis.

A key element of supervision control is delivered by third party compliance consultants who review client files to provide independent feedback.

Section 5: Key performance indicators 

5.1
Overview

A Key Performance Indicator (KPI) represents a performance standard against which individuals can be measured. The KPIs selected are considered appropriate to our firm.

KPIS are assessed as management information at a firm level only. We assess KPIs either half-yearly or annually, depending on risk. 

The detail of our MI / KPIs is collated, recorded and maintained separately, as part of the central governance of the firm.

The following points should also be noted:

· A single deviation will not necessarily in itself be a problem, but will be considered in the light of all available evidence.

· It is important to monitor any trends in the performance standards, rather than always examining any one set of figures in isolation.

5.2
KPIs – File Reviews

The file review KPI is a key measure in how we deal with our clients in terms of understanding their objectives and requirements. This includes their attitudes to risk and capital loss, ensuring that any advice and transactions are suitable and that ongoing client reviews are undertaken in accordance with our procedures. The review will consist of both a completeness (by our internal staff) and suitability of advice (by our compliance consultants) check.
File reviews also allow us to identify potential areas of weakness, either in my work or indeed in relation to wider issues in the overall advice process. We will therefore aim to have a sample of files externally reviewed at least on an annual basis in order to obtain an independent assessment. 

5.2.1
Selection of files
Files will be selected for checking using a risk-based approach (for suitability of advice) i.e. ensuring an appropriate sample is reviewed across an appropriate range of product areas / advice / client reviews and will include a mix of new and existing clients. In selecting the files to be checked particular focus will also be paid to potentially high-risk areas of business. Files may also be selected if the firm has identified any particular systemic issues. There is no minimum or maximum threshold for the number of files checked. Generally, I will exclude simple advice (e.g. new ISA contributions investing into our centralised investment proposition.
5.2.2
File review assessment

File reviews will be scored as follows;

1. Suitable - No issues identified
2. Suitable - Some minor compliance, procedural, or administrative issues identified
3. Unclear - Compliance failings identified, which may affect the overall suitability of the advice given
4. Unsuitable - Serious compliance failings identified, which give rise to concern regarding the suitability of the advice
5.2.3
File review KPI

As referred to in 5.2.2, files will be scored as 1, 2, 3 or 4. The KPI benchmarks for file reviews are as follows;
	KPI
	Measure
	
	Acceptable level in rolling 12 months

	1. Financial data capture

2. Risk profile assessment

3. Ceding scheme analysis (switch / transfer business)

4. Suitability – Technical quality of advice
5. Suitability – fair, clear, not misleading
	Average score of files reviewed 
	
	≤1.4

	
	
	
	>1.4 - ≤ 2

	
	
	
	>2 - ≤ 3

	
	
	
	<3

	
	
	


5.2.4
Remedial action

All remedial work will be completed within 10 working days.

5.3
KPIs – General 
In addition to the file review KPI I consider the following KPIs appropriate.  These are set out in the table below.
	KPI
	Measure
	KPI Rating
	Acceptable level in rolling 12 months

	Completion of agreed client service
	Client reviews completed within appropriate timescales as defined within the firm’s agreed service levels
	
	95% or more completed on time



	
	
	
	85% - 94% completed on time or within 1 month of the due date

	
	
	
	75% - 84% completed on time or within 2 months of the due date

	
	
	
	Less than 75% completed on time or beyond 3 months of the due date

	Complaints
	Maximum number of complaints in one year
	
	None

	
	
	
	No advice complaints upheld, up to 3 service complaints upheld

	
	
	
	No advice complaints upheld, up to 6 service complaints upheld

	
	
	
	1 or more advice related complaints or > 6 service complaints upheld

	CPD
	Completion of Appropriate and Sufficient (on target for 35 hours including 21 hours structured) CPD, 
	
	Is sufficient, appropriate

	
	
	
	N/A

	
	
	
	Is appropriate but not sufficient or vice versa 

	
	
	
	Is neither appropriate nor sufficient 

	Execution only
	Maximum percentage of cases written on an ‘execution only’ basis
	
	None

	
	
	
	Maximum of 3

	
	
	
	Maximum of 5

	
	
	
	More than 5

	Replacement policies
	Maximum percentage of replacement cases
	
	Maximum of 25%

	
	
	
	Maximum of 30%

	
	
	
	Maximum of 35%

	
	
	
	More than 35%

	Range of advice by product type
	Minimum percentage of cases undertaken in each of the primary authorised areas 
	
	A presence of all recognised mainstream tax wrappers and some protection

	
	
	
	N/A

	
	
	
	A presence of all recognised mainstream tax wrappers - no protection

	
	
	
	Narrow band of products


Section 6: Continuing professional development.
6.1
Overview

Continuing professional development (CPD) is a key element in helping to meet the requirement to maintain competence. An appropriate programme of CPD will therefore be undertaken with relevant records being retained. 

There will be an emphasis on the quality of any CPD undertaken. This relates to the appropriate nature of the CPD relative to my role and development needs, and sufficiency, relative to the diminished structured and unstructured levels.

6.2
CPD programme

The key objectives to be achieved by the programme are as follows;

· To maintain my technical knowledge

· To maintain my skills at the level required of a competent individual

· To maintain awareness of changes in the market and to products, legislation and regulation

· To ensure my regulatory knowledge is sufficient to allow me to run my business without fear of regulator or claims issues
· To ensure I run my business efficiently
Each year I approach my CPD programme as follows

Step 1
Determine the “gap”. In other words, what do I need to do/know that I don’t do/know now?

Step 2

What is a suitable way to fill the “gap”? 

Step 3
Complete the required activity and maintain appropriate records.
Step 4

Check that the “gap” identified in Step 1 has been filled? Any remaining “gap” starts the process again, with possibly a different means of delivering the training / learning.
6.3
CPD for specialist activities and/or significant influence positions
CPD records will aim to record that competence is being maintained in all relevant areas and in particular specialist or high-risk areas. 

These areas include, but are not restricted to:

· Pension Transfers

· Income Drawdown

· Lifetime mortgages and Home Reversion Plans

· Non mainstream pooled investments (including unregulated collective investment schemes)
· Structured products

· Tax incentivised schemes / products
In addition to the above, because I hold significant influence control functions within the firm my CPD should also cover CPD appropriate to my role including
· Compliance

· Financial Crime

· Approved persons responsibilities
· Business management knowledge and skills
Note:

1. Advisers should include 15 hours of insurance based CPD in the above in order to comply with the Insurance Distribution Directive.



2. The Pension Transfer Specialist (if the firm has one), should do an additional 15 hours of relevant pensions related CPD.

Section 7: T&C plan for non-advising staff 
Where we have staff contact clients with regulatory / advice-based information from January 2018 we are required to run an appropriate competency programme for them. This entails matching those elements of staff job descriptions which require regulatory competency, with a competency assessment and ongoing monitoring.
Non-adviser members of the scheme are only required to keep CPD records. They will be supervised and competence will be assessed via 121s.

Each non-advising staff member in the scheme will have his / her own training programme, dependent on the area of advice he / she is involved in. This will be set by the designated supervisor, who may be a line manager rather than the designated supervisor for the regulated scheme. Training is not necessarily a formal course – it should be designed to deliver competency.

Assessment is at least annual, and CPD should comprise at least 15 hours. There is no differentiation between structured and unstructured CPD.

Each year the supervisor will sit with them and set their CPD goals for the year. From time to time the supervisor may delegate supervision to one or more of the main supervisors.

Participants in the non-authorised T&C programme in 2018 are

	Name
	Position
	Nature of CPD
	Supervisor

	
	
	
	

	
	
	
	


Section 8: Record keeping

FCA rules require that our firm makes appropriate records to demonstrate compliance with T&C requirements.
We will keep all records for the timescales indicated. It will be the responsibility of the supervisor to maintain the relevant records. The records will include those detailed under 8.1 below.

7.1 Glossary of documents
Detailed below is a list of documents relevant to this T&C plan. 

· Development plans 

· CPD Records
· File review feedback
· Current SPS certificate
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