
 

 

 

 

Senior Managers and Certification Regime (SM&CR) 

Form K - Step-by-Step User Guide for Enhanced Firms 

You must have access to the ‘Approved Persons’ forms within Connect to be able 

to access and edit Form K. If you do not have access to these forms, please 

speak to your Principal User. 

If you are the Principal User and need help using Connect, see our Help section. 

 

Accessing Form K 

1. Log into Connect. Once you have logged in, click ‘Start an Application’. 

 

 

 

 

 

 

 

 

 

 

https://www.fca.org.uk/firms/connect/help
https://www.fca.org.uk/firms/connect


2. Click ‘Approved Persons’. 

 

 

3. Click ‘Show more’. 

 

 

 

 



4. Next, click ‘Approved Persons, Controlled and Senior Management 

Functions’. 

 

 

5. Select ‘Conversion Notification Form (Form K)’. 

 

 

 

 

 

 

 

 



 

 

6. Connect will then generate your Form K. All sections will show as ‘Not 

started’. 

 

 

Application Contact Details 

1. Select ‘Application Contact Details’ and fill in the relevant information. 

Once you have provided all relevant information, the form status for the 

section will change to ‘Complete’. 

Firm Details 

1. Click ‘Firm Details’ and fill in the relevant information. Once you have 

provided all relevant information, the form status for the section will 

change to ‘Complete’. 

 

2. Once ‘Application Contact Details’ and ‘Firm Details’ have been completed, 

you will then be able to access the ‘Conversion Notification’ section. 

 

 

 

 

 



 

Conversion Notification 

1. Next, you will be asked to upload your Management Responsibilities Map. 

You cannot submit your Form K without this. 

 

 

 

2. You will then be presented with a list of Senior Managements Functions 

(SMFs) that apply to Enhanced firms. You will need to click ‘select’ against 

each SMF that is required for your firm, and if you have any currently 

approved individuals who can map across to that particular SMF you will 

be able to select ‘convert’. 



 

3. If you do not have any currently approved individuals who can map to a 

particular SMF, the system will flag this. 

 

 



Page 66 of our SM&CR Regime Guide outlines which Controlled Functions can be 

mapped across to the various SMFs. 

If you have any individuals pending approval for a Controlled Function, they will 

appear within your Form K in an ‘applied for’ status. You must ensure you select 

the SMF they require. If you do not, they will not hold the SMF once approved. 

4. Once you have specified the SMFs that will be held by individuals at your 

firm, a conversion summary will appear. This shows all the individuals 

who you have selected to convert from a CF to an SMF.  

 

 

If you have not selected someone to hold an SMF, they will show on this 

summary page as ‘individuals who will not be converted’. 

You must ensure this summary page is correct. 

If you are not converting an individual to SM&CR due to issues with their fitness 

and propriety, you must submit a Form C via Connect. 

You must also ensure anyone for whom you have applied for regulatory approval 

under the Approved Persons Regime appears on your Form K in an ‘applied for’ 

status.  

If you submit an Approved Person Form A, C and/or  E after starting Form K,  

you must select the ‘recalculate’ button after 24 hours. This will ensure your 

Form K includes all relevant individuals.  

 

 

 

 

https://www.fca.org.uk/publication/policy/guide-for-fca-solo-regulated-firms.pdf


5. Once you have completed the Conversion Notification section, you will go 

back to the main page. 

 

 

Statement of Responsibilities 

1. Once you have completed the Conversion Notification section of Form K by 

selecting the SMFs that should be held by currently approved individuals, 

the system will generate out a Statement of Responsibilities (SoR) for 

each individual who you have indicated will hold an SMF. 

 

 

 

 

 

 



2. You will need to click ‘Edit’ for each SoR.  

3. Next, click ‘Senior Management Function Details’. 

  

4. You will then need to complete the SoR, including by allocating in the SoR 

any Prescribed Responsibilities (PRs) that will be held by the SMF holder 

(where applicable).  

 

To allocate a PR to a Senior Manager, you will need to click ‘select’ next to 

the relevant PR in their SoR.  

 

5. Once you have clicked ‘Select’ you are able to provide additional 

information about that PR if you wish. 

 

 



We would normally expect each PR to be held by a single individual but in 

certain circumstances, we recognise that it may be justifiable to share a PR. The 

Form contains an option to share PRs. You must select this if this reflects your 

firm’s approach to allocating the PR, and provide the justification for this.  

  

If an SMF holder has an ‘Overall Responsibility’, you must specify this within 

their SoR. See pages 5-7 of our Guidance on SoRs and Maps. 

Similarly if an SMF holder has an ‘Other Responsibility’, you must include this 

within their SoR. See pages 5-7 of our Guidance on SoRs and Maps. 

6. Once a SoR has been completed, you will need to click on ‘Back to My 

Applications’ button. This will take you back to the main application page 

and you can complete any further SoRs if required. 

 

Firm Declaration 

1. Once all SoRs have been completed, you will be able to access the ‘Firm 

Declaration’. 

 

2. Once you have ensured that all sections are correct and you are ready to 

submit your notification form, you can click on ‘Firm Declaration’. 

 

3. You will need to review the declaration and tick the relevant boxes in 

order to proceed. 

 

https://www.fca.org.uk/publication/finalised-guidance/fg19-02.pdf
https://www.fca.org.uk/publication/finalised-guidance/fg19-02.pdf


 
 

 

 

 

 

 

 

 

 

 

 

 

 



4. You will then need to select ‘Ready for Submission’ and then click 

‘Submit’.  

 

 

 


