Notes to assist with the completion of the Long and/or Short Form A for both UK and Overseas, and Incoming EEA firms, when making an application to perform controlled function(s) under the approved persons regime.
PLEASE NOTE: A CANDIDATE MUST NOT BEGIN PERFORMING ANY CONTROLLED FUNCTION UNTIL THE FCA HAS GRANTED APPROVAL.

Full details of the approved persons regime and the application process are given in chapter 10 (Section 10.12) of the Supervision manual ('SUP').

For more information on the factors which the FCA takes into account when considering applications, please refer to the Fit and Proper Test for Approved Persons ('FIT') in the FCA Handbook.

The purpose of this Form

This Form is referred to in the relevant direction in SUP 10.12. This Form must be used where the candidate is an individual seeking approval to perform controlled functions. The firm is the applicant.  

Applications for corporate candidates must be made using an adapted Form A that will be supplied by the FCA upon request.

Completing this Form

The Form must be completed in black ink and (if in manuscript) in BLOCK LETTERS.

All dates should be provided in numeric form (e.g. 29/02/2000 for 29 February 2000).

Indicate clearly if a question is not applicable. Tick the appropriate box where a yes/no answer is required. Further details should be given in section 6 (Supplementary Information) if there is insufficient space for a detailed answer. 

Additional information can be attached to the Form. It must be securely attached to the Form and you must indicate at section 6.0 the number of additional sheets attached.  

Do not assume that information is known to the FCA merely because it is in the public domain, or has been previously disclosed to the FCA or to another regulatory body. In all circumstances, disclosures should be full, frank and unambiguous. If there is any doubt about the relevance of information, it should be included. The information supplied by the candidate should be verified by the firm wherever possible. If the FCA's vetting checks reveal any matters that have not been disclosed, then applications will be delayed and, in some cases, possibly rejected. 

Expressions in this Form in italics have the meaning given in the Glossary to the FCA’s Handbook (or, if no meaning is given there, the expressions are to be interpreted in accordance with the related expression defined in the Glossary).

The firm is responsible for the accuracy of the data and completion of the Form. If the Form is not fully and correctly completed, the FCA may need to return it for proper completion. This could significantly delay the FCA's decision on whether to grant approval to perform the requested controlled functions 

The FCA may require the applicant to provide further information at any time after receiving an application and before determining whether approval is to be granted or not. 

If a firm has provided, or has information that reasonably suggests that it may have provided, the FCA with information which was or has become false, misleading, incomplete or inaccurate, in a material particular, it must notify the FCA immediately. Failure to notify the FCA may result in a delay in processing or rejection.
SHORTENED APPLICATION FORM

 Please use the shortened application form if any of the following conditions apply

(1) 
an approved person is applying to perform an additional controlled function under an arrangement with the same firm; or 

(2) 
the candidate has ceased to perform a controlled function under an arrangement with firm A and now requires approval to perform a controlled function under an arrangement with firm B. These can be two entirely different firms and not just two firms in the same group.

(3)
an approved person is applying to perform a controlled function and is already authorised for that group of functions (i.e. either CF1-12 or CF28 29 or 30) for another firm. For example, if a CF2 non-executive director is applying to be approved as a CF2 for an additional firm.

A Submission of a CV is only applicable to short form applicants if they have never previously held a significant function or, if the previous submission of their CV when applying for a significant function, has altered from their previous application or the application is for a governing function of an appointed representative. It should be attached securely to the Form. 

However, a full Form A must be completed in full if:

(1) 
the candidate ceased to be an approved person more than six months ago; 

(2) 
the candidate or approved person is seeking approval in respect of a significant influence function for the first time.

(3)
there have been any changes to the answers provided in section 5 of the application form.

SECTION 1 – PERSONAL IDENTIFICATION DETAILS

The information collected in this section (including nationality, place of birth, date of birth, previous names) is used to assist us in verifying the identity of the candidate thereby enabling us to discharge our statutory functions under the Financial Services and Markets Act 2000 and other relevant legislation.  This information will not be disclosed for any other purpose without the permission of the applicant.

If the candidate has more than one previous name (surname or forenames), passport number or nationality, or is known by any other names, provide details in section 6. (please see 1.08, 1.10)

1.01: 
If the candidate does not have an FCA Individual Reference Number or does not know it, include the name of the previous regulator and the previous Individual Reference Number, as applicable. For individuals who have previously been approved with the FCA, their reference number can be found on the Register of Individuals on the FCA website.

1.12 to 14: 
A full 3 year history for United Kingdom addresses must be given for the candidate. Any gaps must be fully explained or a statement provided in either the address history or section 6 of the form, stating that the individual resides abroad. 

The information collected in this section (including nationality, place of birth, date of birth, previous names) is used to assist us in verifying the identity of the candidate thereby enabling us to discharge our statutory functions under the Financial Services and Markets Act 2000 and other relevant legislation.  This information will not be disclosed for any other purpose without the permission of the applicant.

SECTION 2 – FIRM IDENTIFICATION DETAILS

2.01 & 2.02: 
This section identifies the firm making the application by FCA Firm Reference Number (FRN) and name. 

2.03: 
The firm must indicate a point of contact for any queries in connection with the application and must provide a telephone contact number and E-mail address.

SECTION 3 – ARRANGEMENTS AND CONTROLLED FUNCTIONS

The firm must tick the box in 3.01 that most accurately describes its arrangement with the candidate.

For applications from a single firm, the firm should complete 3.02, 3.03 & 3.04 indicating the controlled functions required by selecting the appropriate box in 3.02. However, if the application is being made on behalf of a candidate who will carry out controlled functions for more than one firm, 3.05 must be used to describe the controlled functions and the relationships between the candidate and those firms.

3.01: 
If this application relates to more than one appointed representative, provide details in section 6.

3.02: 
If the controlled function 29 is requested, the specific job title of the candidate must be included.

Controlled function 8 only applies to a firm not required to allocate significant influence functions, including the governing functions. These firms, whose main purpose is to carry on activities other than regulated activities, are predominantly secondary insurance intermediaries or members of a profession.  The categories of firms affected are described in SYSC 4.4.1, these include: secondary insurance intermediaries, oil and energy market participants, service companies, members of a profession, subsidiaries of local authorities, registered social landlords and sole traders who employ an approved person. 
3.03: 
The effective date is the date on which the firm wishes the candidate to begin performing controlled functions (subject to approval). This should be left blank unless there is a reason for the effective date to be beyond the FCA’s published standard response times. 

3.04
Insurance mediation


This is not a controlled function in its own right. However, every firm that carries on insurance mediation activities must appoint an approved person(s) who will be responsible for insurance mediation activities at the firm. This responsibility must be allocated to a member of the governing body of the firm or in certain circumstances, a senior manager. (i.e. an individual that is applying for an approval as CF1, 3-8 or 29).

Please note that insurance mediation is not applicable to Appointed Representatives.

Unless the firm indicates otherwise, the FCA assumes that the arrangement given on the application form includes all of the activities that fall within the description of the controlled function. This means that a firm may alter a candidate’s responsibilities within the broad description of a controlled function without needing further approval from the FCA. 

SECTION 4 – EMPLOYMENT HISTORY FOR PAST 5 YEARS (Not applicable for a short application)

A full five-year employment history for the candidate must be provided including their current employment at the time of application, with all gaps explained. If the record of employment does not go back five years, all periods of education and unemployment must be indicated. Full details of any periods of self-employment must be included.

Always give the address of the actual place of employment, rather than a central head office.

If there are insufficient pages to provide all of a candidate's employment history, either add the information at section 6 or photocopy page 7 and attach the additional pages.

“Regulatory body” in this context means the bodies listed in the notes to section 5 (overleaf).

State the position held by the candidate and a brief explanation of his or her duties. If the candidate’s job title included the word “director” but his or her duties did not include those associated with the title of director, as defined in the Glossary, this should be indicated.

The reason for leaving each employer must be given. If there were any issues arising on leaving that could affect the Fitness and Propriety of the individual, these must be fully explained in section 6. Previous employers may be contacted and the omission of relevant details may result in applications being delayed and, in some cases, possibly rejected.

Candidates who are applying for significant influence functions (CF 1 to 12, 28 or 29) are required to submit a copy of their curriculum vitae (CV), in addition to completing section 4 of this Form, unless the application is for a governing function of an appointed representative. It should be attached securely to the Form. This is only applicable to short form applicants if they have never previously held a significant function or, if the previous submission of their CV when applying for a significant function, has altered from their previous application.
SECTION 5 – FITNESS AND PROPRIETY (Not applicable for a short application)

Answer the question by ticking the relevant ‘yes’ or ‘no’ box. If the answer to any of the questions is ‘yes’, give complete details in section 6 and attach relevant supporting documentation.

5.01 to 5.02
It is for senior management to decide what checks should be made. Under 



the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 ('the



Order')(see Articles 3 and 4 of the Order) the FCA and the firm have a right 



to ask about spent, as well as unspent, criminal convictions for employment



purposes about candidates for approved person status [see Section 5.



of Form A –(Application to perform controlled functions under the approved



persons regime.)]

Cautions are not within the ambit of the Rehabilitation of Offenders Act 1974. Hence cautions never become spent and if asked, a candidate must inform a potential employer and the FCA whether he/she has received a caution.

5.03 to 5.06: 
Court judgments (e.g. County Court Judgments) and arrangements with creditors (e.g. Individual Voluntary Arrangements) are covered by questions 5.03 to 5.06. Any outstanding County Court Judgments or arrangements with creditors must be listed in section 6, and the circumstances surrounding them explained. The FCA will conduct credit checks. 


“Regulatory body” in this context refers to:

i)
the self-regulatory organisations including IMRO, SFA, PIA, LAUTRO, FIMBRA, AFBD and TSA;

ii)
the statutory bodies including the FCA, SIB, the Society of Lloyd’s, the Registry of Friendly Societies, the Friendly Societies Commission, the Building Societies Commission, the Bank of England; HM Treasury – Insurance Directorate (formerly of the DTI) and the recognised bodies;

iii)
the designated professional bodies; and

iv)
the equivalent of all such regulators overseas.

5.09
This question covers internal investigation by an authorised firm in addition to investigations by a regulatory body at any time.

SECTION 6 – SUPPLEMENTARY INFORMATION

This section provides space for any additional information. It should be used to disclose additional information about "yes" answers in section 5 of the full Form A and any information which is not the subject of a specific question in section 5, but is relevant to the consideration of fitness and propriety. For more information on the factors which the FCA takes into account when considering applications, please refer to "FIT" in the Handbook.

List here all directorships currently held or previously held in the past 10 years by the candidate. 

Relevant documents must also be provided, such as evidence of the settlements of County Court Judgments.

SECTION 7 – DECLARATIONS & SIGNATURES

This section contains declarations which must be signed by both an appropriate individual for the firm or applicant submitting the application and the candidate. Signatures MUST NOT be dated more than 3 months prior to the date of submission of the application. The FCA considers that an appropriate individual would either be an individual approved for a controlled function described under section 59(5) of the Financial Services & Markets Act (the significant influence functions – controlled functions 1 to 12, 28 or 29) or someone to whom the firm has delegated the authority to notify the FCA. If this authority has been delegated, the firm should keep records of those individuals authorised to sign on behalf of the firm. All signatures submitted on forms should be originals

Incoming EEA Firms undertaking non-MiFID business must confirm by using the tick box that the candidate is competent to perform the controlled function(s) for which this application is made. 

If you have any questions or need additional information, please contact the 

Firm Contact Centre on 0845 606 9966 or e-mail iva@fca.org.uk

PLEASE RETURN COMPLETED FORM TO:

THE FINANCIAL CONDUCT AUTHORITY
INDIVIDUALS, MUTUALS AND POLICY DEPARTMENT
25 THE NORTH COLONNADE 
CANARY WHARF
LONDON E14 5HS
UNITED KINGDOM

