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	Version Number
	Date
	Author
	Description

	e.g. 1.0
	3rd June 2025
	A Person
	Change in the name of the authorised Supervisor from A Smith to J Taylor (Oversight & Governance)

	
	
	
	

	
	
	
	

	
	
	
	



















[bookmark: _Toc199838617]Introduction
At the heart of any successful advisory firm lies the trust clients place in the people who guide them. That trust is earned. Not just through qualifications and experience, but through a continued commitment to ethical conduct, personal development, and consistently sound advice.

This document introduces our Training & Competence (T&C) scheme: a structured framework designed to support individuals throughout their professional journey. From new joiners learning the foundations of our business to experienced advisers maintaining high standards, the scheme reflects our belief that competence is not a one-time achievement, but a sustained commitment.

By embracing a culture of accountability, feedback, and continuous improvement, we aim to ensure our people remain confident, credible, and client-ready.

[bookmark: _Toc199838618]Purpose
The T&C scheme has been developed to ensure our firm meets the high standards expected by both our regulator and our clients. It provides a clear and practical framework to support the development, oversight, and ethical conduct of all individuals in relevant roles.

Specifically, the scheme is designed to:
· Ensure compliance with regulatory requirements while meeting our internal standards for performance and professionalism
· Support the structured growth and ongoing development of our team
· Help fulfil our responsibilities under the Senior Managers and Certification Regime (SM&CR)
· Support our obligations under the Consumer Duty, particularly in delivering consistently good outcomes for clients

As part of our commitment to the FCA’s requirement for ‘competent employees’, we ensure all individuals have, and maintain, the knowledge, skills, and ethical standards required for their role.



Our T&C framework reflects three key stages of development:

Initial onboarding and training – introducing individuals to our firm, values, and operational processes
Attaining competence – developing and evidencing capability under appropriate supervision
Maintaining competence – ensuring ongoing suitability through regular assessments and risk-based monitoring

This document should be read alongside relevant procedures and role-specific expectations, which define what ‘good’ looks like across our business.
[bookmark: _Toc199838619]Scope
The T&C scheme applies to those individuals undertaking activities in the following areas:
· Investment related (Providing retail investment or pension advice)
· Mortgage related (Advising, arranging (bringing about) regulated mortgage contracts)
· Non-investment related (non-investment insurance activities)
· Supervisory (Supervisors of individuals active in the above areas)
[bookmark: _Toc199838620]Oversight and Governance
Overall responsibility for the Training & Competence policy rests with [NAME of relevant SMF], who ensures it aligns with regulatory expectations and supports the firm’s strategic objectives.
[NAME] is responsible for the day to day adviser supervision, implementation and operation of the scheme, including maintaining records, coordinating supervision activity, and reporting progress or issues as needed.
The T&C scheme will be formally reviewed on an annual basis by [NAME] to ensure its continued effectiveness, relevance, and regulatory alignment. Interim updates may be made where there are material changes to regulatory requirements, internal processes, or business structure.
[bookmark: _Toc199838621]Conduct Expectations
All employees are expected to uphold the highest standards of integrity, professionalism, and ethical conduct in the performance of their duties. This is fundamental not only to maintaining trust with our clients and colleagues but also to meeting our regulatory obligations as a firm authorised and regulated by the FCA.

We expect all staff to operate in an open and honest manner, take responsibility for their actions, and raise concerns where they believe something may be unethical, non-compliant, or harmful to client outcomes. These expectations apply regardless of seniority or role within the business.

FCA Individual Conduct Rules
The FCA’s Conduct Rules (COCON 2.1) apply to most employees and set a baseline for expected behaviour. All relevant individuals must:
1. Act with integrity
2. Act with due skill, care and diligence
3. Be open and cooperative with the FCA, the PRA and other regulators
4. Pay due regard to the interests of customers and treat them fairly
5. Observe proper standards of market conduct

These rules are a core part of the Training & Competence framework and must be understood, adhered to, and embedded into daily behaviours. Breaches of the Conduct Rules will be taken seriously and may result in disciplinary action or regulatory notification where appropriate.

Culture of Accountability and Transparency
We encourage a culture where individuals feel empowered to speak up, ask questions, and share concerns without fear of negative consequences. Operating in an open and honest way supports the firm’s wider governance responsibilities, contributes to good client outcomes, and strengthens our compliance with the FCA’s Senior Managers & Certification Regime and Consumer Duty.
All staff will receive initial and ongoing training on the Conduct Rules, and their application will be assessed as part of our competence monitoring processes.

Consumer Duty & Embedding Client Outcomes into Conduct
Where our firm’s activities fall within the scope of the Consumer Duty, staff are additionally required to demonstrate behaviours that support the overarching principle:
“A firm must act to deliver good outcomes for retail customers.”

To reflect this, all Conduct Rules staff are expected to:
· Act with honesty and fairness in all interactions with retail customers
· Avoid actions or omissions that could cause foreseeable harm
· Take personal responsibility to support customers in achieving their financial objectives

These expectations complement and extend the FCA’s original Conduct Rules and must be applied in day to day decision making, communication, and service delivery.
All staff receive initial training on the Consumer Duty as part of their onboarding, including the Consumer Principle, the three cross-cutting rules, and the four outcomes. Refresher training is delivered annually, and records are maintained to evidence ongoing awareness and compliance.

Each year, all staff are required to complete a staff declaration confirming their understanding of the Conduct Rules and their responsibilities under the Consumer Duty. This is collected during [insert preferred month or process, e.g. January as part of the annual T&C cycle]. The process ensures continued accountability and supports our governance obligations under the Senior Managers & Certification Regime.
[Insert name and role of Senior Manager, e.g. Compliance Director or SMF16] is responsible for ensuring that training on Conduct Rules and Consumer Duty obligations is appropriately delivered and embedded throughout the firm.
[bookmark: _Toc199838622]Authorities and Permissions 
As part of our obligations under the Senior Managers and Certification Regime, the firm is required to certify that individuals performing certain roles are fit and proper to do so. This applies to employees who are not Senior Managers but whose roles have a significant impact on customers, the firm, or market integrity. These are known as Certification Functions.

Certification Requirement
We must assess and confirm that each certified individual:
· Has the necessary skills, knowledge, and experience to perform their role effectively
· Maintains a record of good conduct and ethical behaviour
· Is financially sound and poses no risk to the integrity of the firm or its clients

This certification is a regulatory requirement under SYSC 27 of the FCA Handbook, and the firm cannot permit an individual to perform a Certification Function without having been formally certified as fit and proper.

Assessment Process
Each year, the firm will undertake a structured Fit and Proper Assessment for all certified staff. This assessment draws on a range of inputs, including:
· Performance reviews and supervisory observations
· Results of Training & Competence assessments
· Breach or disciplinary records
· Any relevant customer feedback or complaints
· Attestations confirming understanding of the Conduct Rules and, where applicable, Consumer Duty obligations
· Background and credit checks, where relevant

Individuals are required to fully engage with this process and disclose any information that may affect their fitness and propriety.

Staff declaration
On an annual basis, we require all investment advisers to sign a declaration to confirm they have completed the required amount of CPD and complied with COCON in the preceding 12 months.
If for any reason, an investment adviser cannot confirm they have met these requirements, we will temporarily suspend their advising authorities until a meeting with [Name] has taken place.  Following this meeting, permissions may be restored or further investigation required.  If an individual’s fitness and propriety cannot be confirmed, they will not be allowed to continue in an advisory role with our business.

Certification Frequency and Documentation
Certification is carried out at least annually, with certificates issued for a maximum period of 12 months. The firm may also withdraw certification at any time if it becomes aware that an individual no longer meets the fit and proper requirements.
All certification records are maintained securely and are available for regulatory review. Certified individuals will be notified when they are due for assessment and will receive a copy of their certificate upon successful completion of the process.
Responsibility for overseeing the certification process rests with the [Insert name and role], with final approval by [insert relevant Senior Manager].

[bookmark: _Toc199838623]The Road to Competence
[bookmark: _Toc199838624]Induction – What to expect
All new joiners subject to the firm’s T&C framework will undergo a structured Induction Training Plan as part of their onboarding. The purpose of this plan is to ensure individuals begin their role with a solid foundation of firm-specific knowledge, regulatory awareness, and practical understanding relevant to their responsibilities.

Development Needs Identified at Interview
Where the interview process or pre-employment assessments highlight specific areas for development, these will be noted and incorporated into the individual’s personalised induction plan. This ensures that any known knowledge gaps are addressed from the outset and supports a targeted approach to onboarding.

T&C Workbook
Each individual will be issued with a T&C Workbook, which will:
· Record and evidence all induction activities
· Outline the progression from induction to achieving and maintaining competence
· Be used by the individual and their supervisor to track development and ensure a consistent approach to training
This workbook forms a central part of the firm’s supervision and monitoring framework and must be maintained throughout the T&C journey.

Content of the Induction Training Plan
The induction phase will typically be completed within the first two to three weeks of employment (during which time advisers are not authorised to provide any form of advice to clients) and will cover, as a minimum:
Firm-Specific Knowledge
· Business model, structure, and culture
· Key policies and procedures (e.g. Compliance, AML, Data Protection, Conflicts of Interest)
· Introduction to systems, templates, and internal workflows
· Client journey and expectations for advice and service standards
Industry and Regulatory Knowledge
· Overview of the regulatory framework (FCA, SM&CR, Consumer Duty, Conduct Rules)
· Key industry bodies and guidance
· Role-specific regulatory responsibilities
Analytical and Application Skills
· File documentation and suitability report expectations
· Risk profiling and client objective analysis
· Product research and advice justification
· Use of technology in advice and compliance processes

Note: Supervisors are responsible for ensuring the induction is completed within the agreed timeframe and that the T&C Workbook is accurately updated. Where additional support is needed beyond the initial induction period, this will be documented and reviewed as part of the individual’s progression plan.

[bookmark: _Toc199838625]Support & Sign Off
During the induction stage, weekly 1:1 meetings will take place between the adviser and their allocated supervisor.  This gives both parties the opportunity to highlight any training needs identified and for these to be addressed.

Once the supervisor is satisfied that all requirements of the induction plan (as detailed in the T&C Workbook) are completed, evidence should be submitted to [Name, Head of Compliance] for review and sign off.  Only once this approval has been granted is the individual allowed to move onto the next stage in attaining competence, and to start advising clients (whilst adhering to enhanced supervision).
Note: A valid SPS certificate will be required prior to making personal recommendations to clients, and therefore should be requested as part of this sign off (See SPS section for more info)
[bookmark: _Toc199838626]Attaining Competence
Following successful completion of the induction period, advisers will progress to the Attaining Competence phase. This stage is designed to ensure that individuals are able to apply their knowledge and skills in a live advisory environment while receiving structured support, oversight, and feedback. The aim is to protect the adviser, the firm, and most importantly, the client, while building towards full competence.
Note: Prior to undertaking client meetings and providing recommendations and advice, advisers should be certified and added to the FCA directory.

Enhanced Supervision
All advisers in this phase will be subject to enhanced supervision, which includes:
Observation of First Three Fact-Finding Meetings
These must be observed (either face to face or remotely) by the appointed supervisor.
Pre-Approval of Recommendations
Any advice or recommendation resulting from these initial meetings must receive pre-approval from the Compliance team prior to presentation to the client.
Observation of First Three Presentation Meetings
As with fact-find meetings, the first three meetings in which advice is presented to clients must also be observed by the supervisor.
Post-Sale File Review
Once each case is finalised, a full post-sale file review will be conducted to assess suitability, disclosure, documentation, and client communication.

Once both Compliance and the Supervisor are satisfied that the adviser demonstrates consistent quality in both meeting conduct and advice file content, they may move to a lower-risk oversight stage where meetings can be held unaccompanied, and only post-sale reviews are required. This decision must be recorded and justified in the adviser’s T&C Workbook.

Ongoing Monitoring
Even after unaccompanied meetings commence, 100% post-sale file checks will continue:
· For the first 10 advice cases, or
· For a period of six months (whichever is sooner)
This period may be extended at the discretion of the Compliance function or Supervisor if further development is needed.

Training & Development Support
Advisers in this phase will receive:
· Documented monthly 1:1 supervisory meetings (change in frequency to be determined by the supervisor based on need and performance)
· A formal Training Needs Analysis (TNA)
· A Personalised Development Plan, designed to address any skill gaps and support their journey to competence
Progress will be reviewed regularly, and all activity will be documented within the adviser’s T&C Workbook.

Key Performance Indicators (KPIs)
In addition to qualitative assessments, advisers must meet agreed performance expectations, which may include:
· Advice File Quality – e.g. achieving ‘pass’ or above on a defined % of file checks
· Complaints – No upheld complaints relating to advice, conduct, or service
· Non-Taken-Up (NTU) Rate – Monitoring client take-up of recommendations and identifying any concerning trends
· Policy Cancellations or Lapses – Tracking persistency and client retention
· Client Outcomes & Feedback – Any poor outcomes, red flags, or adverse feedback will be reviewed
· Regulatory Breaches – No conduct rule breaches or risk events recorded
· CPD – Relevant CPD completed and CPD hours to be at the expected standard
· T&C Milestones – Completion of observed meetings, training modules, and workbook entries on schedule

These KPIs provide a balanced picture of both the adviser’s conduct and commercial performance.

Duration of Attaining Competence Phase
The typical timeframe for completing this stage is:
· 18 months for individuals new to the role or industry
· Expedited timelines may apply for experienced advisers, subject to evidence of performance and supervisory sign-off

Recognition of Prior Experience and Fast Tracking to Competence
Where an individual is recruited into a role that closely aligns with their previous position and there is evidence that they have already achieved and maintained competent status, the firm may consider accelerating their route to competence within our T&C framework.

This approach allows the firm to tailor the training and supervision process to reflect the adviser’s existing capabilities, reducing duplication while still ensuring they meet our internal standards.

The relevant supervisor is responsible for reviewing:
· The nature and responsibilities of the individual’s previous role
· Evidence of prior competence (e.g. from the former employer, CPD records, file reviews, SPS history)
· Performance during our induction and initial assessments

Based on this, the supervisor may recommend that certain components of the standard training and assessment programme be reduced or removed. However, this decision is not automatic and must be supported by documented evidence of prior performance and ability.

Before any variation to the standard T&C requirements is applied, the proposal must be reviewed and approved jointly by the Compliance team and the T&C Supervisor. The rationale and decision must be recorded in the individual’s T&C Workbook, ensuring transparency and accountability in the fast-tracking process.
All advisers, regardless of experience, must complete sufficient onboarding to ensure understanding of our firm’s culture, systems, regulatory expectations, and advice standards.

If an individual fails to obtain an appropriate qualification within 48 months of starting that activity, we:
Make sure they cease that activity until they attain the relevant appropriate qualification 
Notify the FCA accordingly
No individual may be deemed competent without the joint approval of Compliance and the Supervisor. This decision, and supporting evidence, must be fully documented within the T&C Workbook.  The following knowledge and skill areas are expected to be demonstrated in order to attain and maintain competence:
	Regulatory Framework

	FCA Principles, Conduct Rules (COCON), and the SM&CR

	Consumer Duty, including Consumer Principle, cross-cutting rules, and the four outcomes

	Disclosure, suitability, record keeping and compliance obligations (COBS)

	Advice Process and Firm Procedures

	Client onboarding and fact-finding procedures

	Risk profiling and attitude to risk / capacity for loss methodology

	Suitability report standards and documentation requirements

	Internal advice standards and file review expectations

	Product and Market Knowledge

	Investments: ISAs, GIAs, on/off platform portfolios, Model portfolios, etc

	Pensions: accumulation, decumulation, SIPPs, workplace schemes, annuities, etc

	Protection and general insurance basics (if in scope)

	Mortgages (if authorised) and broader market awareness

	Tax and Financial Planning

	Personal taxation, CGT, IHT basics, allowances, tax wrappers

	Retirement income strategies, cashflow modelling, drawdown vs annuity

	Estate planning principles and use of trusts (if relevant to firm’s permissions)

	Technology and Systems

	Use of internal CRM, research and risk profiling tools

	Submission and compliance systems (e.g. pre-approval workflows)

	Provider platforms and illustration tools

	Professional Standards

	FCAs “fit and proper” expectations

	CPD, SPS and ethical obligations

	GDPR and client confidentiality responsibilities

	Vulnerability Considerations

	Identifying signs of vulnerability, personalising support and ongoing monitoring



Once the supervisor is satisfied that all requirements for ‘Attaining Competence’ have been satisfactorily met (as detailed in the T&C Workbook), evidence should be submitted to [Name, Head of Compliance] for review and sign off.  Only once this approval has been granted is the individual allowed to be signed off and considered to have achieved ‘Competent Adviser Status’.
At this point, the adviser must be issued with a ‘Competent Adviser’ letter to confirm the date of sign off along with clarity of their authorised permissions.

[bookmark: _Toc199838627]Statements of Professional Standing (SPS)
The FCA states that:

"A retail investment adviser must not provide a personal recommendation on retail investment products to a retail client unless the retail investment adviser holds a valid statement of professional standing."

All advisers, whether attaining or maintaining competence, should hold a current SPS.  This can be obtained by applying individually from the relevant accredited body (e.g. CII, LIBF). Unless this has been obtained and a copy provided to Compliance, advisers are not authorised to provide any personal recommendations to clients.

Once an adviser has obtained an SPS, the FCA requires that it be renewed every 12 months and no later than 60 days from the anniversary of attaining competence.  It is the responsibility of each adviser to renew their own SPS and provide an updated certificate to Compliance.

[bookmark: _Toc199838628]Maintaining Competence
[bookmark: _Toc199838629]Ongoing Supervision and Trigger Based Oversight
Once an adviser has been assessed as competent, they transition into the Maintaining Competence phase of the Training & Competence framework. In this phase, individuals are trusted to provide advice without direct supervision but remain subject to regular monitoring and development to ensure continued performance and regulatory compliance.
The standard expectation is that all competent advisers will be supervised on a trigger-responsive basis. While a baseline level of oversight applies to all, any emerging risks or issues, referred to as ‘trigger events’, may prompt an enhanced level of supervision.

Standard Oversight Activities
Competent advisers will be subject to a structured programme of T&C activity, including:

	Activity
	Standard Frequency

	1:1 Supervision Meetings
	Quarterly (minimum)

	KPI Reviews
	Quarterly, with focus on advice quality, client outcomes, and persistency

	Technical Assessments
	Annually or as required by role (e.g. product updates, exams)

	Observed Meetings (Skills Assessment)
	One fact-find and one presentation annually, or as needed

	File Reviews
	Minimum 10% of new business files reviewed post-sale

	CPD Monitoring
	Reviewed as part of each supervision meeting

	TNA and Development Plan Review
	Reviewed at 1:1 meetings, or when updated following a trigger event


These activities provide evidence that the adviser is continuing to meet regulatory requirements, client expectations, and internal standards.

Trigger-Based Supervision
In addition to routine monitoring, advisers may be placed under increased oversight if specific risk indicators are identified. These trigger events may include (but are not limited to):
· Performance data falling outside acceptable KPI thresholds (e.g. drop in file quality, increased NTUs or cancellations)
· Technical assessment failure or knowledge gaps highlighted in testing
· Skills assessments rated as ‘development needed’ or ‘not competent’
· Client file reviews graded below internal standards (e.g. more than 20% graded below expected level or any serious breaches identified)
· Receipt of a complaint, especially where upheld or related to advice conduct
· Inadequate CPD records - 35 hours per annum CPD (a minimum of 21 hours structured professional development activities) 
· Failure to renew professional accreditation (e.g. SPS expiry)

Response to Trigger Events
When a trigger is activated, the supervisor or compliance team will take the following actions:
1. Investigate and Engage: Meet with the adviser to understand the context of the trigger and identify any root causes
2. Assess Development Needs: Determine if additional training, support, or time is required
3. Document a Development Plan: Record all findings, agreed actions, and timescales within a refreshed Personal Development Plan (PDP)
4. Adjust Supervision Level: Apply proportionate measures, which may include:
· Increased post-sale file reviews (e.g. moving from 10% to 100%)
· Pre-sale approval of advice
· Further observed meetings
· Temporary restrictions on certain types of advice or activity
· Structured refresher training or technical support sessions
5. Track and Review Progress: Monitor outcomes closely and return the adviser to standard supervision once acceptable standards are demonstrated consistently

If for any reason the firm deems that an individual is no longer competent, they will be advised, and an immediate remedial action plan will be put in place.  During this period all or part of the individual’s activities will be restricted.  Certification may be temporarily suspended.

All supervision changes, reviews, and outcomes must be documented in the individual’s T&C Workbook and form part of their ongoing competence record.
[bookmark: _Toc199838630]Continuous Professional Development (CPD)
Ongoing professional development is a cornerstone of maintaining competence in a regulated environment. All advisers, supervisors, and relevant staff are expected to actively engage in CPD to ensure their knowledge, skills, and ethical awareness remain current and effective in delivering good client outcomes.
CPD is not a one-off requirement but a continuous process that reflects regulatory standards, changing market conditions, and the expectations of both clients and the firm.

Who Must Complete CPD
CPD is mandatory for:
· Retail investment advisers (as required to maintain a valid Statement of Professional Standing)
· Supervisors and T&C staff responsible for overseeing competence
· Any individual carrying out a Certification Function under the SM&CR regime

CPD Requirements
The FCA expects advisers to complete a minimum of 35 hours of CPD per year, of which 21 hours must be structured, as set out in TC 2.1.15R and relevant professional body guidance.

While the 35-hour requirement applies specifically to investment advisers, the firm expects all roles within the T&C framework (including supervisors) to complete role-appropriate CPD, to ensure regulatory alignment and the delivery of high standards across all functions.

[bookmark: _Toc199838631]Types of CPD Activity
Structured CPD involves active participation and verifiable learning with defined learning objectives. Examples include:
· Attendance at live training courses, seminars, and conferences
· Online training modules with assessments
· Technical workshops
· Exam preparation or formal qualifications
· Observed role play or case study sessions with feedback

· Please note: Whilst the FCA Handbook does not specify a minimum duration for a CPD activity, this detail is often determined by the accredited bodies responsible for issuing SPS certificates. E.g. The CII scheme rules state, “For an activity to be eligible it must be a minimum of 30 minutes in duration (a batch of different activities of less than 30 minutes each undertaken to meet a specific learning outcome can be combined and recorded together)”.


Unstructured CPD involves informal learning where there may not be formal assessment or participation tracking. Examples include:
· Reading trade journals or regulatory updates
· Independent research on technical topics
· Watching industry webinars (without assessment)
· Peer discussions or knowledge-sharing forums

Both types of CPD are valuable, but individuals must ensure they achieve the correct balance between structured and unstructured to meet SPS and firm expectations.

CPD Requirements for Protection Advisers
Where individuals undertake the distribution of insurance products, they are also required to undertake relevant CPD activities in relation to this activity.  This requirement applies to advisers, anybody supervising these individuals and also the individual listed with insurance distribution responsibilities.

Key Points:
The level of CPD activity required will depend on the activities undertaken:

· Where activity is only for Non-investment insurance distribution, the firm determines the amount of CPD they consider appropriate to evidence adviser competency.
· For Long term insurance distribution, there is a requirement to complete a minimum of 15 hours CPD. There is no prescribed amount of structured CPD.
· The 15 hours can usually count towards the 35 hours for retail advisers

CPD Requirements for Pension Transfer Specialists (PTS)
The FCA mandates that individuals providing advice on pension transfers, particularly those involving safeguarded benefits like defined benefit schemes, must undertake additional CPD to maintain their competence. 
Annual CPD Requirements:
· Total: 15 hours of CPD specifically related to pension transfer advice.
· Structured CPD: At least 9 hours must be structured learning.
· External Provider: A minimum of 5 hours of the structured CPD must be obtained from an external independent provider.
· Unstructured CPD: The remaining 6 hours can be structured or unstructured.
These requirements are in addition to the standard 35-hour CPD obligation for retail investment advisers. 

All types of CPD should:  
· be relevant to the individual’s current role and any anticipated changes to that role; 
· maintain the individual’s knowledge of the appropriate qualification core and specialist subjects; 
· contribute to the individual’s general professional skill and knowledge; 
· include consideration of standards of ethical behaviour relevant to the role; 
· address any identified gaps in their technical knowledge; and 
· address the individual’s personal and professional development needs. 


Inadmissible CPD 
· Appraisals / one-to-ones / performance reviews 
· Meetings where no measurable learning has taken place; 
· CPD undertaken that does not cover role-related subjects; 
· Activities that are part of the job role, rather than a learning activity; 
· Social events. 
[bookmark: _Toc199838632]Recording and Monitoring CPD 
Individuals are responsible and accountable for making and retaining records of CPD that they have undertaken.
CPD must be:
· Logged contemporaneously, with details of the learning activity, duration, learning outcome, and whether it was structured or unstructured
· Updated regularly throughout the year, not left until the approach of SPS renewal
· Reviewed during quarterly 1:1 meetings and as part of Training Needs Analysis discussions
A failure to maintain accurate and up to date CPD records will be treated as a T&C trigger event and may result in additional supervision, restrictions, or a delay in certification/SPS sign-off.
The firm may also request evidence of CPD logs at any time and will periodically audit these to ensure consistency and quality of learning.

For those individuals who are members of a professional body e.g. LIBF or CII/PFS, it is recommended that they use the online CPD recording tool for their professional body.  
[bookmark: _Toc310232470][bookmark: _Toc210575271][bookmark: _Toc210575272][bookmark: _Toc199838633]Supervision & Monitoring
The effectiveness of our Training & Competence framework relies heavily on the capability of those tasked with supervising advisers. Supervisors play a crucial role in supporting our adviser development by assessing competence, and maintaining high standards across the advice process.
When selecting individuals for supervisory roles, we apply a structured assessment to ensure they are well suited to the responsibilities involved.

According to the FCA’s T&C sourcebook: “A firm must ensure that an employee does not carry on an activity in TC Appendix 1 unless the employee has been assessed as competent to do so."
This requirement extends to supervisory roles, emphasising the need for supervisors to possess and maintain the appropriate skills and knowledge to oversee others effectively.
We expect our supervisors to be able to demonstrate the following core attributes:
· Relevant Industry Experience
Prior experience in a regulated advisory environment is essential, particularly where individuals will be overseeing advisers working towards competence.
· Technical Competence
A strong understanding of regulatory expectations, advice processes, and the firm’s products and services is required. This knowledge is assessed internally, with additional technical support provided where needed.
· Coaching and Assessment Skills
Supervisors must be capable of providing constructive feedback, developing others, and assessing performance fairly and consistently. Where appropriate, candidates may be asked to complete a formal supervisory skills or coaching course to ensure their capability is externally validated.
· Regulatory Qualifications
Where supervisors are responsible for overseeing advisers who are not yet competent in giving investment advice, they must hold a relevant Level 4 qualification or higher, in line with FCA expectations under the Training & Competence rules.

All supervisor appointments are overseen by the [insert role, e.g. Head of Compliance or SMF16], who is responsible for confirming that the individual meets the firm’s supervisory standards, and for also, at least annually, assessing the quality of the supervisory activities undertaken by the supervisor.


[bookmark: _Toc199838634]Effective Spans of Control for Supervision
To maintain high quality oversight and ensure each adviser receives appropriate support, the firm applies defined spans of control for supervisors. These limits reflect best practice, regulatory expectations, and our internal capacity to monitor and develop individuals effectively.

Standard Spans of Control
Each Supervisor should be responsible for no more than 12 advisers. The following table shows how advisers at each stage of competency are considered for T&C purposes:

	Adviser Type
	Advisers per Supervisor

	Advisers enhanced supervision (stage 1)
	Each adviser counts as 3

	Advisers enhanced supervision (stage 2)
	Each adviser counts as 2

	Advisers assessed as competent
	Each adviser counts as 1


These limits ensure supervisors have sufficient time and resource to complete observations, file reviews, 1:1 meetings, and development planning without compromising oversight quality.

Temporary Variations to Span of Control
In some circumstances, a supervisor may temporarily exceed the standard span of control, such as:
· Covering for another supervisor during annual leave or unplanned absence
· During periods of firm restructuring or adviser recruitment
· Short-term reallocation of advisers due to role changes or onboarding overlap
Any extension beyond the defined limits must:
· Be approved in advance by the Head of Compliance or designated SMF16
· Be clearly documented, including duration and rationale
· Include steps to mitigate any supervision risk (e.g. prioritising 1:1s or additional file review support)
Regular reviews will be conducted to ensure any temporary changes do not impact adviser support, development, or client outcomes



[bookmark: _Toc210575274][bookmark: _Toc310232473][bookmark: _Toc199838635]Supervisory Activities
Supervisory activities can take many different forms.  What is important is that, whichever methods are used, the outcomes lead to more highly skilled and competent advisers, which in turn should lead to ensuring good outcomes for all of our clients.  Some example activities could be:
Thematic File Review Sessions
1. Conduct focused reviews of files based on themes such as Consumer Duty, vulnerable client treatment, or drawdown recommendations.
2. Run group calibration sessions where supervisors and peers assess the same file and compare interpretations, promoting consistency and shared learning.
Scenario-Based Skills Assessments
1. Present advisers with hypothetical but realistic advice scenarios requiring written or verbal responses.
2. Assess decision-making, justification of recommendations, and ethical considerations.
Live Skills Based Assessments
The purpose of skills assessments is to objectively assess the adviser’s skills in providing advice to clients and their application of knowledge and provide feedback on their performance. These are usually conducted by [Name].
KPI and Trend Analysis Dashboards
1. Develop real-time dashboards tracking KPIs like NTUs, complaints, persistency, client follow-ups, and advice turnaround times.
2. Use this data to proactively spot patterns that suggest emerging training needs.
360° Supervision Check-Ins
1. Obtain feedback on adviser behaviours from colleagues in paraplanning, administration, or compliance.
2. Use this to assess collaboration, professionalism, and client-first culture.

[bookmark: _Toc199838636]Client File Review Requirements
Robust file checking is a critical part of our firm’s supervisory and risk management framework. It allows us to assess the suitability of advice, the quality of documentation, and the adviser’s adherence to regulatory and internal standards. File reviews also provide key insights for adviser development, client outcome monitoring, and the early identification of risks.



Standard File Review Frequency
The number of file reviews carried out for each adviser is based on their competence status, risk profile, and historical performance. The following serves as the baseline:

	Adviser Status
	File Review Frequency

	New / Attaining Competence
	100% post-sale for first 10 cases or 6 months (whichever is longer)

	Recently Signed Off as Competent
	Minimum 25% of all advice cases for the next 6 months

	Established & Competent Adviser
	Minimum 10% of new business advice cases (rolling basis)

	High-Risk Advice Areas
	100% pre-sale and post-sale review required (see below)


File reviews should include a mix of new business, review advice, and ongoing service cases, and must cover both simple and complex advice scenarios.

Implications of Unclear or Unsuitable Advice
Where a file review identifies concerns such as:
· Poor fact-finding or risk profiling
· Recommendations lacking a clear rationale
· Inadequate disclosure
· Failure to evidence client understanding
· Conflicts with Consumer Duty principles
The case will be referred for remediation. This may involve reworking the recommendation, issuing corrective disclosure, or re-engaging with the client. 

Recurring themes or significant breaches may result in:
· Enhanced supervision
· Further training and development plans
· Formal disciplinary action
· Regulatory notification where appropriate

File Review Outcomes and Remedial Action
All client files subject to review will be assessed and given a formal grading, based on the quality of advice, supporting documentation, and adherence to compliance procedures. The outcome of the review will determine whether any remedial work is required and the level of risk posed by the advice provided.





File Review Grades
	Grade
	Name
	Description

	A
	Suitable
	Advice is suitable and fully compliant. No further action required.

	B
	Suitable with Compliance/Process Issues
	Advice is suitable, but minor compliance or process improvements are needed.

	C
	Unclear
	Further information is required before the file can be fully assessed.

	D
	Unsafe
	Advice appears potentially unsuitable and may be open to future challenge.

	E
	Unsuitable
	Advice is deemed unsuitable. Immediate escalation to management is required.



Remedial Actions and Timeframes
Upon receiving their file feedback, advisers are required to complete any remedial actions or responses within 5 working days. This ensures timely correction and helps maintain client protection and regulatory standards.
If an adviser disagrees with the grade awarded, they may request a review of the decision via their supervisor only. The supervisor must provide a written rationale supporting the challenge, and any change to the original outcome must be authorised by the Compliance team.
All file reviews, responses, and related remedial actions will be documented and retained as part of the adviser’s T&C and supervision record.

[bookmark: _Toc199838637]Treatment of High-Risk Transactions
All high-risk advice areas are subject to enhanced scrutiny. Files involving these advice types must be submitted for pre-approval by Compliance before any recommendations are presented to the client. They will also undergo a mandatory post-sale review.

The following scenarios are typically treated as high risk and require pre-approval and heightened monitoring:





	High Risk Area
	Who can approve?

	Pension Transfers involving safeguarded benefits or where TVC/APTA outputs raise concerns
	

	Defined Benefit Transfers or advice involving guaranteed annuity rates
	

	Structured Products, including structured deposits
	

	Enterprise Investment Schemes, Seed EIS, and Venture Capital Trusts 
	

	Business Relief-based Investments, including AIM portfolios
	

	Lifetime Mortgages or Equity Release
	

	Long-Term Care Planning involving investment drawdown or 
	

	Occupational Scheme Transfers
	

	Property Purchase via SIPP or SSAS
	

	Replacement Business where the client is switching products with higher projected benefits, or where ongoing costs may not be justified
	

	Investments for Non-UK Residents
	

	Lump Sum IHT Mitigation Schemes
	

	Advice where Adjusted AGR exceeds firm’s threshold
	

	Ad-hoc or bespoke financial planning propositions outside normal firm strategy
	

	Any advice where the client is identified as displaying any characteristics of vulnerability
	




[bookmark: _Toc199838638]Record Keeping and Governance
Maintaining accurate and comprehensive records is a fundamental component of our Training & Competence framework. These records support our regulatory obligations, evidence adviser development and supervision, and ensure transparency in the event of future regulatory or employment-related enquiries.
We retain records for defined periods following the cessation of regulated activity by the individual, in accordance with applicable regulatory requirements:
	Activity Type
	Minimum Record Retention Period (post-cessation)

	Investment Advice (MiFID business)
	5 years

	Non-MiFID regulated activities
	3 years

	Insurance distribution activities
	3 years

	Pension Transfer Specialists
	Indefinitely

	Disciplinary or Fit and Proper records
	6 years (for regulatory reference purposes)



Types of Records Maintained
The firm maintains the following records to demonstrate compliance with the T&C framework:
· Adviser onboarding and induction records
· Competence sign-off assessments
· Observed meeting documentation
· File review outcomes and remediation tracking
· 1:1 supervisory meetings and coaching notes
· Training Needs Analyses and Personal Development Plans
· CPD logs and SPS validation
· Technical and skills assessment outcomes
· Disciplinary decisions, breach registers, and relevant correspondence
· Fit and Proper assessments and annual declarations
· Any requests for, or provision of, regulatory references

All records are stored securely, remain accessible for audit or regulatory review, and will be protected in line with the firm’s data protection policies.
[bookmark: _Toc199838639]Return from Absence
[Name] will consider an individual’s competence when completing Return to Work interviews with their team members.  What action needs to be taken should be agreed on coaching records using the following guidelines:
Short term absence (0-1 months): knowledge and skill are likely to be at pre-absence levels, colleagues should know about any changes at return to work.
Medium term absence (1 – 6 months): training may be required on some areas of knowledge and skill, formal record of any training retained on one to one review forms and additional monitoring expected.
Long term absence (over 6 months): no longer hold Competence, retraining required, consideration given to close supervision outlined in trainee activity section.
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[bookmark: _Toc199838640]IFA – Trainee Activity & Timescales

	Activity
	Objective
	Evidenced By
	Expected Timescale

	Induction
	To ensure individuals begin their role with a solid foundation of firm-specific knowledge, regulatory awareness, and practical understanding relevant to their responsibilities.
	The T&C Workbook content will be comprehensively documented and learnings evidenced
	2 – 3 weeks

	Attaining Competence (AC)
	To ensure that individuals are able to apply their knowledge and skills in a live advisory environment while receiving structured support, oversight, and feedback.
	The T&C Workbook will comprehensively document AC journey.  KPI date will be available (as listed in T&C scheme pg 11). Skills & knowledge at good level 
	Within 18 months

	       Whilst in AC:
	

	Enhanced Supervison (1st Stage)
	To safeguard clients, the adviser, and the firm by ensuring that all advice is closely monitored during the early stages of an adviser’s development.
	First 3 Fact find meetings observed (min)
First 3 Presentation meetings observed (min)
100% Pre & Post sale file checks
T&C Workbook & Active TNA & PDP
	2 months

	Enhanced Supervision (2nd Stage)
	To support increased independence, while still ensuring that advice standards remain consistently high and any development needs are promptly identified and addressed during this transitional phase.
	Unaccompanied client visits 
First 10 cases Pre & Post reviewed
Active TNA & PDP
T&C Workbook as monitoring reduces
	6 – 12 months

	One to One reviews
	To provide advisers with regular, structured support through discussion of performance, file quality, development needs, and progress against objectives.
	Documents 1:1s
	Monthly

	Training Needs Analysis
	To identify any gaps in an adviser’s knowledge, skills, or behaviours that may impact their competence
	Training Needs Analysis document
	Monthly 

	Personal Development Plan
	To set out clear, tailored actions to address identified development needs and support the adviser’s continued growth.
	PDP with actions and timescales defined
	Monthly

	CPD Review 
	To ensure advisers maintain up to date knowledge, technical skills, and professional standards throughout their career
	Copy of CPD record
	Monthly


Failure to attain competence within timescales may result in action being taken.
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