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Compliance Activities — Checklists and Aide Memoires

Welcome to the Compliance Doctor Checklist and
Aide Memoires listing for Compliance professionals
in the UK Financial Services Arena.

This is not written as some kind of step by step guide, telling you how
to run your business, more simply it is providing you with areas of key
importance and suggestions for things to be done in various activity
areas within your business.

Should you need any further assistance, please contact us; our details

are throughout this publication and on the last page.
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Internal activities/Project work

Regular Review of Regulatory Permissions: Ensure that all regulatory permissions are up
to date and remove any that are no longer needed to maintain compliance with FCA

requirements.

Strategic Planning and Implementation: Develop and implement a strategic plan that
aligns with the FCA's three-year strategy to improve outcomes for consumers and

markets.

Monitoring Fast-Growing Firms: Conduct multi-firm reviews focusing on fast-growing
sectors like CFD providers, wealth managers, and payment services firms to ensure they

are managing risks appropriately.

Supervision Framework Adherence: Adhere to the FCA's supervision framework, which

outlines the minimum standards of conduct expected from firms and individuals.

Proportionate Regulation: Apply a proportionate approach to regulation by prioritising
key areas of focus and concentrating on firms that pose higher risks to regulatory

objectives.

Product Governance: Regularly review product governance processes to ensure they
meet MIFID Il requirements, focusing on how products are managed throughout their

lifecycle.
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Manage & Monitor

Adherence to FCA Regulations:

- Ensure compliance with all relevant FCA rules and regulations.

- Stay updated with regulatory changes and integrate them into business practices.
Robust Governance Framework:

- Establish a strong governance framework, including clear roles, responsibilities, and

decision-making processes.
- Regularly review and update governance policies.
Regular Compliance Audits:

- Conduct routine compliance audits to identify and rectify any regulatory breaches or

areas of non-compliance.

- Utilise both internal and external auditors for comprehensive reviews.

Effective Risk Management:

- Implement a robust risk management framework to identify, assess, and mitigate risks.

- Regularly update the risk register and conduct stress testing.
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Continuous Training and Development:

- Provide ongoing training for staff on regulatory requirements and compliance best

practices.

- Foster a culture of continuous learning and improvement in relation to FCA regulations.
Accurate Record Keeping:

- Maintain accurate and thorough records of all transactions and compliance activities.

- Ensure records are readily accessible for FCA inspections or audits.

Regular Reporting and Monitoring:

- Establish regular reporting mechanisms to monitor compliance and performance

against regulatory requirements.
- Use key performance indicators (KPIs) and compliance dashboards for ongoing tracking.
Strong Internal Controls:

- Implement and maintain strong internal controls to prevent fraud, errors, and

regulatory breaches.

- Perform regular reviews and updates of control mechanismes.
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Engagement with Compliance Professionals:

- Hire or consult with compliance professionals who specialise in FCA regulations to guide
and support the business. Call us on 0800 689 0190 or email

info@complianceconsultant.org.

- Leverage their expertise to navigate complex regulatory landscapes.
Proactive Commmunication with FCA:

- Maintain open, transparent, and proactive communication with the FCA.

- Report any significant issues or breaches promptly and work collaboratively to resolve

them.
Key points are;

Ongoing Risk Assessments: Conduct regular risk assessments to identify and mitigate

potential compliance risks within the firm.

Accurate and Timely Reporting: Ensure accurate and timely reporting of information to
the FCAto facilitate the identification of malpractice and monitoring of regulatory

compliance.

Proportionate Regulation: Apply a proportionate approach to regulation by prioritising
key areas of focus and concentrating on firms that pose higher risks to meeting

regulatory objectives.
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Systems and Controls: Establish and maintain robust systems and controls to ensure

compliance with regulatory obligations.

Access to Relevant Information: Ensure effective supervision by maintaining access to

relevant information and monitoring compliance on an ongoing basis.

Best Practices Implementation: Adopt and implement best practices for maintaining
FCA compliance, including regular audits, staff training, and updating compliance

procedures as needed.

Regulatory Updates

Here are some top methods for staying informed, both passively and actively, for a

regulated FCA (Financial Conduct Authority) firm:

Passive Methods:

Subscribing to FCA Newsletters:

- Regularly receive updates and insights directly from the FCA.

Subscribing to our Newsletters:

- Regularly receive updates and insights, hints, tips and best practices. Click HERE!
Monitoring FCA's Official Website:

- Check for the latest announcements, policy updates, and publications.
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Setting Up Google Alerts:

- Get notifications about FCA-related news and updates. See how HERE!

Using Compliance Management Software:

- Automated tools that curate relevant regulatory updates and ensure compliance.
Joining Industry Forums and Groups:

- Engage in online communities where regulatory changes and best practices are often

discussed.

Reading Industry Publications and Websites:

- Publications like Financial Times, Compliance Week, and industry-specific blogs.
Active Methods:

Attending FCA Workshops and Webinars:

- Regularly participate in these to stay up-to-date with regulatory changes and

expectations.
Engaging with Compliance Consultants:

- Leveraging the expertise of external advisors who specialise in FCA regulations.
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Conducting Regular Compliance Training:

- Ensuring staff are regularly updated on the latest regulations and best compliance

practices.
Networking with Industry Peers:

- Attending conferences, seminars, and other industry events to share knowledge and

strategies.

Implementing an Internal Monitoring System:

- Regularly review and update internal policies to align with current regulations.
Holding Periodic Compliance Meetings:

- Ensure key staff are permanently updated about any regulatory changes and their

implications.
Establishing Direct Communication Channels with FCA:

- Maintain regular contact with the FCA to clarify doubts and gain insights on compliance

Mmatters.

These methods can help ensure that your firm remains compliant with the latest FCA

regulations and can proactively address any compliance challenges that arise.
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Key points are;

Regular Review of Regulatory Permissions: Regularly review and update regulatory

permissions to ensure they are current and relevant to the firm's operations.

Monitoring FCA Updates: Continuously monitor updates from the FCA, including new

regulatory initiatives and reforms, to stay informed of changes that may impact the firm.

Proactive Compliance Adjustments: Proactively adjust compliance strategies and

practices in response to new regulatory requirements and guidance from the FCA.

Engaging with FCA's Business Plans: Align firm activities with the FCA's business plans

and strategic priorities to ensure compliance and support regulatory objectives.

Participating in Regulatory Initiatives: Engage with the FCA's regulatory initiatives and
forums to understand upcoming changes and contribute to the development of

regulations.

Implementing Outcomes-Based Approaches: Adopt outcomes-based approaches as
highlighted by the FCA's regulatory plans to enhance compliance and improve market

outcomes.

The Compliance Doctor UK-|- *

YOUR REGULATORY
HEALTH IS OUR
PRIORITY

(. 080046890190
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Train, Train, Train; Test, Test, Test

Here are the top reasons to conduct compliance training as a regulated Financial

Conduct Authority (FCA) firm:
Ensure Regulatory Adherence:

- Keep staff updated on the latest FCA rules and regulations to avoid non-compliance

penalties.
Mitigate Risks:

- Reduce the likelihood of legal issues, fines, and reputational damage by ensuring

employees understand compliance requirements.

Promote Ethical Culture:

- Foster a culture of integrity and ethical behaviour throughout the organisation.
Protect Consumers:

- Ensure that employees understand how to treat customers fairly and protect their

interests, enhancing consumer trust.
Safeguard Data:

- Educate staff on protecting sensitive customer data and adhering to data protection

laws.
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Enhance Operational Efficiency:

- Streamline compliance processes through knowledgeable staff, reducing errors and

improving overall efficiency.
Prevent Fraud and Financial Crime:

- Equip employees with the knowledge to detect and prevent financial crimes such as

money laundering and fraud.
Boost Organisational Reputation:

- Build a strong, trustworthy reputation by consistently meeting regulatory expectations

and promoting best practices.
Facilitate Continuous Improvement:

- Create a feedback loop that identifies gaps in compliance and provides opportunities

for ongoing improvement.
Support Employee Confidence:

- Provide the necessary training to empower employees, making them more confident in

their roles and responsibilities.
Maintain Competitive Advantage:

- Stay ahead of competitors by ensuring robust compliance practices that attract

customers and partners.
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Prepare for Audits and Inspections:

- Ensure that all staff are prepared for FCA audits and inspections, minimizing disruptions

and demonstrating compliance readiness.
Key Points are;

Ensure Competence: Compliance training ensures that the financial services workforce is
appropriately qualified and competent to perform their roles effectively, in line with FCA

requirements.

Uphold Conduct Standards: It reinforces the FCA's Conduct Rules, which set minimum
standards of individual behaviour in financial services, ensuring that employees act with

integrity and due skill.

Build a Compliance Culture: Regular training helps instil a strong compliance culture
within the firm, aligning with evolving regulatory expectations and promoting ethical

behaviour.

Mitigate Risks: Effective compliance training helps identify and mitigate potential
compliance risks, reducing the likelihood of regulatory breaches and associated

penalties.

Enhance Credibility: Pursuing FCA compliance and authorisation enhances the firm'’s
credibility and market access, demonstrating a commitment to high standards of

governance and regulatory adherence.

Continuous Professional Development (CPD): Establishing CPD requirements through
compliance training ensures that employees remain up to date with regulatory changes
and best practices.
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Training - General

As a regulated FCA firm, the top areas to conduct compliance training in include:
FCA Regulations and Guidelines:

- Current FCA rules, principles, and guidelines relevant to the firm and its operations.
Anti-Money Laundering (AML) and Counter-Terrorist Financing (CTF):

- Procedures and policies for identifying, reporting, and preventing money laundering

and terrorism financing activities.
Treating Customers Fairly (TCF):

- Principles and practices to ensure that customers are treated fairly and their needs are

adequately met.
Data Protection and Privacy:

- Compliance with data protection laws such as GDPR, and best practices for

safeguarding personal and sensitive information.

Market Abuse & Insider Trading:
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- Understanding and preventing market abuse behaviours, including insider trading and

market manipulation.
Conduct of Business Rules:

- Regulations regarding the fair conduct of business, including customer

communications, product disclosures, and marketing practices.
Financial Crime Prevention:

- Training on detecting and preventing fraud, bribery, corruption, and other types of

financial crime.
Cybersecurity and Information Security:

- Best practices for protecting the organisation against cyber threats and ensuring

information security.
Product Governance:

- Ensuring products are designed, developed, and distributed in compliance with

regulatory standards and in the best interest of clients.
Whistleblowing:

- Policies and procedures for reporting illegal or unethical behaviour within the

organisation.
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Know Your Customer (KYC):

- Procedures for customer due diligence, identification, verification, and ongoing

monitoring.
Risk Management:

- Understanding and implementing effective risk management frameworks and

practices.
Financial Promotions and Advertising:

- Compliance with rules governing financial promotions and advertising to ensure they

are fair, clear, and not misleading.
Client Asset Protection (CASS) [if applicable]:

- Safeguarding client assets and ensuring they are appropriately segregated and

protected.

Training in these areas will help ensure that the firm and its employees are capable of

meeting regulatory requirements and maintaining high standards of ethical conduct.
Key points for most firms are;

Conduct Rules and Standards: Training on the FCA's Conduct Rules, which set minimum

standards of individual behaviour in financial services.

Consumer Duty: Emphasize the importance of treating customers fairly and ensuring

consumer protection as part of the FCA's Consumer Duty priority.
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Fraud Prevention: Equip employees with knowledge and skills to detect and prevent

fraud, a key priority for the FCA.

Handling Vulnerable Customers: Provide training on identifying and appropriately

assisting vulnerable customers to ensure their needs are met.

Regulatory Updates and Changes: Keep staff informned about the latest regulatory

updates and changes to maintain compliance with evolving FCA regulations.

Financial Crime and Money Laundering: Educate employees on compliance with

systems and controls related to financial crime and money laundering.

Competence and Qualifications: Ensure that employees are appropriately qualified and

maintain their competence through continuous professional development.

Creating a Compliance Culture: Foster a strong culture of compliance within the firm to

align with FCA's regulatory expectations.

Risk Management Framework

Here are the top areas to consider for creating a risk management strategy as a regulated

FCA firm:
Regulatory Compliance:

- Ensuring adherence to FCA regulations and guidelines.
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Operational Risk:

- ldentifying, assessing, and mitigating risks arising from internal processes, systems, and

people.

Financial Risk:

- Managing credit, market, and liquidity risks.

Conduct Risk:

- Ensuring fair treatment of customers and ethical behaviour by employees.
Cybersecurity:

- Protecting against cyber threats and data breaches.

Fraud and Financial Crime:

- Preventing and detecting fraud, money laundering, and terrorist financing.
Reputational Risk:

- Maintaining the firm’s reputation by managing public perception and stakeholder trust.
Third-Party Risk:

- Assessing and managing risks associated with outsourcing and vendor relationships.
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Business Continuity:

- Planning for continuity and recovery in the event of disruptions.
Market Risk:

- Managing exposure to market volatility and adverse price movements.
Governance and Culture:

- Promoting strong governance structures and a risk-aware culture.
Emerging Risks:

- Identifying and preparing for new and evolving risks.

Client Asset Protection (CASS):

- Ensuring compliance with rules on safeguarding client assets.
Internal Controls:

- Implementing robust internal control frameworks.

Monitoring and Reporting:

- Continuous monitoring of risk and regular reporting to senior management and the

board.
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Considering these areas will help develop a comprehensive risk management strategy

that aligns with FCA requirements and industry best practices.
Key points are;

Regulatory Compliance: Establish and maintain effective systems and controls to comply
with applicable regulatory requirements and standards, reducing the risk of non-

compliance.

Risk-Based Supervision: Adopt a proportionate, risk-based approach to regulation,

prioritising areas and firms that pose higher risks to the FCA's objectives.

Business Model and Strategy Assessment: Regularly assess business models and

strategies against current and future risks to identify and mitigate emerging risks.

Wind-Down Planning: Prepare for potential wind-down scenarios by identifying and
monitoring key management information to ensure the firm can manage its obligations

effectively in adverse situations.

Market Abuse and High-Risk Firms: Implement coordinated approaches to address very

high-risk firms and market abuse, ensuring market integrity and protecting consumers.

Adaptation for Growth: Focus on managing risks associated with fast-growing firms, such
as contract for differences (CFD) providers, wealth managers, and payment services firms,

to ensure sustainable growth and compliance.
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Regulatory Reporting Requirements

Internal Reporting

Regulatory Compliance Updates:

- Regular updates on changes in FCA regulations and how they impact the firm.
Risk Management:

- Reports on identified risks, mitigation strategies, and effectiveness of controls.
Audit Findings:

- Internal and external audit results and remediation plans.

Financial Reports:

- Detailed financial performance reports, including compliance with capital adequacy

requirements.

Incident Reporting:

- Reports on operational disruptions, data breaches, and other incidents.
Conduct and Behaviour:

- Monitoring and reporting on employee conduct, including breaches of code of conduct

and disciplinary actions.
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Training and Awareness:

- Records of compliance training sessions and staff participation.
Policy Updates:

- Changes in internal policies and their implementation status.
Compliance Reviews:

- Results from compliance risk assessments and reviews.

Client Complaints:

- Analysis and resolution status of client complaints.

External Reporting

Regulatory Returns:

- Submission of periodic FCA returns and notifications.

Financial Statements:

- Annual, semi-annual, and quarterly financial statements submitted to external bodies.
Incident Reports:

- Reporting significant events such as operational disruptions or data breaches to the

FCA.
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Transaction and Order Reports (MiFID Il - as applicable):

- Reporting of trades and transactions as required under MiFID II.
Anti-Money Laundering (AML) Reports:

- Submission of suspicious activity reports (SARs) and other AML-related filings.
Client Asset Reports (CASS):

- Regular reports on the safeguarding of client assets.

Audit Reports:

- Annual audit reports and findings submitted to relevant authorities.
Senior Managers and Certification Regime (SM&CR):

- Reporting on senior management responsibilities and changes.
Compliance Declarations:

- Periodic declarations of compliance with specific regulatory requirements.
Risk Assessments:

- Submissions of risk assessments, particularly around financial crime and operational risk.
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Focusing on these areas ensures comprehensive and effective compliance reporting,

fostering transparency and regulatory adherence.
Key points are;

Compliance Reports: Submit regular compliance reports to the FCA, detailing how the
firm is complying with applicable requirements and standards. These reports should

include information on the firm's procedures and controls.

Conduct Rules Compliance: Ensure all employees adhere to individual conduct rules,
which include acting with integrity, due skill, care, and diligence. Report any breaches of

these conduct rules to the FCA.

MLRO Reporting: Test and challenge the Money Laundering Reporting Officer
(MLRO)report, clarify and identify anti-money laundering (AML) control breach and
mitigations and any suspicious activities detected. This role is crucial in maintaining the

integrity of the financial system.

Systems and Controls: Establish and maintain effective systems and controls for
compliance with regulatory standards. Report on the effectiveness and any issues

related to these system.

Function Oversight: Oversee specific functions such as compliance oversight (CF10) and
client assets (CASS) operational oversight (CF10a). Ensure these functions comply with

FCA requirements and report on their status.

Apportionment and Oversight: Ensure appropriate apportionment and oversight of
responsibilities within the firm to maintain effective governance and report on these

arrangements to the FCA.

Compliance Activities — Checklists and Aide Memoires


https://app.designrr.io/projectHtml/1717964?token=d61e850d768d1dfd8cf6f2bbb4d74592&embed_fonts=&pdf=1

Compliance Activities — Checklists and Aide Memoires

Building a Controls Library

Identify Key Business Processes:

- Outline all critical business processes and functions.
- Prioritise based on risk and regulatory importance.
Catalogue Existing Controls:

- Document current controls in place.

- Assess effectiveness and gaps.

Map Controls to Risks:

- Align each control with associated risks.

- Ensure comprehensive coverage of all identified risks.
Standardise Control Descriptions:

- Use uniform terminology and formats.

- Ensure clarity and consistency.

Determine Control Owners:

- Assign responsible parties for each control.
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- Ensure accountability and proper oversight.

Update Regularly:

- Establish a schedule for routine review and updates.

- Reflect changes in regulatory requirements or business operations.
Carrying Out Risk and Control Self-Assessments (RCSAs):

Define Assessment Scope:

- Clearly outline the scope and objectives of the RCSA.

- ldentify departments, processes, and systems to be included.

Risk Identification:

- Conduct workshops or surveys to identify risks.

- Use historical data and expert inputs.

Assess Risk Impact and Likelihood:

- Rate risks based on their potential impact and likelihood of occurrence.
- Utilise quantitative and qualitative methods.

Control Evaluation:

- Review and test existing controls.
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- Determine adequacy and effectiveness.

Document Findings:

- Record identified risks, control effectiveness, and any gaps.
- Use standardised formats for documentation.

Develop Action Plans:

- Create actionable plans to address identified gaps.

- Assign responsibilities and timelines for remediation.
Validate with Stakeholders:

- Present findings and action plans to relevant stakeholders.
- Obtain agreement and support for implementation.
Monitor Progress:

- Track the implementation of action plans.

- Ensure timely completion and validate effectiveness.
Review and Update:

- Schedule periodic reviews to ensure controls remain effective.

- Adjust based on new risks, control failures, or regulatory changes.
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Report to Senior Management and Regulators:
- Provide comprehensive reports on RCSA outcomes.
- Ensure alignment with regulatory expectations and internal governance.

By focusing on these areas, an FCA-regulated firm can effectively build a robust controls

library and carry out thorough RCSAs, ensuring compliance and mitigating risks.
Key points are;

Regulatory Compliance: Ensure compliance with FCA's high-level standards and

regulatory requirements, helping to avoid penalties and maintain a good standing.

Risk Management: Identify, monitor, and mitigate risks effectively by having a

comprehensive library of controls that addresses various risk factors.

Operational Efficiency: Streamline compliance processes and improve efficiency by

providing a centralized repository of controls that can be easily accessed and managed.

Consistency: Ensure consistent application of controls across the organisation,

promoting uniformity in compliance practices and reducing the likelihood of errors.

Audits and Assessments: Facilitate internal and external audits by maintaining a well-
documented library of controls, which can be referenced to demonstrate compliance and

effectiveness.
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Key Considerations

Scope and Coverage: Define the scope and coverage of the controls library to ensure it
includes all relevant processes, risks, and regulatory requirements specific to the firm'’s

operations.

Regular Updates: Keep the controls library updated to reflect changes in regulations,

business processes, and emerging risks, ensuring it remains relevant and effective.

Stakeholder Involvement: Engage key stakeholders, including compliance, risk
management, and operational teams, in the development and maintenance of the

controls library to ensure comprehensive coverage and buy-in.

Training and Awareness: Provide training and promote awareness among employees
about the controls library, ensuring they understand its importance and how to use it

effectively..

Technology Integration: Leverage technology to manage the controls library, including

tools for documentation, tracking, and reporting, to enhance accessibility and usability.
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Leverage Your Audits

Here are the top activities for leveraging internal and external audits as a regulated FCA

firm:
Internal Audits

- Regular Risk Assessments: Conduct periodic evaluations to identify and mitigate risks

within the organisation.

- Compliance Checks: Ensure all internal processes and controls comply with FCA

regulations.

- Policy and Procedure Reviews: Regularly update and review internal policies to align

with regulatory requirements.

- Employee Training: Implement comprehensive training programs to keep staff updated

on regulatory changes and audit procedures.

- Internal Controls Monitoring: Continuously monitor and test internal controls to ensure

their effectiveness.

- Data Accuracy Verification: Regularly audit data for accuracy and integrity, ensuring

compliance with reporting requirements.

- Reporting and Analysis: Generate detailed reports analysing audit findings and

implement corrective actions.
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- Cross-Department Collaboration: Foster collaboration between departments to ensure

holistic audit coverage and information sharing.

- Audit Trall Maintenance: Maintain clear documentation and records to support audit

trails and future inspections.
External Audits

- Engage Experienced Auditors: Partner with auditors experienced in FCA regulations for

credible assessments.

- Pre-Audit Preparation: Conduct internal reviews and prepare documents required for

the external audit.

- Transparent Communication: Maintain open channels of communication with auditors

to facilitate smooth audit processes.

- Post-Audit Action Plans: Develop action plans to address findings and

recommendations from the external audit.

- Benchmarking: Use external audit findings to benchmark against industry standards

and best practices.

- Stakeholder Briefing: Keep stakeholders informed about audit findings and subsequent

actions.

- Regulatory Reporting: Utilise external audit reports for accurate regulatory reporting

and compliance documentation.
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- Continuous Improvement: Implement continuous improvement processes based on

external audit feedback.

- Follow-Up Audits: Schedule follow-up audits to ensure issues identified are addressed

and rectified.

General Best Practices

Integrated Audit Schedule: Coordinate internal and external audit schedules to avoid

duplication of efforts.

Technology Utilisation: Leverage audit management software for efficient tracking and

reporting.

Continuous Monitoring: Implement real-time monitoring systems to promptly identify

and address potential issues.

Stakeholder Engagement: Ensure all relevant stakeholders are engaged and informed

throughout the audit processes.

Compliance Culture: Foster a culture of compliance within the organisation, emphasizing

the importance of regulatory adherence.

By focusing on these activities, a regulated FCA firm can effectively leverage internal and
external audits to enhance compliance, mitigate risks, and achieve operational

excellence.

Compliance Activities — Checklists and Aide Memoires


https://app.designrr.io/projectHtml/1717964?token=d61e850d768d1dfd8cf6f2bbb4d74592&embed_fonts=&pdf=1

Compliance Activities — Checklists and Aide Memoires

Key elements to review

Operational Resilience and Outsourcing: Assess the robustness of your firm's operational
resilience, especially in the context of outsourcing and third-party service providers.

Ensure compliance with FCA guidelines on outsourcing.

Controls and Reporting: Evaluate the controls for capturing and reporting accurate

information. Identify any gaps in management information and control systems.

Regulatory Expectations: Review the firm's adherence to key regulatory expectations set
by the FCA and the Bank of England. This includes ongoing compliance with evolving

standards.

Corporate Governance: Ensure compliance with the UK Corporate Governance Code,

focusing on recent updates and maintaining high standards of governance practices.

Internal Audit Plan: Maintain and implement a robust internal audit plan to evaluate the

adequacy and effectiveness of the firm'’s systems, controls, and processes.

Outcome Metrics and Consumer Data: Use FCA outcomes and metrics to evaluate
consumer attitudes, perceptions, and behaviours. This helps identify areas for

improvement based on empirical data.

Warrying about Consurmer Duty, Monitoring,
Governance Reviews, keeping you awake at night?

Your regulatory health
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Testing for ethical treatment

Here are key activities for testing the ethical treatment of customers as a regulated

Financial Conduct Authority (FCA) firm:

Customer Feedback Analysis:

- Regularly collect and review customer feedback to identify potential ethical issues.
- Conduct customer satisfaction surveys and focus groups.

Internal Audits:

- Perform regular internal audits to ensure compliance with ethical standards.

- Review and assess the effectiveness of internal policies and procedures.

Training and Awareness Programs:

- Implement ongoing training programs focused on ethical behaviours and standards.
- Ensure all employees understand FCA regulations and ethical guidelines.
Compliance Monitoring:

- Continuously monitor compliance with FCA regulations through automated systems

and manual checks.

- Conduct periodic compliance reviews and assessments.
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Complaint Management:

- Establish a robust system for managing and resolving customer complaints promptly

and fairly.
- Analyse complaint data to identify trends and areas for improvement.
Transparent Communication:

- Maintain clear, honest, and transparent communication with customers regarding

products, services, and policies.

- Ensure all marketing materials and disclosures are accurate and not misleading.
Employee Behaviour Monitoring:

- Use monitoring tools to detect and address any unethical behaviour among employees.
- Promote a culture of integrity and ethical decision-making.

Third-party Due Diligence:

- Conduct thorough due diligence on third-party partners to ensure they adhere to high

ethical standards.
- Regularly review third-party practices and agreements.
Risk Management Framework:

- Implement a comprehensive risk management framework that includes ethical risks.
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- Regularly assess and update risk management strategies.
Board and Management Oversight:

- Ensure the board and senior management regularly review and discuss ethical issues

and compliance status.
- Document and act on decisions to enhance ethical practices.
Whistleblowing Policies:

- Establish and promote a whistleblowing policy to encourage reporting of unethical

behaviour without fear of retaliation.

- Ensure proper investigation and action on reported issues.

Customer Outcomes Testing:

- Regularly test and evaluate customer outcomes to ensure fair treatment.

- Adjust policies and practices based on findings to improve customer experiences.
Regulatory Updates Compliance:

- Stay updated on changes in FCA regulations and ensure compliance with new

requirements.

- Regularly review and adapt ethical standards to align with regulatory updates.
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By focusing on these activities, FCA-regulated firms can systematically ensure the ethical

treatment of their customers.
The Key areas for testing in any regulated firm are;

Fair Treatment of Vulnerable Customers: Ensure your firm has effective measures in place
to identify and support vulnerable customers. This includes providing tailored support

and ensuring that communications are clear and accessible. See more HERE!

Customer-Centric Business Model: Demonstrate that the fair treatment of customers is
embedded at the heart of your business model. Regularly assess and adjust practices to

maintain this focus.

Consumer Duty Compliance: Implement and continuously refine practices to meet the
FCA's Consumer Duty requirements. This involves actively identifying and addressing

potential consumer harm and adopting industry best practices.

Transparency and Communication: Ensure that all customer commmunications are clear,
fair, and not misleading. Regularly review communication strategies and materials to

improve transparency and customer understanding.

Regular Training and Awareness: Provide ongoing training for staff on the importance of
ethical treatment and the fair treatment of customers, ensuring they understand and

can apply relevant guidelines and practices.
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Proving you have done your best - Ml § Reasonable
steps

Here are the key activities to demonstrate that senior management has assessed
ongoing management information and recorded their reasonable steps, in accordance
with the Senior Managers and Certification Regime (SMCR) requirements for a regulated

FCA firm:
Engage in Regular Meetings:

- Conduct frequent senior management meetings to review and discuss management

information.

Document Decisions:

- Record all decisions and actions taken during senior management meetings.
Maintain Comprehensive Records:

- Keep detailed records of all management information received, reviewed, and utilised to

Mmake decisions.
Assess Information Quality:

- Evaluate the accuracy, completeness, and timeliness of the management information

available.
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Establish Clear Reporting Lines:

- Ensure structured and clear reporting lines for the dissemination of management

information.

Implement Robust Systemes:

- Use reliable systems and processes to gather, monitor, and analyse relevant data.
Risk Management Reviews:

- Conduct regular risk management assessments and document findings and actions.
Internal Audits:

- Perform periodic internal audits to ensure compliance and improve management

information processes.
Training and Development:

- Provide ongoing training for senior managers on the importance of accurate and timely

management information.
Performance Monitoring:

- Monitor the performance of systems and controls related to information management.
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Review External Feedback:

- Consider feedback from external audits and regulatory reviews and take documented

actions as necessary.
Implement Corrective Actions:

- ldentify any weaknesses or gaps in management information and document the

corrective actions taken.
Conduct Scenario Analysis:

- Perform scenario analysis and stress tests to anticipate potential issues and document

the findings.
Communicate Policies and Procedures:

- Ensure all relevant policies, procedures, and changes in management reporting are

communicated and accessible to senior management.
Regular External Reviews:

- Schedule regular reviews with external advisors or consultants to verify the integrity

and relevance of management practices and documentation.
Compliance Record Keeping:

- Maintain records evidencing compliance with SMCR requirements, including proof of

adherence to reasonable steps protocol.
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These activities will help affirm that senior management is diligently assessing

management information and adhering to their responsibilities under SMCR.

In assessing ongoing Ml and recording of SMCR Reasonable Steps each firm should

ensure they have;

Comprehensive Documentation: Ensure all policies, processes, and management
information (Ml) are thoroughly documented and readily accessible for review. This

demonstrates your firm's commitment to transparency and accountability.

Regular Reviews and Updates: Continuously review and update your Ml to reflect
current business operations and regulatory requirements. Regular updates help

maintain the accuracy and relevance of your data.

Clear Accountability: Senior managers should take reasonable steps to understand and
oversee each area of the business they are responsible for. This includes ensuring that

the right processes are in place and that they are effectively monitored.

Training and Awareness: Provide ongoing training to ensure all staff are aware of their
responsibilities regarding Ml and the steps they need to take to comply with regulatory

requirements. This helps embed a culture of compliance throughout the firm.

Evidence of Action Taken: Keep detailed records of all actions taken to comply with the
Consumer Duty, including any steps taken to address issues or improve practices. This

evidence is crucial in proving that your firm has made reasonable efforts to comply.

Proactive Problem Solving: Demonstrate how they have actively identified and
addressed potential issues before they escalate. Proactive management and prompt

action demonstrate a commitment to maintaining high standards and compliance.

Compliance Activities — Checklists and Aide Memoires


https://app.designrr.io/projectHtml/1717964?token=d61e850d768d1dfd8cf6f2bbb4d74592&embed_fonts=&pdf=1

Compliance Activities — Checklists and Aide Memoires

Regulatory Management System

Here are the top ways to create a regulatory management system in a UK FCA regulated

business:

Define Regulatory Requirements:

- ldentify all relevant FCA regulations and standards applicable to your business.
- Map out specific compliance requirements for each area of the business.
Establish a Compliance Framework:

- Develop a comprehensive compliance framework that outlines policies, procedures, and

controls.
- Ensure alignment with FCA guidelines and industry best practices.
Assign Clear Responsibilities:

- Designate a compliance officer or team responsible for overseeing regulatory

Mmanagement.

- Clearly define roles and responsibilities across the organisation for compliance-related

tasks.
Implement Robust Risk Management:

- Integrate risk management processes to identify, assess, and mitigate compliance risks.
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- Use risk assessment tools and techniques to prioritise regulatory risks.
Develop Internal Policies and Procedures:

- Create detailed internal policies and procedures that adhere to FCA rules.

- Regularly review and update these documents to reflect regulatory changes.
Invest in Compliance Training:

- Provide comprehensive training programs for employees on regulatory requirements

and compliance procedures.
- Promote a culture of compliance through continuous education and awareness.
Utilise Technology Solutions:

- Implement technology solutions such as compliance management software to

automate and streamline regulatory tracking.

- Use data analytics and reporting tools to monitor compliance and generate real-time

insights.
Establish Monitoring and Reporting Mechanisms:

- Set up regular monitoring and reporting mechanisms to track compliance and identify

potential issues.

- Use Key Performance Indicators (KPIs) to measure compliance effectiveness.
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Conduct Regular Audits and Reviews:

- Schedule regular internal and external audits to evaluate compliance with FCA

regulations.

- Address any findings promptly and implement corrective actions.
Maintain Open Communication with Regulators:

- Establish channels for regular commmunication with the FCA.

- Engage with regulators on a proactive basis to seek guidance and ensure ongoing

compliance.
Develop Incident Management Protocols:

- Create protocols for managing and reporting compliance-related incidents and

breaches.
- Ensure timely and accurate reporting to the FCA and other relevant authorities.
Foster a Compliance Culture:

- Promote a culture of compliance from the top down, emphasizing the importance of

regulatory adherence.

- Encourage ethical behaviour and transparent practices throughout the organisation.
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What makes a good regulatory management system?

A good regulatory management system offers a digital solution that streamlines the
work of government regulators and improves outcomes for the public. To achieve this, a

good regulatory management system should enable firms to:

e Automate manual tasks

e Provide a smooth customer experience

* Meet statutory deadlines

¢ Make informed, consistent decisions

e Adapt easily to changes in legislation and organisational structure
» Offer discoverable real-time data for accurate reporting

e Facilitate proactive risk identification and prevention.

You need to have;

Centralised Platform: Implement a centralised platform for all regulatory activities,
ensuring easy access and management of regulatory compliance, approvals, and

monitoringl.

Compliance Monitoring: Establish robust compliance monitoring mechanisms to ensure
ongoing adherence to regulatory requirements and identify potential non-compliance

issues early.

Time Management: Integrate time management features to track deadlines for
regulatory filings, submissions, and other compliance-related activities, ensuring timely

compliance.
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Risk Management: Include tools for risk assessment and management to identify,

evaluate, and mitigate regulatory risks across the firm's operations.

Audit Trails and Reporting: Maintain detailed audit trails and generate comprehensive

reports to demonstrate compliance efforts and facilitate regulatory audits..

User Training and Support: Provide training and support for users to ensure they are
knowledgeable about the regulatory management system and can effectively utilise its

features.

Regulatory Updates: Ensure the system is regularly updated with the latest regulatory

requirements and guidelines to maintain ongoing compliance.

"Repeat Enquiry'" Management - Compliance Lo¢%.

Here's a list of top ways to create a "repeat enquiry" management compliance log for a

UK FCA (Financial Conduct Authority) regulated business:
Understand Regulatory Requirements:

- Familiarise yourself with the FCA guidelines concerning record-keeping and complaints

Management.

- Ensure logs meet all FCA regulations for information retention, data protection, and

compliance reporting.
Centralised Database or CRM:

- Use a centralised system like a Customer Relationship Management (CRM) tool to

manage inquiries.
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- Ensure the database allows for easy logging, tracking, and retrieving of repeat inquiries.
Standardised Logging Procedure:
- Develop a standardised form or template for logging repeat inquiries.

- Ensure all staff are trained to use the same method to maintain consistency and

thoroughness.
Unique Identifier for Each Enquiry:

- Assign a unique reference number to each enquiry to easily track and manage repeat

contacts.
Detailed Recordings:

- Document all interactions, including customer name, date, nature of enquiry, and

resolutions offered.

- Record the outcome and any follow-up actions.

Compliance and Audit Trails:

- Maintain detailed audit trails showing who accessed or modified the log and when.

- Implement controls to prevent unauthorised changes.
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Review and Escalation Procedures:

- Develop clear policies for reviewing repeat inquiries and escalating unresolved issues to

appropriate departments or compliance officers.
Automated Alerts and Reminders:

- Use automated systems to alert staff when repeat inquiries arise, ensuring timely and

consistent follow-up.

Regular Reporting:

- Generate regular reports to analyse trends in repeat inquiries.

- Use these reports for internal reviews and to demonstrate compliance to the FCA.
Customer Communication:

- Inform customers about the status of their inquiries and any resolutions.

- Collect feedback to improve service and reduce repeat inquiries.

Training and Continuous Improvement:

- Provide continuous training for staff on dealing with inquiries and logging procedures.

- Use feedback from logs to identify areas for improvement in service and reduce future

repeat inquiries.

Compliance Activities — Checklists and Aide Memoires


https://app.designrr.io/projectHtml/1717964?token=d61e850d768d1dfd8cf6f2bbb4d74592&embed_fonts=&pdf=1

Compliance Activities — Checklists and Aide Memoires

Data Security and Privacy:
- Ensure the log complies with GDPR and data protection regulations.
- Implement security measures to protect sensitive data.

By incorporating these practices, a UK FCA regulated business can effectively manage

repeat enquiries and ensure compliance with regulatory requirements.
Key points are;

Detailed Record-Keeping: Maintain comprehensive and accurate records of all
compliance-related enquiries and actions taken in response. This includes the date,

nature of the enquiry, and resolution details.

Risk Assessment: Conduct regular risk assessments to identify areas prone to repeat

enquiries and implement controls to mitigate these risks.

Compliance Culture: Foster a strong culture of compliance within the firm. Ensure that all
employees understand their individual conduct obligations and the importance of

adhering to regulatory requirements.

Regular Reviews and Updates: Periodically review and update the compliance log to
ensure it reflects current practices and regulatory changes. This helps maintain the

accuracy and relevance of the compliance records.

Training and Awareness: Provide ongoing training to staff on compliance procedures and
the importance of maintaining accurate records. This helps ensure that all employees are

aware of their responsibilities.
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Audit and Monitoring: Implement regular audits and monitoring of the compliance log to

ensure adherence to procedures and identify areas for improvement.

Management Information (Ml): Use MI to track and analyse trends in repeat enquiries.
This helps identify underlying issues, training needs and develop strategies to address

them effectively.

Consumer Duty and Focus Areas: Ensure compliance with the FCA's Consumer Duty by
addressing issues that may lead to repeat enquiries. This includes maintaining focus on

areas such as market abuse regulation and consumer protection.
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About the Compliance Doctor

Lee Werrell Chartered FCSI is a UK regulatory Compliance Specialist Consultant who has spent
over 35 years working in the financial services arena from IFAs through to international banks. He
has held many senior management positions and is known as a speaker and critically, has the
ability to take FCA rules and interpret them for the benefits of the organisations he works for.

At Compliance Consultant we know and appreciate the need for good governance, best practice
adoption and delivering coherent strategies for our clients in the complex and fluid world of
financial regulation.

We are constantly working with a vast array of financial services companies, all with their own
unigue challenges, helping them to manage their compliance and other risks.

Regulated firms need independent assessment of their governance to ensure they are 'not sucking
on their own exhaust' and exposing themselves to regulatory scrutiny and/or censure.

Call us on 080 689 0190 or Int +44 207 097 1434.
Email info@complianceconsultant.org
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About
Compliance Consultant
The Compliance Doctor

At Compliance Consultant we know and appreciate the need for
good governance, best practice adoption and delivering
coherent strategies for our clients in the complex and fluid world
of financial regulation. Working with financial services
companies, helping to manage their compliance and other risks
so they can control their exposure, train their staff, implement

regulatory change and execute their strategy.

Call us on 0800 689 0190 or Int +44 207 097 1434.
Email info@complianceconsultant.org
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