ACCREDITATION CRITERIA FOR CORE FAA CPD COURSES
(ETHICS AND RULES & REGULATIONS)
FOR APPOINTED REPRESENTATIVES OF FINANCIAL ADVISER
Introduction
As set out in the Guidelines on Fit and Proper Criteria (Guideline No.FSG-G01), competence and
capability are criteria which are taken into account in considering whether a person is fit and proper.
Appointed representatives of financial advisers are therefore expected to undergo continuing
education so as to keep abreast of developments in the financial advisory industry and update their
skills and knowledge in relation to the type of financial advisory services which they provide.
In this regard, every appointed representative of a financial adviser must:
a) undergo structured CPD training¹ which is relevant to the type of financial advisory services
that he provides; and
b) obtain and retain relevant supporting evidence that he has completed the minimum hours
of structured CPD training within the stipulated period.
Effective Date
The minimum hours of structured CPD training required for appointed representatives would take
effect from 1 January 2016.
Who is covered?
An individual who acts or hold himself out to be an appointed representative of a financial adviser (i)
from 1 January 2016 or (ii) immediately before 1 January 2016 and continues to be so from that
date.
Who is exempted?
An individual who has been appointed as an appointed representative of any financial adviser for the
first time, for the period starting on the date of his first appointment as an appointed representative
and ending on the last day of the same calendar year.
For detailed circumstances under which the CPD requirements do not apply, please refer to MAS
Notice FAA-N13 Para 33.

¹ Structured CPD training includes lectures, conferences, workshop, courses, product seminar prior to the launch
of new products and e-learning courses which have clear learning objectives and outcomes that are clearly
documented and independently verified, but excludes activities that are part of the job scope of an appointed
representative, such as carrying out research on products and services for clients.
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CPD Requirements
The following is a summary of core and supplementary CPD hours required for the different types of
financial advisory service. For details, please refer to MAS Notice FAA-N13 Para 31.
Types of Financial Advisory
service

Core CPD Hours

Supplementary CPD Hours

Representatives who provide
advice or arrange contract of
insurance in respect of
mortgage reducing term
assurance policies and/ or
group term life insurance
policies

6 training hours in respect of
Ethics; or Rules and
Regulations, or both, as the
case may be;

10 hours

Representatives who provide
advice concerning any
investment product, marketing
of any collective investment
scheme and arranging contract
in respect of life policies

* Only training hours of
courses in Ethics or Rules and
Regulations or both, as the
case may be, which are
accredited by IBF or SCI will
be counted towards the Core
CPD hours.

24 hours

Accreditation of Core FAA CPD Courses
Only training hours of courses in Ethics or Rules and Regulations or both, as the case may be, which
are accredited by IBF or SCI will be counted towards the Core FAA CPD hours.
Please click here for details on how you can apply for your Ethics or Rules and Regulation courses to
be accredited.

CPD Reporting
With effect from 1 January 2016, a principle is responsible to:
a) calculate the total number of completed structured CPD training hours of each of its
appointed representatives as at the end of each calendar year, and
b) maintain a register containing records of each of its appointed representatives’ total
number of completed structured CPD training hours for each calendar year, and the
principle must retain the register for a period of not less than 5 years from the end of the
calendar year in which the appointed representative is appointed by the principal.
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IBF Accreditation Criteria for Core FAA CPD Courses - Ethics and Rules & Regulations
Financial institutions or financial training providers interested in seeking accreditation for their CPD
programmes should approach IBF to have their programmes accredited as a Core FAA CPD Course.
External programmes accredited by IBF will be listed on the IBF website at www.ibf.org.sg
IBF will consider the following areas in reviewing applications for accreditation as a Core FAA CPD
Course:
Part I – Organisation criteria
Part II – Programme criteria
Part III – Ongoing criteria
Core FAA CPD programmes can also be concurrently recognised as being eligible for funding under the
Financial Training Scheme (FTS). Application for programme accreditation will be via the IBF Portal.
For any enquiries, please contact IBF at cpd@ibf.org.sg .

Part I – Organisation Criteria
Training providers applying to be IBF Accredited Core FAA CPD Course Providers must satisfy all the
following organisational criteria. In-house training units of MAS-regulated Financial Institutions (FIs)
will be exempted from the requirements under this criteria.
Accreditation
Criteria

Description

Documents to Submit
 An up-to-date copy of certificate of
registration (e.g. from ACRA, Registry
of Societies, Council for Private
Education, Ministry of Education,
etc.) or equivalent

1) Be a Legally
Constituted
Body

The organisation is registered locally or
overseas with the appropriate regulatory
bodies unless specifically exempted.

2) Be Fit &
Proper

Key personnel, including and not limited to  Declaration Form completed and
Chairman / Chief Executive Officer/ President
signed by at least one key personnel.
or Directors are fit and proper.
(Annex 1)
[Note: A new fit & proper declaration form is
to be signed and submitted if there are any
changes to the Key Personnel.]
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Accreditation
Criteria
3) Ability to
continue as a
going concern

Description

The organisation is financially viable as a
going concern. The organisation should not
have, or be expected to have any adverse
financial issues such as insolvency or
bankruptcy, or have entered into any
schemes or arrangements with creditors.

Documents to Submit

 Most Recent Audited Financial
Statements

The management of the organisation has the
responsibility to demonstrate that there are
no adverse financial or going concern issues
facing the organisation.
4) Track Record
in Conduct of
Training and
Assessment

The organisation has a proven track record of  Records of past year training form
(Annex 3)
at least one year in the conduct of training
relevant to the FA industry.

4

Part II – Programme Criteria
All programmes seeking to be accredited as a Core FAA CPD Course must satisfy the following
programme criteria. This section applies to all providers, in-house or external.
Accreditation
Criteria

Description

1) Learning
Objectives and
Outcomes

Learning objectives and outcomes are clearly
stated, relevant and met by the learning
activities.

Documents to submit
 Program prospectus listing
out detailed objectives and
outcomes for each
programme to be accredited

Objectives and outcomes should demonstrate
the following:
 Training materials
(a) Awareness of laws and regulations
relevant to the FA industry in Singapore; or
(b) Keep FA representatives abreast of the
trends and developments of the relevant laws
and regulations to the Financial Advisory (FA)
business; or

 Assessment plan
 Management declaration on
the relevance of the
programme

(c) Keep FA representatives abreast of ethical
issues relating to FA services
Language
Should the course be conducted in a language
other than English, information is required on
how the equivalent learning outcomes will be
assured if the course were to be offered in
English instead.
2) Contents of
Training
Programme
(including the
assessment
component)

The contents of the training programmes
should meet the following:
(a) Contents should be applicable to the FA
industry in Singapore; and
(b) Contents should meet learning
objectives/outcomes; and
(c) Contents should be kept updated; and
(d) Contents should be prepared by personnel
with relevant expertise and experience

5

Accreditation
Criteria

Description

3) Types of
programmes

Programmes under the following categories
will NOT be considered:

Documents to submit

• Academic programmes; or
• Programmes with self-study component; or
• Compulsory regulatory programmes/
preparatory courses for regulatory
programmes; or
• Examinations required by law; or
• Programmes that provide training on
company-specific products and companyspecific internal processes that are not related
to Ethics or Rules and Regulations; or
• Programmes which are marketing in nature.
4) Acceptable
Methods of
Delivery

(a) Conferences
(b) Seminars/Workshops
(c) Lectures
(d) E-learning#

 Details of E-learning
management system

#

 Details of log-in
authentication checks

E-Learning should minimally meet the
following requirements:







Training duration must be at least 30
minutes with an assessment component
at the end to assess the participants’
understanding;
There should be processes and
procedures in place to authenticate and
track that the specific representative is
the one taking the e-learning course and
assessment (e.g. individual login/
administering the assessment in a
controlled environment);
System has sufficient checks to prevent
abuse and have penalties for illegal logins;
and
Maintain an audit trail of log-ins and
assessments

For E-Learning programmes:

 Details of internal procedures
to administer the system to
prevent abuse
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Accreditation
Criteria

Description

5) Assessment
Components

(a) Assessments are compulsory and can take
the form of summative or formative
assessments.
(b) There should be a formal structure of
assessment that demonstrates that the
learning objectives/outcomes of the training
programme are met.
(c) Passing marks should be appropriately
determined by the training provider.
Representatives are required to pass the
assessment in order for the course to be
counted towards the fulfilment of the
compulsory CPD hours.

6) Course
Duration
including
Assessment

(a) The course duration and the number of
CPD hours that the course aims to fulfil in
Ethics, Rules and Regulations or both should
also be set out.

*(excluding
networking and
breaks)

(b) The total number of CPD hours that the
course aims to fulfil should not exceed the
course duration.

Documents to submit
 Assessment Methodology and
how the assessment indicates
that learning objectives/
outcomes of the training
programme has been met
 Assessment materials may be
requested where deemed
necessary to determine that
this criterion is met

 Programme outline and
training materials to justify
the course duration

(c) The apportioned number of hours should
be in multiples of 0.5 hours.

7) Trainers /
Assessors
Requirement
(For e-learning
courses, this
requirement
applies to Course
Content Developer)

(a) Possess academic and/or professional
 CVs of all trainers/assessors;
qualifications relevant to Ethics, and Rules and
 Fit and Proper Declaration
Regulations; or
forms completed and signed
(b) Possess at least 3 years of relevant
by Trainers and Assessors
(Annex 2)
industry experience in the financial advisory
industry²
(c) Are fit and proper

²Should the trainer or assessor have less than 3 years of relevant industry experience, the training
provider should demonstrate how the quality and effectiveness of the training programme will be
maintained.
7

Part III – Ongoing Requirements
All applicants will also have to show evidence or detailed plans as to how they will be maintaining the
quality and relevance of their training programme. This section is applicable to all programmes, inhouse or external.
Accreditation
Criteria

Description

1) Ongoing
Review

(a) Validation process to ensure that learning
materials remain relevant.

(b) Process in place to ensure that feedback
from participants are reviewed and followedup on.

2) Record
Keeping

(a) System in place to confirm evidence of
participation in and successful completion of
the assessments.

Documents to Submit
 Description of validation
process; or
 Sample copy of course
completion evaluation form
 IBF reserves the right to
observe any session of the
training programme

 Attendance register
 Participants’ assessment
results; or
 Evaluation/Feedback Forms

(b) Records of attendance, assessment results,
training materials, assessment materials,
evaluation forms are to be retained for at least
five (5) years. These records can be retained in
either hardcopy or softcopy format.

*IBF reserves the rights to amend, vary or modify the accreditation criteria at its sole discretion from time
to time, by posting updates on the IBF website.
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Terms and Conditions: Accredited Provider for Core FAA CPD Courses
All providers successfully accredited as a provider for Core FAA CPD Course will be expected to fulfil the
following Terms and Conditions.

1.

Introduction

1.1

Application for programme eligibility is to be completed only by training providers (“Providers”) and
submitted to The Institute of Banking and Finance (“IBF”). Submission of the application does not
constitute approval of the programme. The Provider will be informed via email on the result of the
application.

1.2

The Provider shall ensure that the documents and information submitted are true, accurate and
complete. IBF may request for additional information to support its evaluation of the application and
the decision conveyed by IBF to the Provider shall be final. Submissions without the requisite
supporting documents may be rejected.

1.3

Processing of the application may take up to eight (8) weeks from the time of complete submission.
It is the responsibility of the Provider to make provision for the processing time before the
commencement of the programme.

1.4

IBF reserves the rights to amend, vary or modify the application and the Terms and Conditions at its
sole discretion from time to time, by posting updates on the IBF website.

2.

Application Fee

2.1

The Provider shall pay a non-refundable application fee for each training programme.

3.

Administration

3.1

The Provider may convey that the programme is accredited as a Core FAA CPD course only after being
informed of application approval via email by IBF. External programmes that have been approved will
be listed on the IBF website. In-house programmes of Financial Institutions will not be listed on the
IBF website.

3.2

The provider shall seek IBF’s approval via the Portal should there be any material changes to the
organisation and programme details and other attachments of the application. The aforesaid material
alterations shall include, but are not limited to the following:
- Change in key personnel
- Changes to the name of the programme;
- Material Changes in the programme structure and training / assessment content;
- Changes to the training methodology and targeted audience;
- Change in trainer or assessor;
- Change to the programme fees; or
- Any other information that may be deemed by the IBF to materially impact the eligibility status

9

3.3

Accreditation as a Core FAA CPD Course does not represent an endorsement of the organisation and
any regulatory authority nor does it replace the need for the Provider to seek any regulatory approval
from any other Government department or ministry or regulatory authority, if such regulatory
approval is required for the programme.

3.4

The scope of accreditation is only applicable to the provision of courses in Ethics and Rules and
Regulations to Financial Advisory representatives as provided by MAS Notice FAA-N13. Participants
will have to complete their training and pass the assessment before receiving the assigned CPD hours
for the purpose of reporting to the regulatory authorities on their fulfilment of Core FAA CPD
obligations.

4.

Validity Period

4.1

The validity period of a programme refers to the duration for which the programme will be eligible.
This validity period will differ for one-off programmes and recurring programmes.

4.2

If the programme is a one-off programme (i.e. theme/ content is applicable only for that delivery
period), the programme will be valid as an eligible programme only for the programme period.

4.3

If the programme is a recurring programme (i.e. theme/ content is delivered on multiple runs with no
change in content), the programme will be valid as an eligible programme for up to 2 years from the
date of approval. With reference to 3.2, the provider is expected to inform IBF should there be material
changes to the programme details at any time during the validity period.

4.4

IBF reserves the right to withdraw the accreditation status at any time if the training programme is
found not to be in compliance with the requirements.

4.5

The accreditation status is not transferrable and will automatically lapse after the validity period. It
shall be the sole responsibility of the Provider to track and renew the accreditation status before the
end of the validity period. Where a renewal has been approved prior to the end of the programme
validity, the programme shall be renewed seamlessly for another 2 years commencing from the end of
the validity period.

4.6

In the event that the Provider fails to renew the accreditation status before the end of the validity
period, there shall be no extension of the expiry date. A fresh application for consideration as a Core
FAA CPD course shall be submitted and new fees may apply.

4.7

The Provider shall cease the use of the accreditation status once the validity period has expired or
when the eligibility status is terminated, suspended or revoked.

5.

Conduct

5.1

The Provider shall maintain an adequate system of administering and conducting training. This includes
ensuring the full delivery of the programme, failing which; a full refund should be given to the
programme participants.

5.2

Records of attendance, assessment results, training materials, assessment materials, evaluation forms
are to be retained for at least five (5) years. These records can be retained in either hardcopy or
softcopy format.
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5.3

IBF reserves the right to conduct audit to ensure the courses are conducted in accordance to the details
set out in its application.

5.4

The Provider shall not name or purport to name IBF as a party to any agreement between the Provider
and any other parties.

5.5

The Provider shall make accurate representation of the course (including course title, duration, target
audience, training purpose, programme structure, trainer(s) qualification, etc.), and CPD hours
awarded upon completion in its marketing or any other communication materials.

5.6

The Provider may use the following declaration to convey that the programme is accredited by IBF. No
other reference should be made besides the following:

Accreditation of Core FAA CPD Courses
This programme has fulfilled the accreditation requirements and can be recognised as a Core FAA CPD
course for Ethics / Rules and Regulations for Financial Advisory representatives, as provided in MAS
notice FAA-N13.
Please note that in no way does this represent an endorsement of the quality of the training provider
and programme. Participants are advised to assess the suitability of the programme and its relevance
to participants’ training needs.

6.

Participant Support

6.1

Where possible, the Provider shall provide programme participants with certificates of attendance (or
proof of attendance) and retain the attendance list signed off by participants for at least five (5)
calendar years. The certificate of attendance should include the participant’s name, name of the
Provider, name of the programme, date of the programme and the number of CPD hours as approved
by IBF.

6.2

The Provider is responsible for the timely upload of training and assessment records or results of
participants upon their successful completion of the accredited programme onto platform as required
and determined by IBF, including but not limited to the IBF portal and SkillsFuture Singapore (SSG)'s
Skills Connect e-portal.

7.

Communication

7.1

The Provider shall adhere strictly to all communication guidelines imposed by any government agency.

11

8.

Suspension, Termination and Withdrawal

8.1

The listing status may be suspended, terminated or withdrawn, at the sole and absolute discretion of
IBF, immediately without advance notice, upon the occurrence of any of the following:
- Giving of false, inaccurate, or misleading statements or misrepresentations by the Provider or its
management representative (whether with the knowledge of the Provider or not);
- Submission of false, inaccurate, misleading or fraudulent information during application;
- The Provider has been found to have previously communicated programme(s) being listed on IBF
Programme Directory without prior approval from IBF;
- The Provider fails to comply with or is in breach of any of these Terms and Conditions or where
such non-compliance or breach is capable of rectification, fails to implement corrective action as
required;
- A civil proceeding has been commenced, or a criminal complaint or police report has been lodged
in Singapore or elsewhere against the Provider or its staff;
- There exist any criminal investigations or proceedings in Singapore or elsewhere relating to the
Provider;
- The commencement of any proceedings for liquidation, insolvency, bankruptcy, receivership,
winding up or judicial management of the Provider; or
- There exist any circumstances, which in IBF’s sole opinion renders the Provider no longer able to
meet the criteria for listing the programme on IBF Programme Directory.

9.

Appeal Process

9.1

An appeal process will be put in place to allow providers to challenge accreditation decisions, which
will be assessed on a case-by-case basis.

10.

Personal Data Protection Act Clauses

10.1 Before disclosing personal data of other third parties to The Institute of Banking and Finance, you shall
undertake to collect all necessary consents from these third parties for the collection, use and/or
disclosure of their personal data for the purpose(s) of seeking accreditation as a Core FAA CPD Course.
You shall agree to bear all liability and shall fully indemnify The Institute of Banking and Finance against
any and all actions, claims, proceedings, costs, damages, legal costs and/or other expenses (including
the costs of complying with directions and paying financial penalties that may be imposed by the
Personal Data Protection Commission) arising out of your breach of this undertaking.
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Annex 1
[This is not applicable for in-house training units of MAS-regulated Financial Institutions (FIs)]
Fit & Proper Declaration Form
Please provide all relevant information to demonstrate that the key management person is considered
to be a fit and proper person. At least one key management person is required to submit this Fit and
Proper Declaration.
In the past 10 years,

Yes

No

(i)

Have you been convicted of any criminal offence under any law in Singapore or
elsewhere; or

□

□

(ii)

Have you been the subject of any adverse findings in civil proceedings, particularly
those associated with fraud, misrepresentation or dishonesty, under any law in
Singapore or elsewhere; or

□

□

(iii)

Are you an un-discharged bankrupt or have you made a composition or
arrangement with your creditors; or

□

□

(iv)

Have you been a director or person concerned in management of a business that
has entered into liquidation, or been the subject of a winding up order, or had a
receiver appointed in relation to the business, or entered into a composition or
scheme or arrangement with its creditors while you were involved with that
business or within one (1) year of that involvement; or

□

□

(v)

Have you been suspended or disbarred by a professional or any other regulatory
body in Singapore or elsewhere; or

□

□

(vi)

Have you been dismissed or asked to resign from acting as a director or in any
managerial capacity, whether in Singapore or elsewhere

□

□

Declaration: I have read the Fit and Proper Criteria abovementioned and in submitting this form; I declare
that all information given in this application and in the attached annexes (if any) is true and correct and
that I have not wilfully suppressed any material fact. I understand that any false declaration or
misrepresentation may result in the rejection of the application and/or claims and/or any grants
disbursed will be recovered and my organisation may be disqualified from all future applications.
Submitted By:

(Signatory)

(Organisation Stamp)

(Name)

(Date)

(Designation)
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Annex 2
Fit & Proper Declaration Form
Please provide all relevant information to demonstrate that all trainer(s) / assessor(s) are considered to be
fit and proper persons. All trainer(s) and assessor(s) are required to submit this Fit and Proper Declaration
individually.
In the past 10 years,

Yes

No

(i)

Have you been convicted of any criminal offence under any law in Singapore or
elsewhere; or

□

□

(ii)

Have you been the subject of any adverse findings in civil proceedings,
particularly those associated with fraud, misrepresentation or dishonesty,
under any law in Singapore or elsewhere; or

□

□

(iii)

Are you an un-discharged bankrupt or have you made a composition or
arrangement with your creditors; or

□

□

(iv)

Have you been suspended or disbarred by a professional or any other
regulatory body in Singapore or elsewhere; or

□

□

(v)

(For Financial Training Scheme)
Do you have at least FIVE (5) years of relevant financial services experience or
at least THREE (3) years of financial training experience; and/or

□

□

□

□

(For Accreditation of Core FAA/ SFA CPD Courses)
Do you have at least THREE (3) years of relevant industry experience in the
financial advisory industry¹; or
¹Should the trainer or assessor have less than 3 years of relevant industry experience, the training
provider should demonstrate how the quality and effectiveness of the training programme will be
maintained.

(vi)

Do you have the relevant academic qualification or knowledge and experience
in relation to the contents of the training programme?

Declaration: I have read the Fit and Proper Criteria abovementioned and in submitting this form; I declare
that all information given in this application and in the attached annexes (if any) is true and correct and
that I have not wilfully suppressed any material fact. I understand that any false declaration or
misrepresentation may result in the rejection of the application and/or claims and/or any grants
disbursed will be recovered and my organisation may be disqualified from all future applications.
Submitted By:
(Signatory)

(Organisation Stamp)

(Name)

(Date)

(Designation)
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Annex 3

FINANCIAL SECTOR DEVELOPMENT FUND

FINANCIAL TRAINING SCHEME (FTS)/
CORE FAA/ SFA CPD COURSES
------------ Records of Past Year Training Form -----------Please provide all relevant information of training programmes conducted for financial sector professionals for the past year.
Name of Programme

Target Area of Training

No. of Runs & Date

Enrolment No.

Participants’ Profile
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