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Firm Name

Appointed Representative Ongoing Monitoring Plan

Month / Year


1. Introduction
This document sets out the Principal Firm’s approach to monitoring its Appointed Representative(s) (“ARs”) on an ongoing basis.

The Principal retains full regulatory responsibility for the activities of its AR(s) and must ensure that ARs:

· Remain fit and proper and financially sound
· Operate within the scope of permissions
· Deliver equivalent customer protections as the Principal

Monitoring is conducted on a risk-based, ongoing basis, with quarterly and annual reviews supported by thematic and ad hoc oversight.
This monitoring plan operates in conjunction with the firm’s AR onboarding and due diligence procedures, ensuring that both initial and ongoing supervisory requirements are met.

2. Objectives
The objectives of this monitoring plan are to:
· Ensure compliance with FCA requirements (including SUP 12, SYSC 28, PRIN)
· Promote delivery of good customer outcomes (Consumer Duty / TCF)
· Identify and mitigate conduct, operational and financial risks
· Detect customer detriment and weaknesses in control environments
· Provide clear MI and Board reporting

3. Governance and Oversight
Overall responsibility sits with the Principal firm Board.  Day to day oversight sits with the compliance function/SMF function.  Monitoring output feeds into monthly compliance meetings and quarterly Board reporting. Material issues are escalated immediately.

4. Monitoring Framework
4.1	Monitoring Approach: Monitoring comprises:
· File reviews / QA testing
· Call listening and communication reviews
· AR self-certification and questionnaires
· MI analysis (complaints, breaches, trends)
· Financial and operational reviews

4.2	Monitoring Cycle: Each monitoring period includes:
· Information gathering 
· Testing and assessment 
· Reporting (AR + Board) 
· Action tracking and follow-up

The intensity, frequency and scope of monitoring activity will be determined based on the risk profile of each AR. Factors considered include:

· Nature and complexity of activities undertaken
· Volume of business
· Customer type
· Previous compliance findings
· Financial position and stability

ARs will be risk-rated (e.g. High / Medium / Low) and this rating will inform the monitoring approach, including sample sizes, frequency of reviews and level of oversight.

5. Core Monitoring Areas

5.1	Fitness & Propriety / Governance
· Annual fit & proper assessments
· Review of directors, ownership changes
· Financial soundness checks

5.2	Financial Position
· Review of annual accounts / P&L
· Director loans and solvency indicators
· Ongoing viability

Indicators of heightened risk include:
· Deterioration in profitability or liquidity
· Increased reliance on director or third-party funding
· Late filing of accounts

Where identified, enhanced monitoring and escalation to senior management will be undertaken.


5.3	Conduct of Business
· File reviews and QA testing
· Confirmation AR operates strictly within its agreed scope of appointment and does not undertake activities outside of the Principal’s permissions
· Evidence of appropriate client outcomes

5.4	Client Communications (including disclosure) & Financial Promotions
· Disclosure documentation review
· Website / marketing checks
· Regulatory wording verification

5.5	Complaints Handling
· Complaints register review
· Root cause analysis
· Escalation to Principal

5.6	Breaches & FCA Notifications
· Breach identification and logging
· Assessment of reportability
· FCA notification where required

5.7	Training & Competence
· CPD Monitoring
· Evidence of staff competence and supervision

5.8	Introducers & Third Parties
· Introducer agreements
· Due diligence
· Payment structures
· Ongoing oversight

5.9	Consumer Duty / Customer Outcomes
Evidence of:
· Fair value
· Customer understanding
· Ongoing support
· MI supporting outcomes

5.10	AML & Compliance Framework
· AML processes
· Escalation mechanisms
· Internal compliance monitoring

5.11	Data Protection and Cyber Security
· Information security controls
· Data breach monitoring
· Access controls and third-party sharing

5.12	Gifts and Entertainment
· Gifts and entertainment register
· Staff awareness of the Gifts and Entertainment policy
· Monitoring of inducements and conflicts

6. Monitoring Calendar

Quarterly Monitoring:
· Staffing changes 
· Strategy / business changes 
· Financial updates 
· Complaints / breaches 
· Conflicts / gifts 
· Introducers 
· Consumer Duty outcomes
· Review of financial promotions and confirmation of Principal approval where required
· AR compliance attestation (where applicable)
· Review of Consumer Duty MI and outcomes

Annual Monitoring:
· Full financial review 
· Fit & proper reassessment 
· Business plan / structure review 
· AML / compliance framework 
· Data protection / IT controls

7. Management Information
MI includes:
· Complaints and trends
· Breaches and remediation
· File review results
· Consumer outcomes

MI must be:
· Reported to senior management
· Used to drive improvements

8. Documentation and Audit Trail
The Principal will maintain a complete audit trail of AR oversight, including:
· Monitoring outputs and testing records
· AR reports and action logs
· Evidence of challenge and follow-up
· Board reporting and MI

Records will be retained in line with regulatory requirements and made available to the FCA upon request.
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	Appendix 1 Regular Continuing Monitoring of AR Obligations

	Fitness and Propriety (Firm)

	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	To confirm that there has been appropriate regular checking of the AR’s fitness and propriety

	Does the Principal have a checklist to follow that includes appropriate levels of fit and proper checks?
	Check annually as part of compliance audit
	N/A
	

	
	Is it sufficiently detailed?
	Check against industry standards SUP 12 Annex 2 annually as part of compliance audit
	N/A
	

	
	Is it followed by the Principal firm?
	Check accuracy annually by Thistle Initiatives.

	N/A
	

	
Fitness and Propriety (Control Function(s))

	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	To confirm that there has been appropriate regular checking of the CF1 (AR) fitness and propriety:

honesty, integrity and reputation;
 
competence and capability; and
 
financial soundness.


	Does the Principal have a process to follow that includes appropriate levels of fit and proper checks?
	Check annually as part of compliance audit
	N/A
	

	
	Is it sufficiently detailed?
	Check against industry standards (FIT 2) annually as part of compliance audit
	N/A
	

	
	Is it followed by the Principal firm?
	Check accuracy annually by Thistle Initiatives.

	All
	






	Good Repute

	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	To confirm that there has been appropriate regular checking of the AR staff “Good Repute”
I.e.
has a clean criminal record;

has not previously been declared bankruptcy;

Unless they have been rehabilitated in accordance with national law.
	Does the Principal have a procedure to follow that includes appropriate levels of fit and proper checks?
	Check annually as part of compliance audit
	N/A
	

	
	Is it sufficiently detailed?
	Check against industry standards SYSC 28.3 annually as part of compliance audit
	N/A
	

	
	Is it followed by the Principal firm?
	Check quarterly by Principal firm
Annually as part of compliance audit
	All sales staff


2
	

	Financial Soundness

	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	To confirm that there has been appropriate regular checking of the AR’s financial soundness

	Does the Principal have a checklist to follow that includes appropriate levels of financial checks?
	Check annually as part of compliance audit
	N/A
	

	
	Is it sufficiently detailed?
	Check against industry standards SUP 12 Annex 1 annually as part of compliance audit
	N/A
	

	
	Is it followed by the Principal firm?
	Check accuracy annually by Thistle Initiatives.

	N/A
	

	Knowledge and Ability Requirements

	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	To confirm that there has been appropriate regular checking of the AR staff Knowledge and Ability Requirements.
E.g. 15 hour CPD
	Does the Principal have a procedure to follow that includes appropriate levels of CPD checks?
	Check annually as part of compliance audit
	N/A
	

	
	Is it sufficiently detailed?
	Check against industry standards SYSC 28.2 annually as part of compliance audit
	N/A
	

	
	Is it followed by the Principal firm?
	Check quarterly by Principal firm
Annually as part of compliance audit
	All sales staff


2
	




	
Conduct of Business

	Sales Process

	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	To confirm that the AR has a detailed sales process

	Does a sales / referral / introduction procedure exist?
	Check annually as part of compliance monitoring
	N/A
	

	
	Is it sufficiently detailed?
	Check against industry standards and expectations annually as part of compliance monitoring
	N/A
	

	Disclosure

	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	To confirm that there has been appropriate initial disclosure 


	Does the AR have a script or prompt to ensure disclosure information is fully covered?
	Check annually as part of compliance audit
	N/A
	

	
	Is it sufficiently detailed?
	Check against industry standards and expectations annually as part of compliance audit
	N/A
	

	
	Is it followed by sales staff?
	Check accuracy and competence of completed cases monthly/quarterly.
As evidence evolves the number of checks per sales staff will be determined by the competence of each individual 
	Risk-based sample, with a minimum of 5 files per quarter per adviser




5 Files per quarter as part of regular checks

	



	Client Communications (Including Disclosure) and Financial Promotions

	Disclosure Documents

	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	To confirm that documents disclose the company’s status, scope of service, nature of remuneration correctly

	Is there a document that discloses the scope of the firm’s service to clients?
	Check half yearly as part of compliance review

	All templates
	

	
	Is it sufficiently detailed?
	Check against industry standards and expectations half yearly as part of compliance review

	N/A
	

	Website

	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	To confirm that the AR’s website appears to be fair, clear and not misleading and that the company’s regulatory status is correctly disclosed
	Does the AR have a website?
	Check half yearly as part of compliance review

	N/A
	

	
	Does it include the GEN 4 regulatory wording?
	Check against industry standards and expectations half yearly as part of compliance review

	N/A
	

	
	Is it clear fair and not misleading?
	Check as part of half yearly compliance review
	N/A
	




	Business Stationery

	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	To confirm that business stationery i.e. letterhead, faxes, external emails etc.  disclose the company’s regulatory status
	Does it include the GEN 4 regulatory wording?
	Check sample of each against industry standards and expectations half yearly as part of compliance review

	One of each plus 3 email footers
	

	Communications Retention

	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	Is there a process in place to record all AR’s electronic communications and calls are recorded and accessible?
	Is there a documented process for AR recording all electronic communications?
	Check annually as part of compliance monitoring review
	N/A
	

	
	Is it sufficiently detailed?
	Check annually to ensure there are clearly defined retention periods and that information is easily accessible

	N/A
	

	Financial Promotions

	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	To confirm that all financial promotions issued or approved by the AR comply with FCA requirements and are fair, clear and not misleading
	Review a sample of financial promotions (including website, social media, emails and marketing materials) 
Confirm promotions have been approved by the Principal where required 
Check disclosures, risk warnings and target market alignment 
Confirm promotions are consistent with the firm’s permissions and product governance arrangement
	Quarterly review as part of compliance monitoring programme

	Minimum of 3–5 promotions per quarter (or all where low volume)

	


Review Activity
	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	Review activity carried out in previous month and agree further actions required
	Review specific outputs / matters arising from testing
	Undertaken as part of monthly compliance meeting and documented in meeting notes
	N/A
	



	Complaints Handling

	Complaints Procedure

	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	Is there an AR specific compliant written complaints procedure?
Confirming staff DO NOT deal with complaints
	Does a complaints procedure exist?
	Check annually as part of compliance review
	N/A
	

	
	Is it sufficiently detailed?
(include timescales / deadlines, ownership, FOS)

	Check against industry DISP standards and expectations annually as part of compliance review
	N/A
	

	
	Have all staff received complaints training?
	Check annually with staff as part of compliance review
	3 staff members who communicate with clients
	

	
	Is it effective?
	Check half yearly with staff their understanding of a complaint definition, timescales, and how complaints can be received
	3 staff members who communicate with clients
	

	Documentation and Client Communications

	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	Are client communications compliant?
	Do disclosure documents, including website, include a summary of the complaints procedure?
	Check half yearly as part of client communications compliance reviews.


	To include each of:
Website
‘Additional Information Who we are’ document(s)
Any additional terms and conditions documents
	

	
	Do they include reference to FOS website?
	Check half yearly as part of compliance reviews
	As above
	

	
	Do they include reference to complaints procedure being available on request?
	Check half yearly as part of compliance reviews
	As above
	

	Root Cause Analysis and MI

	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	Is there a process in place to record complaints and analyse the reasons why?
	Is there a complaints register in place that identifies AR complaints?
	Check quarterly as part of compliance monitoring review
	N/A
	

	
	Is it sufficiently detailed?
	Check to ensure there is sufficient information to support reasons why, timescales etc quarterly
	N/A
	

	
	Is it maintained and up to date?
	Quarterly review
	N/A
	

	
	Is MI produced and reported to the Board?
	Check quarterly board minutes (if agreed) as part of compliance monitoring review
	N/A
	

	
	Does the firm regularly carry out Root Cause Analysis? 
	Check quarterly board minutes (if agreed) as part of compliance monitoring review
	N/A
	


Review Activity
	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	Review activity carried out in previous month and agree further actions required
	Review specific outputs / matters arising from testing
	Undertaken as part of monthly compliance meeting and documented in meeting notes
	N/A
	



	Breaches and FCA Notifications

	Breach and FCA Notification Procedure

	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	To confirm that the AR’s compliance procedures make it clear what staff should do if a breach of rules has been identified

	Does a Breaches and Notification procedure exist?
	Check annually as part of compliance audit
	N/A
	

	
	Is it sufficiently detailed?
	Check against industry standards and expectations annually as part of compliance audit
	N/A
	

	
	Have all staff received training?
	Check annually as part of compliance review
	2 staff members
Training Record 
	

	
	Is it effective?
	Check annually with staff their understanding of Breaches and Notifications.
Check with senior member of staff if any events detailed in 15.3 and 15.5 has occurred
	1 staff member 

1 senior manager
	

	Register

	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	To confirm that the Principal maintains a breach register
	Does a breach register exist?
	Check annually as part of compliance audit
	N/A
	

	
	Is it sufficiently detailed?
	Check against industry standards and expectations annually as part of compliance audit
	N/A
	

	
	Is it completed accurately?
	Check accuracy of completion
	All entries
	

	
Breaches and notifications – reporting and notifying

	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	To confirm that breaches identified have been dealt with appropriately
	Has the breach been reported to Principal and FCA?
	Check annually as part of compliance monitoring
	All
	

	
	Has the report been completed accurately in accordance with FCA rules?
	Check annually as part of compliance monitoring
	All
	

	
	If the breach has not been reported is there a justifiable reason for this?
	Check annually as part of compliance monitoring
	Discuss with senior manager responsible for decision
	

	
	Confirm all breaches have been reported to the board?
	Check annually as part of compliance monitoring
	All
	

	
	Is there evidence of action to ensure breach does not occur again?
	Check annually as part of compliance monitoring
	Review actions arising
	

	To confirm changes in control have been notified to the FCA
	Has the requirements in SUP 11 been met
	Check annually as part of compliance monitoring
	All
	


Review Activity
	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	Review activity carried out in previous month and agree further actions required
	Review specific outputs / matters arising from testing
	Undertaken as part of monthly compliance meeting and documented in meeting notes
	N/A
	






	Training and Competence

	Recruitment

	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	To confirm that the AR has written recruitment procedure that is up to date and appropriate 

	Does a written recruitment procedure exist?
	Check half yearly as part of compliance monitoring
	N/A
	

	
	Is it sufficiently detailed?
	Check against industry standards and expectations half yearly as part of compliance monitoring
	N/A
	

	
	Is it followed?
	
	N/A
	

	
	Are checks on honesty, competence and financial soundness carried out?
	Check half yearly as part of compliance monitoring
	N/A
	

	To confirm that there is an employee contract and staff handbook
	Do contracts and a staff handbook exist?
	Check half yearly as part of compliance monitoring
	2 contracts for staff employed on regulated business since last check
	

	Training and Competence

	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	To confirm that there is a staff appraisal system

	Does the firm have a staff appraisal system / process?
	Check half yearly as part of compliance monitoring
	N/A
	

	
	Is it sufficiently detailed?
	
	N/A
	

	
	Is it followed by staff?
	Check half yearly for accuracy as part of compliance monitoring
	3 appraisal files


	

	To confirm there is a T&C scheme that includes training needs analysis, development plan and CPD (min 15 hours)
	Does the firm operate a structured Training & Competence scheme?
	Check half yearly as part of compliance monitoring
	N/A
	

	
	Is it sufficiently detailed?
	Check half yearly as part of compliance monitoring
	N/A
	

	
	Is it followed by staff?
	Check half yearly as part of compliance monitoring
	2 staff files
	

	To confirm that no staff member is undertaking regulated functions without being authorised
	Call listening and observing staff
	Check as part of compliance monitoring of files
	N/A
	



Review Activity
	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Responsibility

	Review activity carried out in previous month and agree further actions required
	Review specific outputs / matters arising from testing
	Undertaken as part of monthly compliance meeting and documented in meeting notes
	N/A
	




	Introducers & Third-Parties

	The Principal will ensure that all introducer and third-party relationships are appropriately controlled, subject to due diligence and ongoing monitoring to mitigate conduct, financial and reputational risks

	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	To confirm that introducer and third-party relationships are appropriately governed, documented and monitored
	Review introducer agreements to confirm scope and remuneration arrangements 
Confirm due diligence has been completed prior to appointment 
Assess how introducers are monitored and managed on an ongoing basis 
Review payment structures to ensure they do not create conflicts of interest or inappropriate incentives
	Annual review with quarterly updates where new relationships are introduced

	All introducer relationships (or sample where volume is high)

	


Review Activity
	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	Review introducer activity and any new or ceased relationships
	Assess new introducers, review ongoing monitoring outcomes and consider any risks identified
	Quarterly compliance meeting

	All relevant activity

	



	Consumer Duty /Customer Outcomes

	The Principal will assess whether the AR is delivering good customer outcomes in line with the Consumer Duty, including fair value, customer understanding and ongoing support.

	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	To confirm that the AR is delivering good customer outcomes in line with the Consumer Duty

	Is there documented evidence of the firm’s Consumer Duty approach? 
Has the firm undertaken a gap analysis and implemented required actions? 
Are staff appropriately trained on Consumer Duty requirements? 
Is there evidence of monitoring customer outcomes across key areas (value, understanding, support)?
	Half-yearly review of Consumer Duty framework, outputs and supporting MI.

Assessment of key outcomes (fair value, understanding, support) using available MI, file reviews and customer feedback

	Check gap analysis
2 staff members
Training Record 
	

	Management Information

	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	To confirm that there is sufficient appropriate Consumer Duty MI and this is considered at senior management level 
	Does the firm gather Consumer Duty MI?
	Check half yearly as part of compliance review

	Consumer Duty MI gathered since last review
	

	
	Does senior management team consider Consumer Duty MI and act on it
	Check half yearly as part of compliance review
	Discuss with senior member of staff and review evidence
	



Review Activity
	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	Review activity carried out in previous month and agree further actions required
	Review specific outputs / matters arising from testing
	Undertaken as part of monthly compliance meeting and documented in meeting notes
	N/A
	






	AML and Compliance Framework

	The Principal will monitor the AR’s AML arrangements and overall compliance framework to ensure appropriate systems and controls are in place and operating effectively.

	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	To confirm that the AR maintains appropriate AML and compliance systems and controls
	Review AML policy and procedures 
Confirm customer due diligence processes are in place 
Assess escalation and reporting mechanisms (including SAR awareness) 
Confirm existence of a compliance monitoring programme 
Review how compliance issues are escalated to senior management
Confirm that a nominated individual is responsible for AML oversight and that reporting lines are clearly defined
	Annual review with periodic updates

	N/A (policy and framework assessment)

	



Review Activity
	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	N/A (policy and framework assessment)

	Assess findings, review any breaches or deficiencies and agree actions
	Quarterly compliance review

	N/A
	




	Data Protection and Cyber Security

	The Principal will assess the adequacy of the AR’s data protection and cyber security arrangements to ensure client data is appropriately protected and regulatory requirements are met.

	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	To confirm that the AR has appropriate data protection and cyber security controls in place
	Confirm data protection policies are in place and up to date 
Assess controls over client data access and storage 
Review cyber security measures (e.g. antivirus, access controls, encryption where applicable) 
Confirm procedures for identifying and reporting data breaches 
Assess staff awareness of data protection obligations
Confirm that any data breaches or incidents are escalated appropriately and reported in line with regulatory and internal requirements
	Annual review

	N/A (control framework review)

	


Review Activity
	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	Review data protection and cyber security matters arising
	Assess incidents, breaches or control weaknesses identified

	Quarterly compliance review

	N/A
	




	Gifts and Entertainments

	Gifts and Entertainments Procedure

	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	Is there a compliant written Gifts and Entertainments procedure that is being followed?
	Does a Gifts and Entertainments procedure exist?
	Check half yearly as part of compliance review
	N/A
	

	
	Is it sufficiently detailed and includes a de-minimis amount?

	Check half yearly as part of compliance review
	N/A
	

	
	Have all staff received training?
	Check half yearly as part of compliance review
	2 staff members
Training Record 
	

	
	Is it effective?
	Check half yearly with staff their understanding and check the Gifts and Entertainments Register to consider if entries seem reasonable
	2 staff members 
Entries since last review in Gifts and Entertainments Register
	

	To confirm that the gifts / incentives and entertainments do not create a potential Conflict of Interest

	Consideration of gifts that could potentially create a conflict of interest
	Check half yearly as part of compliance review
	Discuss with at least on senior member of staff whether they are aware of any gifts or entertainment offered and/or accepted which could give rise to a conflict of interest
	



Review Activity
	Test Objective
	Detailed Testing
	Scope
	Sample Size
	Outcome

	Review activity carried out in previous month and agree further actions required
	Review specific outputs / matters arising from testing
	Undertaken as part of monthly compliance meeting and documented in meeting notes
	N/A
	







	Appendix 2 Quarterly AR Questionnaire

	Staff and Governance

	Any changes to directors or staffing?
	

	Any training needs identified?
	

	Strategy
	

	Any changes to target market / proposition?
	

	Financial
	

	Any significant financial changes?
	

	Operations
	

	Any complaints, breaches or errors?
	

	Introducers
	

	New introducers? Due diligence completed?
	

	Compliance
	

	Any changes to disclosures or promotions?
	

	Consumer Duty
	

	Actions taken on identified risks?
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