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[bookmark: _Toc149225051]SECTION 1:  CURRICULUM SUMMARY
[bookmark: _Toc109733517][bookmark: _Toc149225052]1.1 Occupational Information:
[bookmark: _Toc109733518][bookmark: _Toc149225053]1.1.1 Associated, Organising Framework for Occupations (OFO) Occupational Code and Title 
[bookmark: _Toc109733520][bookmark: _Toc149225054]241301: Financial Investment Advisor
1.1.2 Occupation/Specialisation/Part-Qualification/Skills Programme Type, Title, NQF Level, Credits and Curriculum Code, addressed by this Curriculum.

	TYPE
	TITLE
	NQF LEVEL
	CREDITS
	CURRICULUM CODE

	Specialisation
	Financial Services Practitioner
	5
	120
	241301-001-01-00

	Specialisation
	Financial Advisor
	6
	120
	241301-002-01-00

	Specialisation
	Specialised Financial Advisor
	7
	120
	241301-003-00-00

	Specialisation
	Financial Planner
	8
	120
	241301-004-00-00



[bookmark: _Toc149225055]1.1.3 Alternative titles used by industry:
· [bookmark: _Toc109733529][bookmark: _Toc149225056]Senior Financial Consultant
· Financial Advisor (Intermediate)
· Wealth Management Consultant
· Investment Advisor
· Client Portfolio Manager
· Financial Services Specialist
· Associate Financial Planner
· Paraplanner (Senior)
· Private Wealth Consultant
· Client Relationship Manager (Financial Services)

1.2 Curriculum Information:
[bookmark: _Toc149225057][bookmark: _Toc109733530]1.2.1 Articulation for Qualifications and Part- Qualifications


[bookmark: _Toc148983865][bookmark: _Toc149225058](a) Horizontal Articulation: This qualification articulates horizontally within the OQSF and between other sub-framework(s) as follows:
Within OQSF -
Advanced Occupational Certificate: Business Banking Practitioner, NQF Level 6
[bookmark: _Hlk109398619]Between sub-frameworks – 
Advanced Certificate in Business Management, NQF Level 6
[bookmark: _Toc148983866][bookmark: _Toc149225059](b)  Vertical Articulation: This qualification articulates vertically within the OQSF as follows:
Occupational Certificate: Financial Markets Practitioner, NQF Level 7

[bookmark: _Toc148983867][bookmark: _Toc149225060](c) Diagonal Articulation: This qualification articulates diagonally across NQF levels and across Sub-Frameworks:
Advanced Diploma in Business Administration, NQF Level 7
 
[bookmark: _Toc148983868][bookmark: _Toc149225061](d) Validation of Entry Requirements into articulation possibilities provided:
Yes

[bookmark: _Toc109814203][bookmark: _Toc149225062][bookmark: _Hlk109642031]1.2.2 Articulation for Skills Programmes 
[bookmark: _Toc109814204][bookmark: _Toc149225063](a) Work Opportunities:
· [bookmark: _Toc109814205][bookmark: _Toc149225064]Client Portfolio Manager
· Financial Planner/Advisor
· Investment Analyst
· Compliance Officer (Financial Services)
· Relationship Manager (Wealth Management)
· Tax Consultant/Specialist
· Risk Manager 
(b) Learning Opportunities:
· [bookmark: _Toc109733539][bookmark: _Toc149225065]On-the-Job Learning (Work-Based Training)
· Continuing Professional Development (CPD)
· Certifications and Accreditation
· Peer Learning and Networking
· Advanced Degree Programs
· Research and Innovation

1.3 Curriculum Structure:

[bookmark: _Toc109733540][bookmark: _Toc149225066]1.3.1 Knowledge/Theory Modules:
241301-002-01-KM01: Portfolio Management & Performance Optimisation, NQF Level 6, Credits 10.
241301-002-01-KM02: Financial Problem Solving & Adaptation NQF Level 6, Credits 5.
241301-002-01-KM03: Specialised Financial Solutions & Cross-Selling, NQF Level 6, Credits 10.
241301-002-01-KM04: Client Communication & Relationship Management NQF Level 6, Credits 10.
241301-002-01-KM05: Ethical and Professional Decision-Making NQF Level 6, Credits 5.
241301-002-01-KM06: Resource Management & Accountability NQF Level 6, Credits 5.
Total number of credits: 45

[bookmark: _Toc109733541][bookmark: _Toc149225067]1.3.2 Practical Skills Modules:
241301-002-01-PM01: Client Portfolio Analysis & Recommendation Implementation, NQF Level 6, Credits 10.
241301-002-01-PM02: Problem-Solving & Adaptive Strategies for Changing Circumstances, NQF Level 6, Credits 5.
241301-002-01-PM03: Implementation of Specialised Financial Solutions, NQF Level 6, Credits 10.
241301-002-01-PM04: Client Relationship Management & Trust Building, NQF Level 6, Credits 10.
241301-002-01-PM05: Ethical Conduct in Client Engagement & Advisory Practice, NQF Level 6, Credits 5.
241301-002-01-PM06: Decision-Making & Resource Allocation, NQF Level 6, Credits 5.
Total number of credits: 45

[bookmark: _Toc109733542][bookmark: _Toc149225068]1.3.3 Work Experience Modules:
241301-002-01-WM01: Client Portfolio Management & Advisory Practice, NQF Level 6. Credits 10.
241301-002-01-WM02: Financial Problem Solving & Adaptation, NQF Level 6, Credits 5.
241301-002-01-WM03: Specialised Financial Solutions Implementation, NQF Level 6, Credits 5.
241301-002-01-WM04: Client Relationship & Communication Skills, NQF Level 6, Credits 5.
241301-002-01-WM05: Ethical Decision-Making in Practice. NQF Level 6, Credits 5.
Total number of credits: 30

[bookmark: _Toc109733543][bookmark: _Toc149225069]1.4 Entry Requirements:
NQF Level 5 Qualification

[bookmark: _Toc109733544][bookmark: _Toc149225070]1.5 Recognition of Prior Learning (RPL):
[bookmark: _Toc109752696][bookmark: _Toc149225071]1.5.1 RPL for Access:
[bookmark: _Toc109752697]Learners may use the RPL process to gain access to training opportunities for a programme of learning, qualification, part-qualification or skills programme if they do not meet the formal, minimum entry requirements for admission. RPL assessment provides an alternative access route into a qualification.
Such an RPL assessment may be developed, moderated and conducted by the accredited Skills Development Provider which offers that specific qualification. Such an assessment must ensure that the learner is able to display the equivalent level of competencies required for access, based on the NQF level descriptors.
[bookmark: _Toc149225072]1.5.2 RPL for Exemption:
For exemption from modules through RPL, learners who have gained the stipulated competencies of the modules of a qualification through any means of formal, informal or non-formal learning and/or work experience, may be awarded credits towards relevant modules, and gaps identified for training, which is then concluded. 
[bookmark: _Toc109752698][bookmark: _Toc149225073]1.5.3 RPL for awarding credits:
Learners who have gained the stipulated competencies of the modules of a qualification, part-qualification through any means of formal, informal or non-formal learning and/or work experience, may be awarded credits towards relevant modules, and gaps identified for training, which is then concluded. 
A valid Statement of Results is required for admission to the EISA in which confirmation of achievement is provided that all internal assessment criteria for all modules in the related curriculum document have been achieved. 
For a Skills Programme, the accredited Skills Development Provider (SDP) must ensure all modular competency requirements are met prior to the FISA and keep record of such evidence. 
Upon successful completion of the EISA/FISA, RPL learners will be issued with the QCTO certificate for the qualification. Quality Partners are responsible for ensuring the RPL mechanism and process for qualifications and part-qualification is approved by the QCTO

[bookmark: _Toc109733545][bookmark: _Toc149225074]1.6 Quality Partner for Assessment: 
	NAME OF BODY:  
	Insurance Sector Education and Training Authority (INSETA)

	ADDRESS OF BODY: 
	18 Fricker Road
Illovo, Sandton, 2196


	WEBSITE:
	http://inseta.org.za

	TELEPHONE NUMBER: 
	Telephone Number: 011 381 8900



[bookmark: _Toc109733546][bookmark: _Toc149225075]1.7 List of Skills Programme(s) Related to this Curriculum
1. Financial Strategist
Role Description: The advisor assesses the client’s current financial situation and develops tailored financial plans to meet both short-term and long-term financial goals. This involves monitoring the performance of financial products and adjusting strategies to adapt to changing circumstances.
2. Client Relationship Manager
Role Description: Building and maintaining strong relationships with clients is central to this role. The advisor works to ensure trust, loyalty, and long-term engagement by understanding clients’ needs, providing ongoing support, and delivering exceptional service through personalised financial solutions.
3. Sales and Business Developer
Role Description: The advisor identifies opportunities to expand their client base and grow the financial advisory practice. This involves networking, referrals, and marketing, as well as cross-selling and upselling financial products that align with clients’ evolving needs.
4. Compliance and Risk Manager
Role Description: The advisor ensures that all financial advice and activities are compliant with industry regulations and ethical standards. This includes managing the risks associated with financial products and strategies, and ensuring all documentation and processes adhere to legal requirements.
5. Financial Educator
Role Description: The advisor acts as an educator, guiding clients through complex financial information and helping them make informed decisions. This involves explaining the implications of different financial products and strategies and ensuring clients fully understand the risks and benefits associated with their financial plans
[bookmark: _Toc149225076]


SECTION 2:  OCCUPATIONAL/SPECIALISATION/PART-QUALIFICATION/SKILLS PROGRAMME PROFILE
[bookmark: _Toc109733547][bookmark: _Toc149225077]2.1 Purpose:
[bookmark: _Toc109733548][bookmark: _Toc149225078]The purpose of this qualification is to capacitate a learner to function effectively as a Financial Advisor
Financial Advisors manages a portfolio of financial clients and their financial plans to sustain the performance of these plans through the application of specialised financial services options and practical adaptions required by changes in the environment of the client and the economic environment  
2.2 Tasks:
	TASK
	LINKS TO ELO

	TASK 01:
Monitor and evaluate the performance of a portfolio of financial plans
	ELO 01:
Apply detailed knowledge of financial services portfolio management to monitor, evaluate and recommend improvements to  the performance of a portfolio of financial plans 

	TASK 02:
Identify the impact of changing circumstances and prioritise specific interventions to improve or maintain client financial plans
	ELO 02:
Identify, analyse and solve problems relating to the impact of changing financial and social client and societal circumstances and prioritise specific interventions to improve or maintain client financial plans 

	TASK 03:
Utilise specialised solutions to meet evolving client financial needs and identify cross selling opportunities
	ELO 03:
Evaluate, select and apply appropriate methods, procedures or techniques to utilise specialised solutions required to meet the evolving client financial needs and identify cross selling opportunities 

	TASK 04:
Grow client relationships to ensure trust and sustainability
	ELO 04:
Continually present and communicate complex information reliably and coherently in order to grow client relationships and ensure a trusting, sustainable and mutually beneficial relationship with a grooving portfolio of financial services clients. 

	TASK 05:
Grow and build a sustainable financial advisory practice
	ELO 05:
Apply an understanding of the ethical implications of decisions and actions within an organisational or professional context to grow and build a sustainable financial advisory practice.

	TASK 06:
Facilitate the delivery of the results of plans through effective engagement with providers and clients.
	ELO 06:
Take full responsibility for own decision-making and use of resources, when facilitating the delivery of the results of plans through effective engagement with providers and clients.in 



[bookmark: _Toc109733549][bookmark: _Toc149225079]2.3 Occupational Task Details:
Job Purpose:
Financial Advisors manage a portfolio of financial clients and their financial plans to sustain the performance of these plans through the application of specialised financial services options and practical adaptations required by changes in the client’s environment and the economic environment.

[bookmark: _Toc149225080][bookmark: _Toc109733550]2.3.1 Task 1 
[bookmark: _Toc149225081]Monitor and evaluate the performance of a portfolio of financial plans 
(a) Unique Product or Service:
[bookmark: _Toc149225082]The Financial Services Advisor ensures that the portfolio of financial plans continues to perform optimally, making adjustments as necessary to meet client objectives and market conditions. 
(b) Responsibilities:
1. [bookmark: _Toc149225083]Review the performance of financial products and plans on a regular basis.
2. Analyse client portfolios in light of changing market conditions and financial goals.
3. Identify any underperforming products and recommend adjustments or replacements.
4. Provide clients with performance reports and communicate any necessary changes.
5. Ensure all adjustments are compliant with financial regulations and align with the client’s long-term objectives.
(c) Contexts:
1. Physical Work Environment: Office-based with regular use of financial monitoring software and tools. May involve client meetings in the office or virtually.
2. Level of Decision-Making: High. The advisor must interpret financial data, make judgments about product performance, and determine when changes are necessary.
3. Stakeholder Interaction: Frequent interaction with clients, providing updates and discussing potential adjustments to plans. Internal collaboration with analysts or product providers may also be required.

[bookmark: _Toc109733552][bookmark: _Toc149225084]2.3.2 Task 2 
Identify the impact of changing circumstances and prioritise specific interventions to improve or maintain client financial plans 
(a) Unique Product or Service:
The advisor identifies changes in the client’s personal or financial environment, or in the broader economic landscape, and takes timely action to maintain or enhance the client’s financial position. 
(b) Responsibilities:
1. Monitor economic trends and their impact on financial products and investments.
2. Track any changes in client circumstances, such as income, health, or family situations, that may affect their financial plans.
3. Prioritise which clients and plans require immediate intervention.
4. Recommend specific financial interventions, such as rebalancing portfolios or adjusting insurance coverage.
5. Document the rationale for each intervention and communicate it clearly to clients.
(c) Contexts:
1. Physical Work Environment: Primarily office-based, with digital tools for monitoring client situations and external economic factors. Occasional travel to client locations may be required.
2. Level of Decision-Making: High. Advisors must assess both internal (client) and external (economic) variables and decide on appropriate interventions.
3. Stakeholder Interaction: Continuous communication with clients regarding their evolving circumstances, along with collaboration with external specialists (e.g., tax advisors or estate planners).

2.3.3 Task 3 
Utilise specialised solutions to meet evolving client financial needs and identify cross-selling opportunities.
(a) Unique Product or Service:
The Financial Advisor implements tailored, specialised financial solutions to address clients’ changing needs while identifying opportunities to introduce additional financial products or services. 
(b) Responsibilities:
1. Assess client needs for specialised financial solutions, such as trusts, offshore investments, or retirement products.
2. Research and recommend appropriate financial products to meet these specialised needs.
3. Identify and act on cross-selling opportunities that align with the client’s current financial situation.
4. Integrate specialised products into the client’s existing financial plans.
5. Track the performance and suitability of these specialised solutions over time.

(c) Contexts:
1. Physical Work Environment: Office-based with access to specialised financial tools and resources. Advisors may need to meet with product specialists or external providers.
2. Level of Decision-Making: High. Advisors must make informed decisions about complex financial products and ensure they align with the client’s objectives.
3. Stakeholder Interaction: Interaction with clients, product specialists, and service providers to ensure the right solutions are identified and implemented.

2.3.4 Task 4 
Grow client relationships to ensure trust and sustainability.
(a) Unique Product or Service:
The advisor builds and nurtures long-term relationships with clients to ensure trust, loyalty, and the sustainability of their financial advisory practice. 
(b) Responsibilities:
1. Maintain regular contact with clients to discuss their financial plans and any concerns.
2. Provide ongoing advice and support to help clients navigate changes in their personal and financial situations.
3. Build trust through transparency, ethical advice, and tailored financial planning.
4. Respond promptly and professionally to client queries and requests.
5. Organise and facilitate client appreciation or educational events to strengthen relationships.

(c) Contexts:
1. Physical Work Environment: Primarily office-based, with regular face-to-face or virtual meetings with clients.
2. Level of Decision-Making: Moderate to high. Advisors must tailor their approach to each client, building trust while balancing the need for business growth.
3. Stakeholder Interaction: Regular, direct interaction with clients to maintain strong relationships. Advisors may also work closely with support staff to ensure all client needs are met.
2.3.5 Task 5 
Grow and build a sustainable financial advisory practice.
(a) Unique Product or Service:
The Financial Advisor grows their client base and strengthens their practice through networking, client referrals, and effective service delivery. 
(b) Responsibilities:
1. Identify and pursue new client acquisition opportunities through networking and referrals.
2. Maintain a balance between acquiring new clients and managing existing client portfolios.
3. Develop and execute marketing strategies to attract new clients.
4. Track client satisfaction and retention rates to ensure long-term practice sustainability.
5. Ensure all operations are compliant with regulatory requirements and aligned with the financial practice’s objectives.
(c) Contexts:
1. Physical Work Environment: Office-based, but advisors may attend networking events, industry seminars, or client referrals in various settings.
2. Level of Decision-Making: High. Advisors must make strategic decisions about business development, client management, and marketing.
3. Stakeholder Interaction: Interaction with potential clients, industry contacts, and business partners to build a strong, sustainable practice.

2.3.6 Task 6
Facilitate the delivery of the results of plans through effective engagement with providers and clients. 
(a) Unique Product or Service:
The advisor ensures the successful execution of financial plans by effectively coordinating with financial product providers and maintaining clear communication with clients. 
(b) Responsibilities:
1. Liaise with financial product providers to ensure timely and accurate delivery of services.
2. Monitor the implementation of financial strategies to ensure they meet client expectations.
3. Resolve any issues or delays that arise during the implementation phase.
4. Communicate regularly with clients about the status of their financial plans.
5. Review the outcomes with clients and make adjustments as needed to achieve the desired results.
(c) Contexts:
1. Physical Work Environment: Primarily office-based, with frequent interaction via phone, email, or in-person meetings with product providers and clients.
2. Level of Decision-Making: Moderate to high. Advisors must ensure that plans are implemented smoothly and must troubleshoot any issues during the process.
3. Stakeholder Interaction: Extensive coordination with both external service providers and clients to ensure smooth execution of financial plans and continuous client engagement.


SECTION 3: CURRICULUM COMPONENT SPECIFICATIONS
[bookmark: _Toc109733553][bookmark: _Toc149225085]3.1 Knowledge Module Specifications:
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-002-01-KM01
	Portfolio Management & Performance Optimisation
	6
	10
	BLENDED

	241301-002-01-KM02
	Financial Problem Solving & Adaptation
	6
	5
	BLENDED

	241301-002-01-KM03
	Specialised Financial Solutions & Cross-Selling
	6
	10
	BLENDED

	241301-002-01-KM04
	Client Communication & Relationship Management
	6
	10
	BLENDED

	241301-002-01-KM05
	Ethical and Professional Decision-Making 
	6
	5
	BLENDED

	241301-002-01-KM06
	Resource Management & Accountability 
	6
	5
	BLENDED



[bookmark: _Toc149225086][bookmark: _Toc109733554]

3.1.1 Detailing Knowledge Module (KM) contents
Knowledge Module (KM) - 01
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-002-01-KM01
	Portfolio Management & Performance Optimisation
	6
	10
	BLENDED



[bookmark: _Toc149225087](a) Purpose of Knowledge Module: 
The purpose of this Knowledge Module is to provide learners with in-depth theoretical knowledge of portfolio management principles and performance optimisation strategies. The module focuses on equipping learners with the skills to assess, monitor, and improve the performance of investment portfolios while understanding the key factors influencing asset allocation. It also emphasises the importance of regulatory compliance and the tax implications on financial portfolios, ensuring that learners are prepared to make informed decisions to enhance portfolio returns while adhering to legal and tax requirements. Through this module, learners will develop a comprehensive understanding of portfolio management to support effective financial decision-making and optimisation.
[bookmark: _Toc149225088] (b) List of Knowledge Topics:
	[bookmark: _Hlk109849590]TOPIC CODE
	TOPIC TITLE
	% OF TIME TO BE SPENT

	KM-01-KT01
	Portfolio Management Principles
	20%

	KM-01-KT02
	Evaluating Portfolio Performance
	15%

	KM-01-KT03
	The Role of Asset Allocation
	15%

	KM-01-KT04
	Monitoring and Reporting on Portfolio Performance
	15%

	KM-01-KT05
	Regulatory Considerations in Portfolio Management
	20%

	KM-01-KT06
	Taxation and Its Impact on Financial Portfolio Management
	15%



[bookmark: _Toc149225089](c) Detailing each topic listed above into topic elements: 
	KM-01-KT01	PORTFOLIO MANAGEMENT PRINCIPLES (20%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0101
	Definition of portfolio management
	20%

	KT0102
	Key components of a financial portfolio
	20%

	KT0103
	The importance of portfolio diversification
	20%

	KT0104
	Risk and return relationship in portfolio management
	20%

	KT0105
	Monitoring portfolio performance
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0101
	Define the concept of portfolio management.

	IAC0102
	Identify the key components that constitute a financial portfolio.

	IAC0103
	Analyse the importance of diversification in mitigating risk.

	IAC0104
	Explain the relationship between risk and return in portfolio management.

	IAC0105
	Monitor and assess the performance of a financial portfolio.



(c) Detailing each topic listed above into topic elements: 
	KM-01-KT02	EVALUATING PORTFOLIO PERFORMANCE (15%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0201
	Benchmarking financial performance
	20%

	KT0202
	Assessing risk-adjusted returns
	20%

	KT0203
	Comparing historical and projected performance
	20%

	KT0204
	Identifying underperforming assets
	20%

	KT0205
	Adjusting investment strategies based on performance
	20%



[bookmark: _Toc149225090](d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0201
	Evaluate the performance of a portfolio by comparing it to a benchmark.

	IAC0202
	Assess the risk-adjusted returns of a portfolio.

	IAC0203
	Compare the historical and projected performance of a financial portfolio.

	IAC0204
	Identify and analyse underperforming assets within the portfolio.

	IAC0205
	Adjust the portfolio investment strategies based on performance outcomes.



(c) Detailing each topic listed above into topic elements: 
	KM-01-KT03	THE ROLE OF ASSET ALLOCATION (15%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0301
	The process of asset allocation
	20%

	KT0302
	Factors influencing asset allocation decisions
	20%

	KT0303
	Risk tolerance and asset allocation
	20%

	KT0304
	Rebalancing portfolios
	20%

	KT0305
	Diversification across asset classes
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0301
	Describe the process of asset allocation in portfolio management.

	IAC0302
	Analyse the factors that influence asset allocation decisions.

	IAC0303
	Assess the role of risk tolerance in asset allocation strategies.

	IAC0304
	Explain the importance of regularly rebalancing portfolios.

	IAC0305
	Evaluate the benefits of diversification across various asset classes.



(c) Detailing each topic listed above into topic elements: 
	KM-01-KT04	MONITORING AND REPORTING ON PORTFOLIO PERFORMANCE (15%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0401
	Portfolio performance metrics
	20%

	KT0402
	Reporting financial portfolio results
	20%

	KT0403
	Internal and external portfolio reporting standards
	20%

	KT0404
	Communicating portfolio performance to clients
	20%

	KT0405
	Client feedback and performance adjustments
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0401
	Define and calculate key portfolio performance metrics.

	IAC0402
	Prepare a comprehensive report on portfolio performance.

	IAC0403
	Identify the internal and external reporting standards for portfolio performance.

	IAC0404
	Communicate portfolio performance results effectively to clients.

	IAC0405
	Incorporate client feedback into portfolio performance adjustments.



(c) Detailing each topic listed above into topic elements: 
	KM-01-KT05	REGULATORY CONSIDERATIONS IN PORTFOLIO MANAGEMENT (20%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0501
	Financial regulations affecting portfolio management
	20%

	KT0502
	Compliance with local and international standards
	20%

	KT0503
	Ethical considerations in portfolio management
	20%

	KT0504
	The role of transparency and disclosures
	20%

	KT0505
	Risk management in line with regulations
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0501
	Explain the financial regulations that affect portfolio management practices.

	IAC0502
	Identify the local and international standards relevant to portfolio management.

	IAC0503
	Discuss the ethical considerations when managing a portfolio.

	IAC0504
	Evaluate the role of transparency and disclosures in portfolio management.

	IAC0505
	Implement risk management strategies in line with regulatory requirements



(c) Detailing each topic listed above into topic elements: 
	KM-01-KT06	TAXATION AND ITS IMPACT ON FINANCIAL PORTFOLIO MANAGEMENT (15%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0201
	The tax implications of different types of investments.
	20%

	KT0202
	Tax-efficient portfolio strategies.
	20%

	KT0203
	The role of capital gains tax (CGT) in portfolio management.
	20%

	KT0204
	Tax deferral strategies and their benefits.
	20%

	KT0205
	Tax considerations for clients with international investments.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0101
	Evaluate the tax implications of various investments.

	IAC0102
	Analyse tax-efficient strategies and how they affect portfolio performance.

	IAC0103
	Apply tax deferral techniques when recommending portfolio adjustments.

	IAC0104
	Assess the impact of capital gains tax on portfolio returns.

	IAC0105
	Propose suitable tax strategies for clients with cross-border investments.



[bookmark: _Toc149225091]3.1.2 Criteria for accreditation 
Add additional line spaces as required. Requirements, against which Skills Development Providers (SDP) and Assessment Centres, will be accredited, as listed below. 

Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	To ensure compliance and readiness for delivering a Advanced Occupational Certificate for Financial Services Advisor in a blended training environment, a training provider must have tools and equipment across the following critical categories:
IT Infrastructure and Digital Tools
· Learning Management System (LMS): For hosting online content, tracking learner progress, and conducting assessments.
· Video Conferencing Software: Platforms like Zoom, Microsoft Teams, or Google Meet for virtual sessions.
· Computers and Laptops: For learners and facilitators, equipped with necessary software.
· High-Speed Internet Connectivity: Reliable bandwidth to support virtual learning and assessments.
· Cybersecurity Tools: Firewalls, antivirus software, and secure data storage for learner information.
Physical Training Facilities
· Classroom and Training Spaces: Comfortable, well-lit, and equipped with seating and workstations.
· Projectors and Whiteboards: For in-person instruction and presentations.
· Audio-Visual Equipment: Microphones, speakers, and recording devices for hybrid sessions.
· Library/Resource Centre: Access to textbooks, reference materials, and case studies.
Financial Software and Tools
· Financial Planning Software: Tools like XPLAN, Morningstar, or locally available platforms.
· Accounting Software: Basic accounting tools for practical learning (e.g., QuickBooks, Sage).
· Risk Management Tools: Software for simulating risk analysis and financial modelling.
· Customer Relationship Management (CRM) Tools: For practice in managing client portfolios.
Assessment and Evaluation Tools
· Online Assessment Platforms: Tools for formative and summative assessments.
· Simulation Tools: Virtual labs or simulations for financial planning and advisory exercises.
· Proctoring Software: For secure, remote invigilation of exams.
Compliance and Regulatory Tools
· FAIS Compliance Tools: Access to regulatory databases and tools for compliance tracking.
· Policy Documentation Software: Tools for creating and managing financial and insurance policies.
Communication and Collaboration Tools
· Email and Messaging Platforms: For communication between learners and facilitators (e.g., Outlook, Slack).
· File Sharing and Cloud Storage: Platforms like Google Drive or OneDrive for sharing learning materials.
Discussion Forums: For learner interaction and peer learning.

	CONSUMABLES 
	IT and Digital Consumables
· Data and Internet Bundles: Sufficient data packages for learners who may need to access online resources remotely.
· Printer Ink and Toner: For printing learning materials, assessment documents, and administrative forms.
· USB Flash Drives: For distributing digital learning materials and storing learner portfolios.
· Batteries and Chargers: For wireless devices, remote controls, and other equipment.
· Software Licenses: Annual or monthly subscriptions for financial software, LMS, and productivity tools.

Stationery and Documentation Supplies
· Notepads and Writing Pads: For learners to take notes during in-person sessions.
· Pens, Pencils, and Markers: Essential for note-taking, diagrams, and highlighting key concepts.
· Flipchart Paper and Markers: For facilitator-led activities and brainstorming sessions.
· Folders and Files: For organising learner portfolios and assessment records.
· Staplers, Punches, and Paper Clips: For compiling printed learning materials and handouts.
· Laminating Sheets: For creating durable learning aids or signage.

Financial and Learning Aids
· Case Studies and Workbooks: Printed or digital copies of case studies relevant to financial planning and services.
· Regulatory Documents: Hard copies of relevant legislation and compliance guides (e.g., FAIS Act, Insurance Acts).
· Financial Forms and Templates: Templates for financial statements, budget planning, and client assessments.
· Simulated Client Data: Consumable data sets for learners to practice financial analysis and client advisory tasks.

Hygiene and Safety Supplies
· Hand Sanitisers and Wipes: To maintain hygiene in shared spaces.
· Disposable Masks: For compliance with health regulations during in-person sessions.
· Cleaning Supplies: For maintaining cleanliness in training spaces.

Assessment Consumables
· Examination Booklets: For written assessments.
· Answer Sheets and Scantrons: For multiple-choice or objective-type assessments.
· Certificates and Printing Materials: For issuing completion certificates to learners.
· Seals and Envelopes: For secure handling of assessment results and certificates.

Refreshments (Optional but Beneficial)
· Bottled Water: For learners during long training sessions.
Tea, Coffee, and Snacks: For breaks in blended learning workshops.

	
	



	EXTERNAL ASSESSMENT CENTRE

	EQUIPMENT & TOOLS  
	As described in the Qualification Assessment Specification (QAS)

	CONSUMABLES
	As described in the Qualification Assessment Specification (QAS)



Human Resource Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	QUALIFICATIONS & EXPERIENCE 
	QUALIFICATION: Facilitators of learning must, at minimum, be in possession of a recognised and valid NQF Level 7 Qualification within the Financial Services Discipline.
EXPERIENCE: Facilitators of Learning must have a minimum of five years’ work experience within a client facing role in the financial services industry. At least two of those five years should be at a supervisory/management level.

	FACILITATOR/LEARNER RATIO  
	CONTACT SESSIONS: 1:25
DISTANCE LEARNING: 1:50

	
	



	ASSESSMENT CENTRE

	QUALIFICATIONS & EXPERIENCE 
	As described in the Qualification Assessment Specification (QAS)

	FACILITATOR/LEARNER RATIO  
	As described in the Qualification Assessment Specification (QAS)



Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	
	Registration and Legal Compliance Requirements
· Business Registration: Must be a legally registered entity with the Companies and Intellectual Property Commission (CIPC).
· Tax Compliance: A valid tax clearance certificate from the South African Revenue Service (SARS).
· B-BBEE Compliance: Adherence to Broad-Based Black Economic Empowerment (B-BBEE) requirements relevant to the sector.

Sector-Specific Regulatory Requirements
· FAIS Act (Financial Advisory and Intermediary Services Act, 2002): Compliance with FAIS requirements for training providers offering financial services training. This includes registration with the Financial Sector Conduct Authority (FSCA) if the training involves financial advice.
· FSCA Approval: Certain programmes may require approval by the FSCA, especially those involving financial advice and intermediary services.
· Anti-Money Laundering Compliance: Adherence to Financial Intelligence Centre Act (FICA) regulations.

QCTO Accreditation Requirements
· Occupational Qualification Compliance: The training program must align with an occupational qualification registered with the QCTO.
· Quality Management System (QMS): A documented QMS must be in place, covering policies, procedures, and processes for maintaining quality training delivery.
· Facilities and Resources: The provider must demonstrate access to adequate physical and digital resources to deliver the qualification.
· Assessment and Moderation Policies: Clearly defined policies for conducting assessments and internal moderation, aligned with QCTO guidelines.
· Workplace Learning Agreements: Partnerships with workplaces to facilitate practical training components (where applicable).

Health and Safety Compliance
· Occupational Health and Safety Act (OHSA): Compliance with occupational health and safety regulations to ensure a safe training environment.
· COVID-19 Safety Regulations: Adherence to any ongoing COVID-19 health and safety protocols, as applicable.

Labour Law Compliance
· Basic Conditions of Employment Act: Compliance with employment laws related to staff involved in training delivery.
· Skills Development Levies Act: Registration with relevant SETAs (Sector Education and Training Authorities) for skills development levies.

Financial Requirements
· Audited Financial Statements: Submission of audited financials to demonstrate financial viability.
Insurance Coverage: Professional indemnity insurance and public liability insurance.



	ASSESSMENT CENTRE

	
	As described in the Qualification Assessment Specification (QAS)



[bookmark: _Hlk109989505]Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 None



	ASSESSMENT CENTRE

	As described in the Qualification Assessment Specification (QAS)



[bookmark: _Toc149225092]3.1.3 Exemptions
[bookmark: _Hlk184299109][bookmark: _Toc149225093][bookmark: _Toc109733555]Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics. 


Knowledge Module (KM) - 02
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-002-01-KM02
	Financial Problem Solving & Adaptation
	6
	5
	BLENDED



(a) Purpose of Knowledge Module: 
The purpose of this Knowledge Module is to provide learners with the theoretical foundation necessary to effectively identify and solve financial problems, adapt to evolving financial needs, and evaluate opportunities and risks in financial planning. Learners will gain knowledge of various problem-solving techniques and how to develop adaptive solutions that respond to changes in a client's financial circumstances. The module also focuses on continuous improvement strategies in financial problem solving and the role of tax planning in optimising financial outcomes. By completing this module, learners will be equipped to navigate complex financial situations and provide practical solutions to ensure client financial success.
 (b) List of Knowledge Topics:
	TOPIC CODE
	TOPIC TITLE
	% OF TIME TO BE SPENT

	KM-02-KT01
	Identifying Financial Problems
	20%

	KM-02-KT02
	Problem-Solving Techniques
	20%

	KM-02-KT03
	Developing Adaptive Financial Solutions
	15%

	KM-02-KT04
	Evaluating Financial Opportunities and Risks
	15%

	KM-02-KT05
	Continuous Improvement in Financial Problem Solving
	15%

	KM-02-KT06
	Tax Planning in Financial Planning
	15%



(c) Detailing each topic listed above into topic elements: 
	KM-02-KT01	IDENTIFYING FINANCIAL PROBLEMS (20%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0101
	Understanding common financial challenges
	20%

	KT0102
	Evaluating client financial goals
	20%

	KT0103
	Identifying gaps in financial planning
	20%

	KT0104
	Analysing changes in client circumstances
	20%

	KT0105
	Recognising the impact of market changes on finances
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0101
	Identify common financial challenges that clients may face.

	IAC0102
	Evaluate a client’s financial goals and current strategies.

	IAC0103
	Identify and analyse gaps in financial planning.

	IAC0104
	Assess the impact of changes in client circumstances on financial goals.

	IAC0105
	Recognise how market changes affect the financial status of clients.



(c) Detailing each topic listed above into topic elements: 
	KM-02-KT02	PROBLEM-SOLVING TECHNIQUES (20%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0201
	Analytical problem-solving methods
	20%

	KT0202
	Creative thinking in financial problem solving
	20%

	KT0203
	Decision-making frameworks
	20%

	KT0204
	Collaborative problem-solving approaches
	20%

	KT0205
	Financial planning adjustments
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0201
	Apply analytical problem-solving methods to financial issues.

	IAC0202
	Demonstrate creative thinking when solving complex financial problems.

	IAC0203
	Utilise decision-making frameworks in financial planning.

	IAC0204
	Work collaboratively to solve financial problems with clients or teams.

	IAC0205
	Make adjustments to financial plans based on problem-solving outcomes.



(c) Detailing each topic listed above into topic elements: 
	KM-02-KT03	DEVELOPING ADAPTIVE FINANCIAL SOLUTIONS (15%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0301
	Customising financial solutions for clients
	20%

	KT0302
	Adjusting financial plans in response to life changes
	20%

	KT0303
	The role of insurance in adaptive financial planning
	20%

	KT0304
	Retirement planning and adaptation strategies
	20%

	KT0305
	Flexibility in investment strategies
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0301
	Customise financial solutions tailored to a client’s specific needs.

	IAC0302
	Adjust financial plans based on significant life changes (e.g., marriage, children).

	IAC0303
	Incorporate insurance solutions into adaptive financial planning.

	IAC0304
	Develop retirement planning strategies that accommodate changes in client needs.

	IAC0305
	Adapt investment strategies to ensure they remain relevant to client goals.



(c) Detailing each topic listed above into topic elements: 
	KM-02-KT04	EVALUATING FINANCIAL OPPORTUNITIES AND RISKS (15%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0401
	Risk assessment in financial planning
	20%

	KT0402
	Identifying financial opportunities
	20%

	KT0403
	Evaluating the risk/reward trade-off
	20%

	KT0404
	Forecasting future financial trends
	20%

	KT0405
	Risk mitigation strategies
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0401
	Assess the risks associated with various financial decisions.

	IAC0402
	Identify potential financial opportunities for clients.

	IAC0403
	Evaluate the risk/reward trade-off for different financial options.

	IAC0404
	Forecast future financial trends based on market conditions.

	IAC0405
	Implement strategies to mitigate identified risks in financial plans.



(c) Detailing each topic listed above into topic elements: 
	KM-02-KT05	CONTINUOUS IMPROVEMENT IN FINANCIAL PROBLEM SOLVING (15%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0501
	Monitoring the effectiveness of financial solutions
	20%

	KT0502
	Ongoing client feedback
	20%

	KT0503
	Adapting financial strategies over time
	20%

	KT0504
	Learning from financial plan outcomes
	20%

	KT0505
	Documenting changes and adjustments
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0501
	Monitor the effectiveness of financial solutions implemented for clients.

	IAC0502
	Collect and apply client feedback to improve financial strategies.

	IAC0503
	Adapt financial strategies based on evolving circumstances.

	IAC0504
	Analyse the outcomes of financial plans and make improvements.

	IAC0505
	Maintain accurate documentation of all changes and adjustments to financial plans.



(c) Detailing each topic listed above into topic elements: 
	KM-02-KT06	TAX PLANNING IN FINANCIAL PLANNING (15%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0601
	Understanding personal income tax and its impact on financial planning.
	20%

	KT0602
	Taxation of different income sources (e.g., salary, dividends, capital gains).
	20%

	KT0603
	Retirement planning and tax-efficient retirement accounts.
	20%

	KT0604
	Tax advantages of various investment vehicles (e.g., tax-free savings accounts, pension funds).
	20%

	KT0605
	The role of estate tax and inheritance planning.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0601
	Assess the impact of personal income tax on a client’s financial plan.

	IAC0602
	Analyse different tax-advantaged investment vehicles in the context of financial planning.

	IAC0603
	Recommend tax-efficient retirement strategies for clients.

	IAC0604
	Explain the taxation of different income sources and its relevance to financial planning.

	IAC0605
	Evaluate estate tax considerations in developing a comprehensive financial plan.



3.1.2 Criteria for accreditation 
Add additional line spaces as required. Requirements, against which Skills Development Providers (SDP) and Assessment Centres, will be accredited, as listed below. 

Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	To ensure compliance and readiness for delivering an Advanced Occupational Certificate for Financial Services Advisor in a blended training environment, a training provider must have tools and equipment across the following critical categories:
IT Infrastructure and Digital Tools
· Learning Management System (LMS): For hosting online content, tracking learner progress, and conducting assessments.
· Video Conferencing Software: Platforms like Zoom, Microsoft Teams, or Google Meet for virtual sessions.
· Computers and Laptops: For learners and facilitators, equipped with necessary software.
· High-Speed Internet Connectivity: Reliable bandwidth to support virtual learning and assessments.
· Cybersecurity Tools: Firewalls, antivirus software, and secure data storage for learner information.
Physical Training Facilities
· Classroom and Training Spaces: Comfortable, well-lit, and equipped with seating and workstations.
· Projectors and Whiteboards: For in-person instruction and presentations.
· Audio-Visual Equipment: Microphones, speakers, and recording devices for hybrid sessions.
· Library/Resource Centre: Access to textbooks, reference materials, and case studies.
Financial Software and Tools
· Financial Planning Software: Tools like XPLAN, Morningstar, or locally available platforms.
· Accounting Software: Basic accounting tools for practical learning (e.g., QuickBooks, Sage).
· Risk Management Tools: Software for simulating risk analysis and financial modelling.
· Customer Relationship Management (CRM) Tools: For practice in managing client portfolios.
Assessment and Evaluation Tools
· Online Assessment Platforms: Tools for formative and summative assessments.
· Simulation Tools: Virtual labs or simulations for financial planning and advisory exercises.
· Proctoring Software: For secure, remote invigilation of exams.
Compliance and Regulatory Tools
· FAIS Compliance Tools: Access to regulatory databases and tools for compliance tracking.
· Policy Documentation Software: Tools for creating and managing financial and insurance policies.
Communication and Collaboration Tools
· Email and Messaging Platforms: For communication between learners and facilitators (e.g., Outlook, Slack).
· File Sharing and Cloud Storage: Platforms like Google Drive or OneDrive for sharing learning materials.
Discussion Forums: For learner interaction and peer learning.

	CONSUMABLES 
	IT and Digital Consumables
· Data and Internet Bundles: Sufficient data packages for learners who may need to access online resources remotely.
· Printer Ink and Toner: For printing learning materials, assessment documents, and administrative forms.
· USB Flash Drives: For distributing digital learning materials and storing learner portfolios.
· Batteries and Chargers: For wireless devices, remote controls, and other equipment.
· Software Licenses: Annual or monthly subscriptions for financial software, LMS, and productivity tools.

Stationery and Documentation Supplies
· Notepads and Writing Pads: For learners to take notes during in-person sessions.
· Pens, Pencils, and Markers: Essential for note-taking, diagrams, and highlighting key concepts.
· Flipchart Paper and Markers: For facilitator-led activities and brainstorming sessions.
· Folders and Files: For organising learner portfolios and assessment records.
· Staplers, Punches, and Paper Clips: For compiling printed learning materials and handouts.
· Laminating Sheets: For creating durable learning aids or signage.

Financial and Learning Aids
· Case Studies and Workbooks: Printed or digital copies of case studies relevant to financial planning and services.
· Regulatory Documents: Hard copies of relevant legislation and compliance guides (e.g., FAIS Act, Insurance Acts).
· Financial Forms and Templates: Templates for financial statements, budget planning, and client assessments.
· Simulated Client Data: Consumable data sets for learners to practice financial analysis and client advisory tasks.

Hygiene and Safety Supplies
· Hand Sanitizers and Wipes: To maintain hygiene in shared spaces.
· Disposable Masks: For compliance with health regulations during in-person sessions.
· Cleaning Supplies: For maintaining cleanliness in training spaces.

Assessment Consumables
· Examination Booklets: For written assessments.
· Answer Sheets and Scantrons: For multiple-choice or objective-type assessments.
· Certificates and Printing Materials: For issuing completion certificates to learners.
· Seals and Envelopes: For secure handling of assessment results and certificates.

Refreshments (Optional but Beneficial)
· Bottled Water: For learners during long training sessions.
Tea, Coffee, and Snacks: For breaks in blended learning workshops.

	
	



	EXTERNAL ASSESSMENT CENTRE

	EQUIPMENT & TOOLS  
	As described in the Qualification Assessment Specification (QAS)

	CONSUMABLES
	As described in the Qualification Assessment Specification (QAS)



Human Resource Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	QUALIFICATIONS & EXPERIENCE 
	QUALIFICATION: Facilitators of learning must, at minimum, be in possession of a recognised and valid NQF Level 7 Qualification within the Financial Services Discipline.
EXPERIENCE: Facilitators of Learning must have a minimum of five years work experience within a client facing role in the financial services industry. At least two of those five years should be at a supervisory/management level.

	FACILITATOR/LEARNER RATIO  
	CONTACT SESSIONS: 1:25
DISTANCE LEARNING: 1:50

	
	



	ASSESSMENT CENTRE

	QUALIFICATIONS & EXPERIENCE 
	As described in the Qualification Assessment Specification (QAS)

	FACILITATOR/LEARNER RATIO  
	As described in the Qualification Assessment Specification (QAS)



Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	
	Registration and Legal Compliance Requirements
· Business Registration: Must be a legally registered entity with the Companies and Intellectual Property Commission (CIPC).
· Tax Compliance: A valid tax clearance certificate from the South African Revenue Service (SARS).
· B-BBEE Compliance: Adherence to Broad-Based Black Economic Empowerment (B-BBEE) requirements relevant to the sector.

Sector-Specific Regulatory Requirements
· FAIS Act (Financial Advisory and Intermediary Services Act, 2002): Compliance with FAIS requirements for training providers offering financial services training. This includes registration with the Financial Sector Conduct Authority (FSCA) if the training involves financial advice.
· FSCA Approval: Certain programmes may require approval by the FSCA, especially those involving financial advice and intermediary services.
· Anti-Money Laundering Compliance: Adherence to Financial Intelligence Centre Act (FICA) regulations.

QCTO Accreditation Requirements
· Occupational Qualification Compliance: The training program must align with an occupational qualification registered with the QCTO.
· Quality Management System (QMS): A documented QMS must be in place, covering policies, procedures, and processes for maintaining quality training delivery.
· Facilities and Resources: The provider must demonstrate access to adequate physical and digital resources to deliver the qualification.
· Assessment and Moderation Policies: Clearly defined policies for conducting assessments and internal moderation, aligned with QCTO guidelines.
· Workplace Learning Agreements: Partnerships with workplaces to facilitate practical training components (where applicable).

Health and Safety Compliance
· Occupational Health and Safety Act (OHSA): Compliance with occupational health and safety regulations to ensure a safe training environment.
· COVID-19 Safety Regulations: Adherence to any ongoing COVID-19 health and safety protocols, as applicable.

Labour Law Compliance
· Basic Conditions of Employment Act: Compliance with employment laws related to staff involved in training delivery.
· Skills Development Levies Act: Registration with relevant SETAs (Sector Education and Training Authorities) for skills development levies.

Financial Requirements
· Audited Financial Statements: Submission of audited financials to demonstrate financial viability.
Insurance Coverage: Professional indemnity insurance and public liability insurance.



	ASSESSMENT CENTRE

	
	As described in the Qualification Assessment Specification (QAS)



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 None



	ASSESSMENT CENTRE

	As described in the Qualification Assessment Specification (QAS)



3.1.3 Exemptions
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics. 
Knowledge Module (KM) - 03
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-002-01-KM03
	Specialised Financial Solutions & Cross-Selling
	6
	10
	BLENDED



(a) Purpose of Knowledge Module: 
The purpose of this Knowledge Module is to provide learners with the theoretical knowledge required to understand and implement specialised financial solutions tailored to clients’ unique needs. Learners will explore various financial products and services, with a focus on cross-selling strategies to enhance client portfolios. The module emphasises client-centred solutions, helping learners understand how to assess and recommend the most appropriate financial products based on client goals. Additionally, learners will gain insight into the benefits and potential drawbacks of these products, alongside the regulatory and legal considerations that ensure the compliance and suitability of the solutions provided. By completing this module, learners will be equipped to offer specialised, effective, and compliant financial strategies that meet the evolving needs of clients.
 (b) List of Knowledge Topics:
	TOPIC CODE
	TOPIC TITLE
	% OF TIME TO BE SPENT

	KM-03-KT01
	Introduction to Specialised Financial Solutions
	20%

	KM-03-KT02
	Cross-Selling Financial Products
	20%

	KM-03-KT03
	Client-Centred Financial Product Solutions
	20%

	KM-03-KT04
	Financial Product Benefits and Drawbacks
	20%

	KM-03-KT05
	Regulatory and Legal Considerations in Specialised Solutions
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-03-KT01	INTRODUCTION TO SPECIALISED FINANCIAL SOLUTIONS (20%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0101
	Defining specialised financial products
	20%

	KT0102
	Types of specialised financial solutions
	20%

	KT0103
	Importance of understanding client needs
	20%

	KT0104
	Tailoring solutions to individual clients
	20%

	KT0105
	The role of financial products in wealth building
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0101
	Define specialised financial products and services.

	IAC0102
	Identify different types of specialised financial solutions available.

	IAC0103
	Assess the importance of understanding client needs in providing tailored solutions.

	IAC0104
	Customise financial solutions to meet the individual needs of clients.

	IAC0105
	Discuss how financial products contribute to wealth building.



(c) Detailing each topic listed above into topic elements: 
	KM-03-KT02	CROSS-SELLING FINANCIAL PRODUCTS (20%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0201
	Principles of cross-selling
	20%

	KT0202
	Identifying cross-sell opportunities
	20%

	KT0203
	Building trust with clients for cross-selling
	20%

	KT0204
	Ethical considerations in cross-selling
	20%

	KT0205
	Effective communication of multiple product options
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0201
	Apply the principles of cross-selling in financial advisory services.

	IAC0202
	Identify opportunities to cross-sell relevant financial products to clients.

	IAC0203
	Build trust with clients to enhance successful cross-selling efforts.

	IAC0204
	Address ethical considerations when cross-selling financial products.

	IAC0205
	Communicate multiple product options effectively to clients.



(c) Detailing each topic listed above into topic elements: 
	KM-03-KT03	CLIENT-CENTRED FINANCIAL PRODUCT SOLUTIONS	(20%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0301
	Understanding client financial goals
	20%

	KT0302
	The role of financial planning in product selection
	20%

	KT0303
	Analysing client risk profiles
	20%

	KT0304
	Matching products with client needs
	20%

	KT0305
	Reviewing products regularly
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0301
	Evaluate a client’s financial goals to provide appropriate financial products.

	IAC0302
	Demonstrate how financial planning informs product selection.

	IAC0303
	Assess a client’s risk profile before recommending products.

	IAC0304
	Match specific financial products to the client’s individual needs.

	IAC0305
	Review and update financial products to ensure alignment with client goals.



(c) Detailing each topic listed above into topic elements: 
	KM-03-KT04	FINANCIAL PRODUCT BENEFITS AND DRAWBACKS	(20%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0401
	Understanding product benefits
	20%

	KT0402
	Evaluating potential risks associated with products
	20%

	KT0403
	Comparing different financial products
	20%

	KT0404
	Client education on product features
	20%

	KT0405
	Communicating product limitations to clients
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0401
	Evaluate the benefits of different financial products.

	IAC0402
	Assess the risks associated with recommended financial products.

	IAC0403
	Compare and contrast different financial products for suitability.

	IAC0404
	Educate clients about the features and benefits of financial products.

	IAC0405
	Communicate the limitations of financial products clearly to clients.



(c) Detailing each topic listed above into topic elements: 
	KM-03-KT05	REGULATORY AND LEGAL CONSIDERATIONS IN SPECIALISED SOLUTIONS (20%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0501
	Regulatory requirements for financial products
	20%

	KT0502
	Compliance with financial product standards
	20%

	KT0503
	Consumer protection laws in financial services
	20%

	KT0504
	The role of transparency in product recommendations
	20%

	KT0505
	Ethical decision-making in product recommendations
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0501
	Describe the regulatory requirements for offering financial products.

	IAC0502
	Demonstrate compliance with financial product standards and regulations.

	IAC0503
	Apply consumer protection laws in the financial services context.

	IAC0504
	Ensure transparency in recommending financial products to clients.

	IAC0505
	Make ethical decisions when recommending specialised financial products.



3.1.2 Criteria for accreditation 
Add additional line spaces as required. Requirements, against which Skills Development Providers (SDP) and Assessment Centres, will be accredited, as listed below. 

Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	To ensure compliance and readiness for delivering an Advanced Occupational Certificate for Financial Services Advisor in a blended training environment, a training provider must have tools and equipment across the following critical categories:
IT Infrastructure and Digital Tools
· Learning Management System (LMS): For hosting online content, tracking learner progress, and conducting assessments.
· Video Conferencing Software: Platforms like Zoom, Microsoft Teams, or Google Meet for virtual sessions.
· Computers and Laptops: For learners and facilitators, equipped with necessary software.
· High-Speed Internet Connectivity: Reliable bandwidth to support virtual learning and assessments.
· Cybersecurity Tools: Firewalls, antivirus software, and secure data storage for learner information.
Physical Training Facilities
· Classroom and Training Spaces: Comfortable, well-lit, and equipped with seating and workstations.
· Projectors and Whiteboards: For in-person instruction and presentations.
· Audio-Visual Equipment: Microphones, speakers, and recording devices for hybrid sessions.
· Library/Resource Centre: Access to textbooks, reference materials, and case studies.
Financial Software and Tools
· Financial Planning Software: Tools like XPLAN, Morningstar, or locally available platforms.
· Accounting Software: Basic accounting tools for practical learning (e.g., QuickBooks, Sage).
· Risk Management Tools: Software for simulating risk analysis and financial modelling.
· Customer Relationship Management (CRM) Tools: For practice in managing client portfolios.
Assessment and Evaluation Tools
· Online Assessment Platforms: Tools for formative and summative assessments.
· Simulation Tools: Virtual labs or simulations for financial planning and advisory exercises.
· Proctoring Software: For secure, remote invigilation of exams.
Compliance and Regulatory Tools
· FAIS Compliance Tools: Access to regulatory databases and tools for compliance tracking.
· Policy Documentation Software: Tools for creating and managing financial and insurance policies.
Communication and Collaboration Tools
· Email and Messaging Platforms: For communication between learners and facilitators (e.g., Outlook, Slack).
· File Sharing and Cloud Storage: Platforms like Google Drive or OneDrive for sharing learning materials.
Discussion Forums: For learner interaction and peer learning.

	CONSUMABLES 
	IT and Digital Consumables
· Data and Internet Bundles: Sufficient data packages for learners who may need to access online resources remotely.
· Printer Ink and Toner: For printing learning materials, assessment documents, and administrative forms.
· USB Flash Drives: For distributing digital learning materials and storing learner portfolios.
· Batteries and Chargers: For wireless devices, remote controls, and other equipment.
· Software Licenses: Annual or monthly subscriptions for financial software, LMS, and productivity tools.

Stationery and Documentation Supplies
· Notepads and Writing Pads: For learners to take notes during in-person sessions.
· Pens, Pencils, and Markers: Essential for note-taking, diagrams, and highlighting key concepts.
· Flipchart Paper and Markers: For facilitator-led activities and brainstorming sessions.
· Folders and Files: For organising learner portfolios and assessment records.
· Staplers, Punches, and Paper Clips: For compiling printed learning materials and handouts.
· Laminating Sheets: For creating durable learning aids or signage.

Financial and Learning Aids
· Case Studies and Workbooks: Printed or digital copies of case studies relevant to financial planning and services.
· Regulatory Documents: Hard copies of relevant legislation and compliance guides (e.g., FAIS Act, Insurance Acts).
· Financial Forms and Templates: Templates for financial statements, budget planning, and client assessments.
· Simulated Client Data: Consumable data sets for learners to practice financial analysis and client advisory tasks.

Hygiene and Safety Supplies
· Hand Sanitizers and Wipes: To maintain hygiene in shared spaces.
· Disposable Masks: For compliance with health regulations during in-person sessions.
· Cleaning Supplies: For maintaining cleanliness in training spaces.

Assessment Consumables
· Examination Booklets: For written assessments.
· Answer Sheets and Scantrons: For multiple-choice or objective-type assessments.
· Certificates and Printing Materials: For issuing completion certificates to learners.
· Seals and Envelopes: For secure handling of assessment results and certificates.

Refreshments (Optional but Beneficial)
· Bottled Water: For learners during long training sessions.
Tea, Coffee, and Snacks: For breaks in blended learning workshops.

	
	



	EXTERNAL ASSESSMENT CENTRE

	EQUIPMENT & TOOLS  
	As described in the Qualification Assessment Specification (QAS)

	CONSUMABLES
	As described in the Qualification Assessment Specification (QAS)



Human Resource Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	QUALIFICATIONS & EXPERIENCE 
	QUALIFICATION: Facilitators of learning must, at minimum, be in possession of a recognised and valid NQF Level 7 Qualification within the Financial Services Discipline.
EXPERIENCE: Facilitators of Learning must have a minimum of five years work experience within a client facing role in the financial services industry. At least two of those five years should be at a supervisory/management level.

	FACILITATOR/LEARNER RATIO  
	CONTACT SESSIONS: 1:25
DISTANCE LEARNING: 1:50

	
	



	ASSESSMENT CENTRE

	QUALIFICATIONS & EXPERIENCE 
	As described in the Qualification Assessment Specification (QAS)

	FACILITATOR/LEARNER RATIO  
	As described in the Qualification Assessment Specification (QAS)



Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	
	Registration and Legal Compliance Requirements
· Business Registration: Must be a legally registered entity with the Companies and Intellectual Property Commission (CIPC).
· Tax Compliance: A valid tax clearance certificate from the South African Revenue Service (SARS).
· B-BBEE Compliance: Adherence to Broad-Based Black Economic Empowerment (B-BBEE) requirements relevant to the sector.

Sector-Specific Regulatory Requirements
· FAIS Act (Financial Advisory and Intermediary Services Act, 2002): Compliance with FAIS requirements for training providers offering financial services training. This includes registration with the Financial Sector Conduct Authority (FSCA) if the training involves financial advice.
· FSCA Approval: Certain programmes may require approval by the FSCA, especially those involving financial advice and intermediary services.
· Anti-Money Laundering Compliance: Adherence to Financial Intelligence Centre Act (FICA) regulations.

QCTO Accreditation Requirements
· Occupational Qualification Compliance: The training program must align with an occupational qualification registered with the QCTO.
· Quality Management System (QMS): A documented QMS must be in place, covering policies, procedures, and processes for maintaining quality training delivery.
· Facilities and Resources: The provider must demonstrate access to adequate physical and digital resources to deliver the qualification.
· Assessment and Moderation Policies: Clearly defined policies for conducting assessments and internal moderation, aligned with QCTO guidelines.
· Workplace Learning Agreements: Partnerships with workplaces to facilitate practical training components (where applicable).

Health and Safety Compliance
· Occupational Health and Safety Act (OHSA): Compliance with occupational health and safety regulations to ensure a safe training environment.
· COVID-19 Safety Regulations: Adherence to any ongoing COVID-19 health and safety protocols, as applicable.

Labour Law Compliance
· Basic Conditions of Employment Act: Compliance with employment laws related to staff involved in training delivery.
· Skills Development Levies Act: Registration with relevant SETAs (Sector Education and Training Authorities) for skills development levies.

Financial Requirements
· Audited Financial Statements: Submission of audited financials to demonstrate financial viability.
Insurance Coverage: Professional indemnity insurance and public liability insurance.



	ASSESSMENT CENTRE

	
	As described in the Qualification Assessment Specification (QAS)



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 None



	ASSESSMENT CENTRE

	As described in the Qualification Assessment Specification (QAS)



3.1.3 Exemptions
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics. 


Knowledge Module (KM) - 04
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-002-01-KM04
	Client Communication & Relationship Management
	6
	10
	BLENDED



(a) Purpose of Knowledge Module: 
The purpose of this Knowledge Module is to provide learners with the theoretical foundations for effectively managing client relationships in a financial advisory context. It focuses on the critical elements of building, maintaining, and strengthening long-term client relationships. Learners will gain insights into managing client expectations, resolving conflicts, and applying strategies to ensure client retention. The module also emphasises the importance of ethical standards in client interactions, ensuring that all client communications and decisions are grounded in trust and transparency. Additionally, the module covers the essential skill of communicating complex financial concepts, such as tax implications, to clients in an understandable and client-centric manner. This module ensures learners are well-equipped to create positive, lasting client relationships that foster trust and loyalty.

 (b) List of Knowledge Topics:
	TOPIC CODE
	TOPIC TITLE
	% OF TIME TO BE SPENT

	KM-04-KT01
	Building Client Relationships
	20%

	KM-04-KT02
	Managing Client Expectations
	20%

	KM-04-KT03
	Conflict Resolution in Client Relationships
	15%

	KM-04-KT04
	Client Retention Strategies
	15%

	KM-04-KT05
	Ethical Standards in Client Relationship Management
	15%

	KM-04-KT06
	Communicating Tax Implications to Clients
	15%



(c) Detailing each topic listed above into topic elements: 
	KM-04-KT01	BUILDING CLIENT RELATIONSHIPS (20%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0101
	The importance of client relationships in financial advisory
	20%

	KT0102
	Strategies for establishing trust with clients
	20%

	KT0103
	Client relationship stages
	20%

	KT0104
	Effective communication techniques
	20%

	KT0105
	The role of empathy in client relationships
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0101
	Explain the importance of building strong client relationships in financial advisory.

	IAC0102
	Identify strategies for establishing trust with clients.

	IAC0103
	Describe the different stages in a client relationship and their significance.

	IAC0104
	Demonstrate effective communication techniques for engaging clients.

	IAC0105
	Apply empathy to understand and respond to client needs.



(c) Detailing each topic listed above into topic elements: 
	KM-04-KT02	MANAGING CLIENT EXPECTATIONS (20%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0201
	Setting realistic expectations
	20%

	KT0202
	Understanding client needs and goals
	20%

	KT0203
	Aligning financial plans with client expectations
	20%

	KT0204
	Managing changes in client expectations
	20%

	KT0205
	Providing transparent information to clients
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0201
	Set realistic expectations with clients regarding financial outcomes.

	IAC0202
	Assess and understand client financial needs and goals.

	IAC0203
	Align the financial plans developed with the client's expectations.

	IAC0204
	Manage changes in client expectations by adjusting strategies.

	IAC0205
	Communicate transparently and effectively with clients to keep them informed.



(c) Detailing each topic listed above into topic elements: 
	KM-04-KT03	CONFLICT RESOLUTION IN CLIENT RELATIONSHIPS (15%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0301
	Identifying sources of conflict in client relationships
	20%

	KT0302
	Techniques for resolving conflicts
	20%

	KT0303
	Dealing with dissatisfied clients
	20%

	KT0304
	Managing difficult conversations
	20%

	KT0305
	Maintaining professionalism during conflict resolution
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0301
	Identify potential sources of conflict in financial advisory relationships.

	IAC0302
	Apply techniques to resolve conflicts effectively.

	IAC0303
	Handle dissatisfied clients with empathy and professionalism.

	IAC0304
	Conduct difficult conversations calmly and diplomatically.

	IAC0305
	Maintain professionalism while resolving conflicts with clients.



(c) Detailing each topic listed above into topic elements: 
	KM-04-KT04	CLIENT RETENTION STRATEGIES (15%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0401
	The importance of client retention
	20%

	KT0402
	Strategies for client retention
	20%

	KT0403
	Building long-term relationships
	20%

	KT0404
	Providing ongoing value to clients
	20%

	KT0405
	The role of regular reviews and check-ins
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0401
	Explain the importance of client retention in a financial advisory practice.

	IAC0402
	Identify strategies to retain clients in a competitive market.

	IAC0403
	Develop and maintain long-term client relationships.

	IAC0404
	Demonstrate how to provide ongoing value to clients beyond initial engagements.

	IAC0405
	Utilise regular reviews and check-ins to maintain strong client relationships.



(c) Detailing each topic listed above into topic elements: 
	KM-04-KT05	ETHICAL STANDARDS IN CLIENT RELATIONSHIP MANAGEMENT (15%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0501
	Professional ethical standards in client management
	20%

	KT0502
	Confidentiality and client privacy
	20%

	KT0503
	Managing conflicts of interest
	20%

	KT0504
	Ethical decision-making in client interactions
	20%

	KT0505
	Building trust through ethical behaviour
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0501
	Identify professional ethical standards that govern client relationship management.

	IAC0502
	Ensure client confidentiality and privacy are respected at all times.

	IAC0503
	Manage conflicts of interest in a manner that benefits the client.

	IAC0504
	Apply ethical decision-making frameworks in client interactions.

	IAC0505
	Build and sustain trust with clients through ethical behaviour and integrity.



(c) Detailing each topic listed above into topic elements: 
	KM-04-KT06	COMMUNICATING TAX IMPLICATIONS TO CLIENTS (15%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0601
	How to explain the tax implications of financial decisions to clients.
	20%

	KT0602
	Presenting tax-saving opportunities to clients in an understandable way.
	20%

	KT0603
	Handling sensitive client tax issues (e.g., underreporting, audits).
	20%

	KT0604
	Building trust through transparent communication of tax-related concerns.
	20%

	KT0605
	Addressing questions about tax changes and new legislation
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0601
	Demonstrate the ability to explain tax implications in a clear and client-friendly manner.

	IAC0602
	Effectively present tax-saving opportunities to clients, tailored to their financial goals.

	IAC0603
	Manage sensitive client tax issues with professionalism and confidentiality.

	IAC0604
	Build trust with clients through transparent communication of tax-related matters.

	IAC0605
	Respond to client inquiries about tax changes and regulations.



3.1.2 Criteria for accreditation 
Add additional line spaces as required. Requirements, against which Skills Development Providers (SDP) and Assessment Centres, will be accredited, as listed below. 

Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	To ensure compliance and readiness for delivering an Advanced Occupational Certificate for Financial Services Advisor in a blended training environment, a training provider must have tools and equipment across the following critical categories:
IT Infrastructure and Digital Tools
· Learning Management System (LMS): For hosting online content, tracking learner progress, and conducting assessments.
· Video Conferencing Software: Platforms like Zoom, Microsoft Teams, or Google Meet for virtual sessions.
· Computers and Laptops: For learners and facilitators, equipped with necessary software.
· High-Speed Internet Connectivity: Reliable bandwidth to support virtual learning and assessments.
· Cybersecurity Tools: Firewalls, antivirus software, and secure data storage for learner information.
Physical Training Facilities
· Classroom and Training Spaces: Comfortable, well-lit, and equipped with seating and workstations.
· Projectors and Whiteboards: For in-person instruction and presentations.
· Audio-Visual Equipment: Microphones, speakers, and recording devices for hybrid sessions.
· Library/Resource Centre: Access to textbooks, reference materials, and case studies.
Financial Software and Tools
· Financial Planning Software: Tools like XPLAN, Morningstar, or locally available platforms.
· Accounting Software: Basic accounting tools for practical learning (e.g., QuickBooks, Sage).
· Risk Management Tools: Software for simulating risk analysis and financial modelling.
· Customer Relationship Management (CRM) Tools: For practice in managing client portfolios.
Assessment and Evaluation Tools
· Online Assessment Platforms: Tools for formative and summative assessments.
· Simulation Tools: Virtual labs or simulations for financial planning and advisory exercises.
· Proctoring Software: For secure, remote invigilation of exams.
Compliance and Regulatory Tools
· FAIS Compliance Tools: Access to regulatory databases and tools for compliance tracking.
· Policy Documentation Software: Tools for creating and managing financial and insurance policies.
Communication and Collaboration Tools
· Email and Messaging Platforms: For communication between learners and facilitators (e.g., Outlook, Slack).
· File Sharing and Cloud Storage: Platforms like Google Drive or OneDrive for sharing learning materials.
Discussion Forums: For learner interaction and peer learning.

	CONSUMABLES 
	IT and Digital Consumables
· Data and Internet Bundles: Sufficient data packages for learners who may need to access online resources remotely.
· Printer Ink and Toner: For printing learning materials, assessment documents, and administrative forms.
· USB Flash Drives: For distributing digital learning materials and storing learner portfolios.
· Batteries and Chargers: For wireless devices, remote controls, and other equipment.
· Software Licenses: Annual or monthly subscriptions for financial software, LMS, and productivity tools.

Stationery and Documentation Supplies
· Notepads and Writing Pads: For learners to take notes during in-person sessions.
· Pens, Pencils, and Markers: Essential for note-taking, diagrams, and highlighting key concepts.
· Flipchart Paper and Markers: For facilitator-led activities and brainstorming sessions.
· Folders and Files: For organising learner portfolios and assessment records.
· Staplers, Punches, and Paper Clips: For compiling printed learning materials and handouts.
· Laminating Sheets: For creating durable learning aids or signage.

Financial and Learning Aids
· Case Studies and Workbooks: Printed or digital copies of case studies relevant to financial planning and services.
· Regulatory Documents: Hard copies of relevant legislation and compliance guides (e.g., FAIS Act, Insurance Acts).
· Financial Forms and Templates: Templates for financial statements, budget planning, and client assessments.
· Simulated Client Data: Consumable data sets for learners to practice financial analysis and client advisory tasks.

Hygiene and Safety Supplies
· Hand Sanitizers and Wipes: To maintain hygiene in shared spaces.
· Disposable Masks: For compliance with health regulations during in-person sessions.
· Cleaning Supplies: For maintaining cleanliness in training spaces.

Assessment Consumables
· Examination Booklets: For written assessments.
· Answer Sheets and Scantrons: For multiple-choice or objective-type assessments.
· Certificates and Printing Materials: For issuing completion certificates to learners.
· Seals and Envelopes: For secure handling of assessment results and certificates.

Refreshments (Optional but Beneficial)
· Bottled Water: For learners during long training sessions.
Tea, Coffee, and Snacks: For breaks in blended learning workshops.

	
	



	EXTERNAL ASSESSMENT CENTRE

	EQUIPMENT & TOOLS  
	As described in the Qualification Assessment Specification (QAS)

	CONSUMABLES
	As described in the Qualification Assessment Specification (QAS)



Human Resource Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	QUALIFICATIONS & EXPERIENCE 
	QUALIFICATION: Facilitators of learning must, at minimum, be in possession of a recognised and valid NQF Level 7 Qualification within the Financial Services Discipline.
EXPERIENCE: Facilitators of Learning must have a minimum of five years work experience within a client facing role in the financial services industry. At least two of those five years should be at a supervisory/management level.

	FACILITATOR/LEARNER RATIO  
	CONTACT SESSIONS: 1:25
DISTANCE LEARNING: 1:50

	
	



	ASSESSMENT CENTRE

	QUALIFICATIONS & EXPERIENCE 
	As described in the Qualification Assessment Specification (QAS)

	FACILITATOR/LEARNER RATIO  
	As described in the Qualification Assessment Specification (QAS)



Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	
	Registration and Legal Compliance Requirements
· Business Registration: Must be a legally registered entity with the Companies and Intellectual Property Commission (CIPC).
· Tax Compliance: A valid tax clearance certificate from the South African Revenue Service (SARS).
· B-BBEE Compliance: Adherence to Broad-Based Black Economic Empowerment (B-BBEE) requirements relevant to the sector.

Sector-Specific Regulatory Requirements
· FAIS Act (Financial Advisory and Intermediary Services Act, 2002): Compliance with FAIS requirements for training providers offering financial services training. This includes registration with the Financial Sector Conduct Authority (FSCA) if the training involves financial advice.
· FSCA Approval: Certain programmes may require approval by the FSCA, especially those involving financial advice and intermediary services.
· Anti-Money Laundering Compliance: Adherence to Financial Intelligence Centre Act (FICA) regulations.

QCTO Accreditation Requirements
· Occupational Qualification Compliance: The training program must align with an occupational qualification registered with the QCTO.
· Quality Management System (QMS): A documented QMS must be in place, covering policies, procedures, and processes for maintaining quality training delivery.
· Facilities and Resources: The provider must demonstrate access to adequate physical and digital resources to deliver the qualification.
· Assessment and Moderation Policies: Clearly defined policies for conducting assessments and internal moderation, aligned with QCTO guidelines.
· Workplace Learning Agreements: Partnerships with workplaces to facilitate practical training components (where applicable).

Health and Safety Compliance
· Occupational Health and Safety Act (OHSA): Compliance with occupational health and safety regulations to ensure a safe training environment.
· COVID-19 Safety Regulations: Adherence to any ongoing COVID-19 health and safety protocols, as applicable.

Labour Law Compliance
· Basic Conditions of Employment Act: Compliance with employment laws related to staff involved in training delivery.
· Skills Development Levies Act: Registration with relevant SETAs (Sector Education and Training Authorities) for skills development levies.

Financial Requirements
· Audited Financial Statements: Submission of audited financials to demonstrate financial viability.
Insurance Coverage: Professional indemnity insurance and public liability insurance.



	ASSESSMENT CENTRE

	
	As described in the Qualification Assessment Specification (QAS)



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 None



	ASSESSMENT CENTRE

	As described in the Qualification Assessment Specification (QAS)



3.1.3 Exemptions
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics. 


Knowledge Module (KM) - 05
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-002-01-KM05
	Ethical and Professional Decision-Making 
	6
	5
	BLENDED



(a) Purpose of Knowledge Module: 
The purpose of this Knowledge Module is to provide learners with the essential understanding of ethical and professional decision-making in financial planning. It focuses on the key processes of developing, implementing, and monitoring financial plans while integrating ethical considerations into every stage. Learners will gain a deep understanding of how to manage risks effectively within financial planning, ensuring that the plans they create for clients are both secure and sustainable. The module emphasises the importance of ethical standards in the financial planning process, ensuring that all decisions and recommendations made align with the best interests of the clients. By the end of the module, learners will be equipped to make well-informed, ethically sound decisions that foster long-term client trust and professional integrity in their financial advisory practice.
 (b) List of Knowledge Topics:
	TOPIC CODE
	TOPIC TITLE
	% OF TIME TO BE SPENT

	KM-05-KT01
	Overview of Financial Planning Process
	20%

	KM-05-KT02
	Developing a Financial Plan
	20%

	KM-05-KT03
	Risk Management in Financial Planning
	20%

	KM-05-KT04
	Ethical Considerations in Financial Planning
	20%

	KM-05-KT05
	Implementing and Monitoring Financial Plans
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-05-KT01	OVERVIEW OF FINANCIAL PLANNING PROCESS (20%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0101
	The steps in the financial planning process
	20%

	KT0102
	The role of a financial advisor in planning
	20%

	KT0103
	Client data collection for financial planning
	20%

	KT0104
	Establishing financial objectives
	20%

	KT0105
	Setting realistic timeframes and goals
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0101
	Explain the steps involved in the financial planning process.

	IAC0102
	Define the role of a financial advisor in the financial planning process.

	IAC0103
	Gather relevant client data to create a comprehensive financial plan.

	IAC0104
	Establish clear financial objectives with clients based on their goals.

	IAC0105
	Set realistic timeframes and milestones for achieving financial goals.



(c) Detailing each topic listed above into topic elements: 
	KM-05-KT02	DEVELOPING A FINANCIAL PLAN	(20%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0201
	Financial analysis techniques
	20%

	KT0202
	Identifying and prioritising client needs
	20%

	KT0203
	Proposing financial products and solutions
	20%

	KT0204
	Incorporating tax and legal considerations
	20%

	KT0205
	Integrating long-term and short-term goals
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0201
	Apply financial analysis techniques to assess the client’s financial situation.

	IAC0202
	Identify and prioritise the client’s financial needs based on their objectives.

	IAC0203
	Recommend appropriate financial products and solutions to meet client needs.

	IAC0204
	Integrate tax and legal considerations into the financial planning process.

	IAC0205
	Balance and integrate both long-term and short-term financial goals in the plan.



(c) Detailing each topic listed above into topic elements: 
	KM-05-KT03	RISK MANAGEMENT IN FINANCIAL PLANNING	(20%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0301
	Identifying risks to client financial plans
	20%

	KT0302
	Analysing the types of financial risks
	20%

	KT0303
	Developing risk mitigation strategies
	20%

	KT0304
	Evaluating insurance options
	20%

	KT0305
	Monitoring and adjusting for financial risks
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0301
	Identify the potential risks that could impact client financial plans.

	IAC0302
	Analyse the different types of financial risks (e.g., market risk, longevity risk).

	IAC0303
	Develop effective risk mitigation strategies for clients.

	IAC0304
	Evaluate different insurance products for mitigating financial risks.

	IAC0305
	Monitor and adjust financial plans in response to changing risks.



(c) Detailing each topic listed above into topic elements: 
	KM-05-KT04	ETHICAL CONSIDERATIONS IN FINANCIAL PLANNING (20%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0401
	Ethical responsibilities of financial planners
	20%

	KT0402
	Conflicts of interest in financial planning
	20%

	KT0403
	Disclosure of risks to clients
	20%

	KT0404
	The importance of transparency and honesty
	20%

	KT0405
	The impact of ethical decisions on client outcomes
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0401
	Discuss the ethical responsibilities of financial planners when advising clients.

	IAC0402
	Recognise and manage conflicts of interest in financial planning.

	IAC0403
	Ensure full disclosure of risks and potential downsides to clients.

	IAC0404
	Maintain transparency and honesty in all communications with clients.

	IAC0405
	Evaluate the impact of ethical decisions on the long-term financial outcomes for clients.



(c) Detailing each topic listed above into topic elements: 
	KM-05-KT05	IMPLEMENTING AND MONITORING FINANCIAL PLANS (20%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0501
	Actionable steps for implementing a financial plan
	20%

	KT0502
	Tracking financial plan progress
	20%

	KT0503
	Client engagement during implementation
	20%

	KT0504
	Periodic review and updates of the financial plan
	20%

	KT0505
	Client feedback and plan adjustments
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0501
	Outline the steps involved in implementing a financial plan.

	IAC0502
	Track and assess the progress of a financial plan against established milestones.

	IAC0503
	Engage with clients regularly during the implementation phase to ensure alignment.

	IAC0504
	Conduct periodic reviews of financial plans to ensure continued relevance.

	IAC0505
	Incorporate client feedback and make adjustments to financial plans as necessary.



3.1.2 Criteria for accreditation 
Add additional line spaces as required. Requirements, against which Skills Development Providers (SDP) and Assessment Centres, will be accredited, as listed below. 

Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	To ensure compliance and readiness for delivering an Advanced Occupational Certificate for Financial Services Advisor in a blended training environment, a training provider must have tools and equipment across the following critical categories:
IT Infrastructure and Digital Tools
· Learning Management System (LMS): For hosting online content, tracking learner progress, and conducting assessments.
· Video Conferencing Software: Platforms like Zoom, Microsoft Teams, or Google Meet for virtual sessions.
· Computers and Laptops: For learners and facilitators, equipped with necessary software.
· High-Speed Internet Connectivity: Reliable bandwidth to support virtual learning and assessments.
· Cybersecurity Tools: Firewalls, antivirus software, and secure data storage for learner information.
Physical Training Facilities
· Classroom and Training Spaces: Comfortable, well-lit, and equipped with seating and workstations.
· Projectors and Whiteboards: For in-person instruction and presentations.
· Audio-Visual Equipment: Microphones, speakers, and recording devices for hybrid sessions.
· Library/Resource Centre: Access to textbooks, reference materials, and case studies.
Financial Software and Tools
· Financial Planning Software: Tools like XPLAN, Morningstar, or locally available platforms.
· Accounting Software: Basic accounting tools for practical learning (e.g., QuickBooks, Sage).
· Risk Management Tools: Software for simulating risk analysis and financial modelling.
· Customer Relationship Management (CRM) Tools: For practice in managing client portfolios.
Assessment and Evaluation Tools
· Online Assessment Platforms: Tools for formative and summative assessments.
· Simulation Tools: Virtual labs or simulations for financial planning and advisory exercises.
· Proctoring Software: For secure, remote invigilation of exams.
Compliance and Regulatory Tools
· FAIS Compliance Tools: Access to regulatory databases and tools for compliance tracking.
· Policy Documentation Software: Tools for creating and managing financial and insurance policies.
Communication and Collaboration Tools
· Email and Messaging Platforms: For communication between learners and facilitators (e.g., Outlook, Slack).
· File Sharing and Cloud Storage: Platforms like Google Drive or OneDrive for sharing learning materials.
Discussion Forums: For learner interaction and peer learning.

	CONSUMABLES 
	IT and Digital Consumables
· Data and Internet Bundles: Sufficient data packages for learners who may need to access online resources remotely.
· Printer Ink and Toner: For printing learning materials, assessment documents, and administrative forms.
· USB Flash Drives: For distributing digital learning materials and storing learner portfolios.
· Batteries and Chargers: For wireless devices, remote controls, and other equipment.
· Software Licenses: Annual or monthly subscriptions for financial software, LMS, and productivity tools.

Stationery and Documentation Supplies
· Notepads and Writing Pads: For learners to take notes during in-person sessions.
· Pens, Pencils, and Markers: Essential for note-taking, diagrams, and highlighting key concepts.
· Flipchart Paper and Markers: For facilitator-led activities and brainstorming sessions.
· Folders and Files: For organising learner portfolios and assessment records.
· Staplers, Punches, and Paper Clips: For compiling printed learning materials and handouts.
· Laminating Sheets: For creating durable learning aids or signage.

Financial and Learning Aids
· Case Studies and Workbooks: Printed or digital copies of case studies relevant to financial planning and services.
· Regulatory Documents: Hard copies of relevant legislation and compliance guides (e.g., FAIS Act, Insurance Acts).
· Financial Forms and Templates: Templates for financial statements, budget planning, and client assessments.
· Simulated Client Data: Consumable data sets for learners to practice financial analysis and client advisory tasks.

Hygiene and Safety Supplies
· Hand Sanitizers and Wipes: To maintain hygiene in shared spaces.
· Disposable Masks: For compliance with health regulations during in-person sessions.
· Cleaning Supplies: For maintaining cleanliness in training spaces.

Assessment Consumables
· Examination Booklets: For written assessments.
· Answer Sheets and Scantrons: For multiple-choice or objective-type assessments.
· Certificates and Printing Materials: For issuing completion certificates to learners.
· Seals and Envelopes: For secure handling of assessment results and certificates.

Refreshments (Optional but Beneficial)
· Bottled Water: For learners during long training sessions.
Tea, Coffee, and Snacks: For breaks in blended learning workshops.

	
	



	EXTERNAL ASSESSMENT CENTRE

	EQUIPMENT & TOOLS  
	As described in the Qualification Assessment Specification (QAS)

	CONSUMABLES
	As described in the Qualification Assessment Specification (QAS)



Human Resource Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	QUALIFICATIONS & EXPERIENCE 
	QUALIFICATION: Facilitators of learning must, at minimum, be in possession of a recognised and valid NQF Level 7 Qualification within the Financial Services Discipline.
EXPERIENCE: Facilitators of Learning must have a minimum of five years work experience within a client facing role in the financial services industry. At least two of those five years should be at a supervisory/management level.

	FACILITATOR/LEARNER RATIO  
	CONTACT SESSIONS: 1:25
DISTANCE LEARNING: 1:50

	
	



	ASSESSMENT CENTRE

	QUALIFICATIONS & EXPERIENCE 
	As described in the Qualification Assessment Specification (QAS)

	FACILITATOR/LEARNER RATIO  
	As described in the Qualification Assessment Specification (QAS)



Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	
	Registration and Legal Compliance Requirements
· Business Registration: Must be a legally registered entity with the Companies and Intellectual Property Commission (CIPC).
· Tax Compliance: A valid tax clearance certificate from the South African Revenue Service (SARS).
· B-BBEE Compliance: Adherence to Broad-Based Black Economic Empowerment (B-BBEE) requirements relevant to the sector.

Sector-Specific Regulatory Requirements
· FAIS Act (Financial Advisory and Intermediary Services Act, 2002): Compliance with FAIS requirements for training providers offering financial services training. This includes registration with the Financial Sector Conduct Authority (FSCA) if the training involves financial advice.
· FSCA Approval: Certain programmes may require approval by the FSCA, especially those involving financial advice and intermediary services.
· Anti-Money Laundering Compliance: Adherence to Financial Intelligence Centre Act (FICA) regulations.

QCTO Accreditation Requirements
· Occupational Qualification Compliance: The training program must align with an occupational qualification registered with the QCTO.
· Quality Management System (QMS): A documented QMS must be in place, covering policies, procedures, and processes for maintaining quality training delivery.
· Facilities and Resources: The provider must demonstrate access to adequate physical and digital resources to deliver the qualification.
· Assessment and Moderation Policies: Clearly defined policies for conducting assessments and internal moderation, aligned with QCTO guidelines.
· Workplace Learning Agreements: Partnerships with workplaces to facilitate practical training components (where applicable).

Health and Safety Compliance
· Occupational Health and Safety Act (OHSA): Compliance with occupational health and safety regulations to ensure a safe training environment.
· COVID-19 Safety Regulations: Adherence to any ongoing COVID-19 health and safety protocols, as applicable.

Labour Law Compliance
· Basic Conditions of Employment Act: Compliance with employment laws related to staff involved in training delivery.
· Skills Development Levies Act: Registration with relevant SETAs (Sector Education and Training Authorities) for skills development levies.

Financial Requirements
· Audited Financial Statements: Submission of audited financials to demonstrate financial viability.
Insurance Coverage: Professional indemnity insurance and public liability insurance.



	ASSESSMENT CENTRE

	
	As described in the Qualification Assessment Specification (QAS)



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 None



	ASSESSMENT CENTRE

	As described in the Qualification Assessment Specification (QAS)



3.1.3 Exemptions
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics. 


Knowledge Module (KM) - 06
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-002-01-KM06
	Resource Management & Accountability 
	6
	5
	BLENDED



(a) Purpose of Knowledge Module: 
The purpose of this Knowledge Module is to provide learners with the critical knowledge necessary to understand resource management and accountability in financial advisory. This module covers key concepts such as professional ethics, legal frameworks, confidentiality, and tax compliance, all of which are integral to the delivery of responsible and ethical financial services. Learners will explore how these elements contribute to maintaining the integrity of financial practices while ensuring that clients' interests are safeguarded. The module aims to prepare learners to operate effectively within legal and ethical boundaries, promoting transparency and trust within the financial advisory profession.
 (b) List of Knowledge Topics:
	TOPIC CODE
	TOPIC TITLE
	% OF TIME TO BE SPENT

	KM-06-KT01
	Understanding Professional Ethics
	25%

	KM-06-KT02
	Legal Framework in Financial Services
	25%

	KM-06-KT03
	Confidentiality and Privacy in Financial Advisory
	25%

	KM-06-KT04
	Tax Compliance and Ethical Practices in Financial Advisory
	25%



(c) Detailing each topic listed above into topic elements: 
	KM-06-KT01	UNDERSTANDING PROFESSIONAL ETHICS (25%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0101
	Defining professional ethics in financial services
	20%

	KT0102
	Ethical codes of conduct in financial advising
	20%

	KT0103
	Importance of integrity and accountability
	20%

	KT0104
	Ethical decision-making in practice
	20%

	KT0105
	Consequences of unethical behaviour
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0101
	Define professional ethics in the context of financial services.

	IAC0102
	Describe the ethical codes of conduct that govern financial advisors.

	IAC0103
	Discuss the importance of integrity and accountability in financial services.

	IAC0104
	Apply ethical decision-making frameworks in real-world scenarios.

	IAC0105
	Analyse the consequences of unethical behaviour in financial advisory practices.



(c) Detailing each topic listed above into topic elements: 
	KM-06-KT02	LEGAL FRAMEWORK IN FINANCIAL SERVICES (25%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0201
	Understanding financial regulations and laws
	20%

	KT0202
	Regulatory bodies overseeing financial advisory practices
	20%

	KT0203
	Compliance with consumer protection laws
	20%

	KT0204
	Legal documentation and contracts in financial services
	20%

	KT0205
	Managing legal risks in financial advisory
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0201
	Explain the key financial regulations and laws governing the industry.

	IAC0202
	Identify the regulatory bodies that oversee financial advisory practices.

	IAC0203
	Demonstrate compliance with consumer protection laws and regulations.

	IAC0204
	Review and ensure legal documentation and contracts meet compliance standards.

	IAC0205
	Manage and mitigate legal risks in financial advisory work.



(c) Detailing each topic listed above into topic elements: 
	KM-06-KT03	CONFIDENTIALITY AND PRIVACY IN FINANCIAL ADVISORY (25%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0301
	Client confidentiality in financial services
	20%

	KT0302
	Legal requirements for protecting client data
	20%

	KT0303
	Privacy laws affecting financial advisory
	20%

	KT0304
	Handling sensitive client information
	20%

	KT0305
	Breach of confidentiality and its consequences
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0301
	Discuss the importance of client confidentiality in financial advisory services.

	IAC0302
	Explain the legal requirements related to the protection of client data.

	IAC0303
	Identify and adhere to privacy laws relevant to financial advisory practices.

	IAC0304
	Apply best practices for handling sensitive client information.

	IAC0305
	Recognise the consequences of breaching client confidentiality and its implications.



(c) Detailing each topic listed above into topic elements: 
	KM-06-KT04	TAX COMPLIANCE AND ETHICAL PRACTICES IN FINANCIAL ADVISORY (25%)

	TOPIC ELEMENT CODE
	TOPIC ELEMENT TITLE
	% OF TIME TO BE SPENT

	KT0401
	Understanding the regulatory requirements for tax compliance in financial advisory.
	20%

	KT0402
	Ethical considerations in advising clients on tax planning and reporting.
	20%

	KT0403
	Managing client data for tax reporting and ensuring confidentiality.
	20%

	KT0404
	Staying updated with changes in tax laws and regulations.
	20%

	KT0405
	Adhering to international tax regulations in cross-border financial advising.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION

	IAC0401
	Apply regulatory tax compliance procedures when advising clients.

	IAC0402
	Ensure ethical standards are maintained in tax planning and reporting.

	IAC0403
	Maintain confidentiality when handling client data for tax reporting.

	IAC0404
	Demonstrate an understanding of changes in tax laws and how they affect clients.

	IAC0405
	Adhere to international tax compliance regulations when advising clients with global investments.



3.1.2 Criteria for accreditation 
Add additional line spaces as required. Requirements, against which Skills Development Providers (SDP) and Assessment Centres, will be accredited, as listed below. 
Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	To ensure compliance and readiness for delivering an Advanced Occupational Certificate for Financial Services Advisor in a blended training environment, a training provider must have tools and equipment across the following critical categories:
IT Infrastructure and Digital Tools
· Learning Management System (LMS): For hosting online content, tracking learner progress, and conducting assessments.
· Video Conferencing Software: Platforms like Zoom, Microsoft Teams, or Google Meet for virtual sessions.
· Computers and Laptops: For learners and facilitators, equipped with necessary software.
· High-Speed Internet Connectivity: Reliable bandwidth to support virtual learning and assessments.
· Cybersecurity Tools: Firewalls, antivirus software, and secure data storage for learner information.
Physical Training Facilities
· Classroom and Training Spaces: Comfortable, well-lit, and equipped with seating and workstations.
· Projectors and Whiteboards: For in-person instruction and presentations.
· Audio-Visual Equipment: Microphones, speakers, and recording devices for hybrid sessions.
· Library/Resource Centre: Access to textbooks, reference materials, and case studies.
Financial Software and Tools
· Financial Planning Software: Tools like XPLAN, Morningstar, or locally available platforms.
· Accounting Software: Basic accounting tools for practical learning (e.g., QuickBooks, Sage).
· Risk Management Tools: Software for simulating risk analysis and financial modelling.
· Customer Relationship Management (CRM) Tools: For practice in managing client portfolios.
Assessment and Evaluation Tools
· Online Assessment Platforms: Tools for formative and summative assessments.
· Simulation Tools: Virtual labs or simulations for financial planning and advisory exercises.
· Proctoring Software: For secure, remote invigilation of exams.
Compliance and Regulatory Tools
· FAIS Compliance Tools: Access to regulatory databases and tools for compliance tracking.
· Policy Documentation Software: Tools for creating and managing financial and insurance policies.
Communication and Collaboration Tools
· Email and Messaging Platforms: For communication between learners and facilitators (e.g., Outlook, Slack).
· File Sharing and Cloud Storage: Platforms like Google Drive or OneDrive for sharing learning materials.
Discussion Forums: For learner interaction and peer learning.

	CONSUMABLES 
	IT and Digital Consumables
· Data and Internet Bundles: Sufficient data packages for learners who may need to access online resources remotely.
· Printer Ink and Toner: For printing learning materials, assessment documents, and administrative forms.
· USB Flash Drives: For distributing digital learning materials and storing learner portfolios.
· Batteries and Chargers: For wireless devices, remote controls, and other equipment.
· Software Licenses: Annual or monthly subscriptions for financial software, LMS, and productivity tools.

Stationery and Documentation Supplies
· Notepads and Writing Pads: For learners to take notes during in-person sessions.
· Pens, Pencils, and Markers: Essential for note-taking, diagrams, and highlighting key concepts.
· Flipchart Paper and Markers: For facilitator-led activities and brainstorming sessions.
· Folders and Files: For organising learner portfolios and assessment records.
· Staplers, Punches, and Paper Clips: For compiling printed learning materials and handouts.
· Laminating Sheets: For creating durable learning aids or signage.

Financial and Learning Aids
· Case Studies and Workbooks: Printed or digital copies of case studies relevant to financial planning and services.
· Regulatory Documents: Hard copies of relevant legislation and compliance guides (e.g., FAIS Act, Insurance Acts).
· Financial Forms and Templates: Templates for financial statements, budget planning, and client assessments.
· Simulated Client Data: Consumable data sets for learners to practice financial analysis and client advisory tasks.

Hygiene and Safety Supplies
· Hand Sanitizers and Wipes: To maintain hygiene in shared spaces.
· Disposable Masks: For compliance with health regulations during in-person sessions.
· Cleaning Supplies: For maintaining cleanliness in training spaces.

Assessment Consumables
· Examination Booklets: For written assessments.
· Answer Sheets and Scantrons: For multiple-choice or objective-type assessments.
· Certificates and Printing Materials: For issuing completion certificates to learners.
· Seals and Envelopes: For secure handling of assessment results and certificates.

Refreshments (Optional but Beneficial)
· Bottled Water: For learners during long training sessions.
Tea, Coffee, and Snacks: For breaks in blended learning workshops.

	
	



	EXTERNAL ASSESSMENT CENTRE

	EQUIPMENT & TOOLS  
	As described in the Qualification Assessment Specification (QAS)

	CONSUMABLES
	As described in the Qualification Assessment Specification (QAS)



Human Resource Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	QUALIFICATIONS & EXPERIENCE 
	QUALIFICATION: Facilitators of learning must, at minimum, be in possession of a recognised and valid NQF Level 7 Qualification within the Financial Services Discipline.
EXPERIENCE: Facilitators of Learning must have a minimum of five years work experience within a client facing role in the financial services industry. At least two of those five years should be at a supervisory/management level.

	FACILITATOR/LEARNER RATIO  
	CONTACT SESSIONS: 1:25
DISTANCE LEARNING: 1:50

	
	



	ASSESSMENT CENTRE

	QUALIFICATIONS & EXPERIENCE 
	As described in the Qualification Assessment Specification (QAS)

	FACILITATOR/LEARNER RATIO  
	As described in the Qualification Assessment Specification (QAS)



Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	
	Registration and Legal Compliance Requirements
· Business Registration: Must be a legally registered entity with the Companies and Intellectual Property Commission (CIPC).
· Tax Compliance: A valid tax clearance certificate from the South African Revenue Service (SARS).
· B-BBEE Compliance: Adherence to Broad-Based Black Economic Empowerment (B-BBEE) requirements relevant to the sector.

Sector-Specific Regulatory Requirements
· FAIS Act (Financial Advisory and Intermediary Services Act, 2002): Compliance with FAIS requirements for training providers offering financial services training. This includes registration with the Financial Sector Conduct Authority (FSCA) if the training involves financial advice.
· FSCA Approval: Certain programmes may require approval by the FSCA, especially those involving financial advice and intermediary services.
· Anti-Money Laundering Compliance: Adherence to Financial Intelligence Centre Act (FICA) regulations.

QCTO Accreditation Requirements
· Occupational Qualification Compliance: The training program must align with an occupational qualification registered with the QCTO.
· Quality Management System (QMS): A documented QMS must be in place, covering policies, procedures, and processes for maintaining quality training delivery.
· Facilities and Resources: The provider must demonstrate access to adequate physical and digital resources to deliver the qualification.
· Assessment and Moderation Policies: Clearly defined policies for conducting assessments and internal moderation, aligned with QCTO guidelines.
· Workplace Learning Agreements: Partnerships with workplaces to facilitate practical training components (where applicable).

Health and Safety Compliance
· Occupational Health and Safety Act (OHSA): Compliance with occupational health and safety regulations to ensure a safe training environment.
· COVID-19 Safety Regulations: Adherence to any ongoing COVID-19 health and safety protocols, as applicable.

Labour Law Compliance
· Basic Conditions of Employment Act: Compliance with employment laws related to staff involved in training delivery.
· Skills Development Levies Act: Registration with relevant SETAs (Sector Education and Training Authorities) for skills development levies.

Financial Requirements
· Audited Financial Statements: Submission of audited financials to demonstrate financial viability.
Insurance Coverage: Professional indemnity insurance and public liability insurance.



	ASSESSMENT CENTRE

	
	As described in the Qualification Assessment Specification (QAS)



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 None



	ASSESSMENT CENTRE

	As described in the Qualification Assessment Specification (QAS)



3.1.3 Exemptions
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics. 



3.2 Practical Skill Module (PM) Specifications:

	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-002-01-PM01
	Client Portfolio Analysis & Recommendation Implementation
	6
	10
	BLENDED

	241301-002-01-PM02
	Problem-Solving & Adaptive Strategies for Changing Circumstances
	6
	5
	BLENDED

	241301-002-01-PM03
	Implementation of Specialised Financial Solutions
	6
	10
	BLENDED

	241301-002-01-PM04
	Client Relationship Management & Trust Building
	6
	10
	BLENDED

	241301-002-01-PM05
	Ethical Conduct in Client Engagement & Advisory Practice
	6
	5
	BLENDED

	241301-002-01-PM06
	Decision-Making & Resource Allocation
	6
	5
	BLENDED



[bookmark: _Toc149225094][bookmark: _Toc109733556]

3.2.1 Detailing Practical Module (PM) contents
Practical Module (PM) - 01
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-002-01-PM01
	Client Portfolio Analysis & Recommendation Implementation
	6
	10
	BLENDED



[bookmark: _Toc149225095](a) Purpose of the Practical Skills Module:
[bookmark: _Toc149225096]This practical skills module is designed to provide learners with the ability to effectively analyse, monitor, and implement adjustments to client portfolios. It focuses on the critical skills required to evaluate portfolio performance, make informed recommendations, and execute necessary adjustments to ensure that client financial objectives are consistently met. Learners will develop the skills to evaluate the performance of client portfolios, comparing them against market benchmarks and financial goals. This includes identifying underperforming assets and suggesting improvements for better alignment with client objectives. Learners will acquire the ability to recommend and implement adjustments to portfolios, such as rebalancing asset allocations or introducing new investment products, based on client risk profiles and market conditions.
(b) List of Practical Skill Activities:
	PRACTICAL SKILL CODE
	ACTIVITY TITLE

	PM-01-PS01
	Portfolio Evaluation and Monitoring

	PM-01-PS02
	Portfolio Adjustment and Rebalancing



[bookmark: _Toc149225097](c) Scope of each Practical Skill Activity: 
	PM-01-PS01 PORTFOLIO EVALUATION AND MONITORING

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	Learner must be provided with actual client portfolio data (financial statements, investment reports, performance metrics) and access to portfolio management tools.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0101
	Evaluate the current performance of a client's financial portfolio.

	PA0102
	Compare portfolio performance against market benchmarks.

	PA0103
	Identify any underperforming assets or components of the portfolio.

	PA0104
	Calculate portfolio diversification and recommend adjustments.

	PA0105
	Document and report on portfolio performance and areas of improvement.



(d) Applied Knowledge that underpins the Practical Skill
	APPLIED KNOWLDEGE CODE
	APPLIED KNOWLEDGE

	AK0101
	Understanding financial performance metrics and their interpretation.

	AK0102
	Knowledge of market benchmarks and their application in portfolio evaluation.

	AK0103
	Techniques for identifying underperformance in financial products.

	AK0104
	Principles of diversification and portfolio optimisation.

	AK0105
	Documentation and reporting standards for financial portfolio evaluations.



 (e) Internal Assessment Criteria (IAC) 
	IAC CODE
	IAC DESCRIPTION

	IAC0101
	Portfolio performance is evaluated against set financial goals.

	IAC0102
	Portfolio performance is compared with appropriate market benchmarks.

	IAC0103
	Underperforming assets or portfolio components are identified.

	IAC0104
	Portfolio diversification is calculated, and appropriate adjustments are recommended.

	IAC0105
	Portfolio performance and improvement recommendations are documented and reported accurately.




	PM-01-PS02 PORTFOLIO ADJUSTMENT AND REBALANCING

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE

	Learner must be given access to portfolio analysis software, client risk profiles, and the investment product catalogue.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0201
	Recommend portfolio adjustments based on client’s risk tolerance and financial goals.

	PA0202
	Rebalance the portfolio by buying and selling assets to achieve optimal diversification.

	PA0203
	Suggest alternative financial products based on market conditions and client preferences.

	PA0204
	Monitor rebalancing strategies’ outcomes and adjust if necessary.

	PA0205
	Present recommendations and adjustments to the client clearly and confidently.



[bookmark: _Toc149225098](d) Applied Knowledge that underpins the Practical Skill
	APPLIED KNOWLDEGE CODE
	APPLIED KNOWLEDGE

	AK0201
	Risk profiling and its role in portfolio management.

	AK0202
	Strategies for portfolio rebalancing and diversification.

	AK0203
	Financial product evaluation and selection based on market analysis.

	AK0204
	Monitoring and adapting rebalancing strategies to evolving client needs.

	AK0205
	Effective communication techniques for presenting financial recommendations.



[bookmark: _Toc149225099] (e) Internal Assessment Criteria (IAC) 
	IAC CODE
	IAC DESCRIPTION

	IAC0201
	Portfolio adjustments are recommended in line with the client’s risk profile and financial goals.

	IAC0202
	Portfolio rebalancing is executed using the correct mix of asset classes and investment products.

	IAC0203
	Alternative financial products are suggested based on up-to-date market conditions.

	IAC0204
	Monitoring of rebalancing outcomes is conducted, and further adjustments are made when necessary.

	IAC0205
	Recommendations and adjustments are communicated effectively to the client.



[bookmark: _Toc149225100]3.2.2. Criteria for accreditation 
Add additional line spaces as required. Requirements, against which Skills Development Providers (SDP) and Assessment Centres, will be accredited, as listed below. 
Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	To ensure compliance and readiness for delivering an Advanced Occupational Certificate for Financial Services Advisor in a blended training environment, a training provider must have tools and equipment across the following critical categories:
IT Infrastructure and Digital Tools
· Learning Management System (LMS): For hosting online content, tracking learner progress, and conducting assessments.
· Video Conferencing Software: Platforms like Zoom, Microsoft Teams, or Google Meet for virtual sessions.
· Computers and Laptops: For learners and facilitators, equipped with necessary software.
· High-Speed Internet Connectivity: Reliable bandwidth to support virtual learning and assessments.
· Cybersecurity Tools: Firewalls, antivirus software, and secure data storage for learner information.
Physical Training Facilities
· Classroom and Training Spaces: Comfortable, well-lit, and equipped with seating and workstations.
· Projectors and Whiteboards: For in-person instruction and presentations.
· Audio-Visual Equipment: Microphones, speakers, and recording devices for hybrid sessions.
· Library/Resource Centre: Access to textbooks, reference materials, and case studies.
Financial Software and Tools
· Financial Planning Software: Tools like XPLAN, Morningstar, or locally available platforms.
· Accounting Software: Basic accounting tools for practical learning (e.g., QuickBooks, Sage).
· Risk Management Tools: Software for simulating risk analysis and financial modelling.
· Customer Relationship Management (CRM) Tools: For practice in managing client portfolios.
Assessment and Evaluation Tools
· Online Assessment Platforms: Tools for formative and summative assessments.
· Simulation Tools: Virtual labs or simulations for financial planning and advisory exercises.
· Proctoring Software: For secure, remote invigilation of exams.
Compliance and Regulatory Tools
· FAIS Compliance Tools: Access to regulatory databases and tools for compliance tracking.
· Policy Documentation Software: Tools for creating and managing financial and insurance policies.
Communication and Collaboration Tools
· Email and Messaging Platforms: For communication between learners and facilitators (e.g., Outlook, Slack).
· File Sharing and Cloud Storage: Platforms like Google Drive or OneDrive for sharing learning materials.
Discussion Forums: For learner interaction and peer learning.

	CONSUMABLES 
	IT and Digital Consumables
· Data and Internet Bundles: Sufficient data packages for learners who may need to access online resources remotely.
· Printer Ink and Toner: For printing learning materials, assessment documents, and administrative forms.
· USB Flash Drives: For distributing digital learning materials and storing learner portfolios.
· Batteries and Chargers: For wireless devices, remote controls, and other equipment.
· Software Licenses: Annual or monthly subscriptions for financial software, LMS, and productivity tools.

Stationery and Documentation Supplies
· Notepads and Writing Pads: For learners to take notes during in-person sessions.
· Pens, Pencils, and Markers: Essential for note-taking, diagrams, and highlighting key concepts.
· Flipchart Paper and Markers: For facilitator-led activities and brainstorming sessions.
· Folders and Files: For organising learner portfolios and assessment records.
· Staplers, Punches, and Paper Clips: For compiling printed learning materials and handouts.
· Laminating Sheets: For creating durable learning aids or signage.

Financial and Learning Aids
· Case Studies and Workbooks: Printed or digital copies of case studies relevant to financial planning and services.
· Regulatory Documents: Hard copies of relevant legislation and compliance guides (e.g., FAIS Act, Insurance Acts).
· Financial Forms and Templates: Templates for financial statements, budget planning, and client assessments.
· Simulated Client Data: Consumable data sets for learners to practice financial analysis and client advisory tasks.

Hygiene and Safety Supplies
· Hand Sanitizers and Wipes: To maintain hygiene in shared spaces.
· Disposable Masks: For compliance with health regulations during in-person sessions.
· Cleaning Supplies: For maintaining cleanliness in training spaces.

Assessment Consumables
· Examination Booklets: For written assessments.
· Answer Sheets and Scantrons: For multiple-choice or objective-type assessments.
· Certificates and Printing Materials: For issuing completion certificates to learners.
· Seals and Envelopes: For secure handling of assessment results and certificates.

Refreshments (Optional but Beneficial)
· Bottled Water: For learners during long training sessions.
Tea, Coffee, and Snacks: For breaks in blended learning workshops.



	ASSESSMENT CENTRE

	EQUIPMENT & TOOLS  
	As described in the Qualification Assessment Specification (QAS)

	CONSUMABLES
	As described in the Qualification Assessment Specification (QAS)



Human Resource Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	QUALIFICATIONS & EXPERIENCE 
	QUALIFICATION: Facilitators of learning must, at minimum, be in possession of a recognised and valid NQF Level 7 Qualification within the Financial Services Discipline.
EXPERIENCE: Facilitators of Learning must have a minimum of five years work experience within a client facing role in the financial services industry. At least two of those five years should be at a supervisory/management level.

	FACILITATOR/LEARNER RATIO  
	CONTACT SESSIONS: 1:25
DISTANCE LEARNING: 1:50



Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	
	Registration and Legal Compliance Requirements
· Business Registration: Must be a legally registered entity with the Companies and Intellectual Property Commission (CIPC).
· Tax Compliance: A valid tax clearance certificate from the South African Revenue Service (SARS).
· B-BBEE Compliance: Adherence to Broad-Based Black Economic Empowerment (B-BBEE) requirements relevant to the sector.

Sector-Specific Regulatory Requirements
· FAIS Act (Financial Advisory and Intermediary Services Act, 2002): Compliance with FAIS requirements for training providers offering financial services training. This includes registration with the Financial Sector Conduct Authority (FSCA) if the training involves financial advice.
· FSCA Approval: Certain programmes may require approval by the FSCA, especially those involving financial advice and intermediary services.
· Anti-Money Laundering Compliance: Adherence to Financial Intelligence Centre Act (FICA) regulations.

QCTO Accreditation Requirements
· Occupational Qualification Compliance: The training program must align with an occupational qualification registered with the QCTO.
· Quality Management System (QMS): A documented QMS must be in place, covering policies, procedures, and processes for maintaining quality training delivery.
· Facilities and Resources: The provider must demonstrate access to adequate physical and digital resources to deliver the qualification.
· Assessment and Moderation Policies: Clearly defined policies for conducting assessments and internal moderation, aligned with QCTO guidelines.
· Workplace Learning Agreements: Partnerships with workplaces to facilitate practical training components (where applicable).

Health and Safety Compliance
· Occupational Health and Safety Act (OHSA): Compliance with occupational health and safety regulations to ensure a safe training environment.
· COVID-19 Safety Regulations: Adherence to any ongoing COVID-19 health and safety protocols, as applicable.

Labour Law Compliance
· Basic Conditions of Employment Act: Compliance with employment laws related to staff involved in training delivery.
· Skills Development Levies Act: Registration with relevant SETAs (Sector Education and Training Authorities) for skills development levies.

Financial Requirements
· Audited Financial Statements: Submission of audited financials to demonstrate financial viability.
Insurance Coverage: Professional indemnity insurance and public liability insurance.



	ASSESSMENT CENTRE

	
	As described in the Qualification Assessment Specification (QAS)



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 
	None



	ASSESSMENT CENTRE

	
	As described in the Qualification Assessment Specification (QAS)



[bookmark: _Toc149225101]3.2.3 Exemptions
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics. The following are some examples of learning or work experience that could serve as a basis for exemption for this specific practical skills module:


Practical Module (PM) - 02
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-002-01-PM02
	Problem-Solving & Adaptive Strategies for Changing Circumstances
	6
	5
	BLENDED



(a) Purpose of the Practical Skills Module:
This practical skills module is designed to equip learners with the ability to identify, assess, and adapt to the changing financial needs of clients in dynamic environments. The focus is on developing problem-solving skills and adaptive strategies to address shifts in clients' financial situations or external economic conditions. Learners will develop the ability to evaluate and assess the financial impact of changes in a client’s personal circumstances or broader market conditions, prioritising interventions that address the most critical areas. Learners will gain the skills to adjust and implement financial plans that reflect evolving client goals, market dynamics, or unforeseen challenges, ensuring that clients' financial strategies remain effective and relevant.

(b) List of Practical Skill Activities:
	PRACTICAL SKILL CODE
	ACTIVITY TITLE

	PM-02-PS01
	Financial Impact Analysis and Prioritisation

	PM-02-PS02
	Adaptive Financial Planning and Implementation



(c) Scope of each Practical Skill Activity: 
	PM-02-PS01 FINANCIAL IMPACT ANALYSIS AND PRIORITISATION

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	Learners must have access to financial planning tools, templates, client data (including income, expenses, goals, and risk profiles), and market analysis reports to simulate changing circumstances.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0101
	Monitor and interpret external economic trends (e.g., inflation, interest rates, market volatility) and evaluate their impact on client financial plans.

	PA0102
	Identify significant changes in client circumstances, such as income, health, or life events, and assess their financial implications.

	PA0103
	Prioritise clients and plans requiring urgent intervention based on the severity of the impact on their financial goals.

	PA0104
	Develop a structured response strategy to address identified issues and mitigate risks.

	PA0105
	Document and report findings, including the rationale for prioritisation and proposed interventions.



(d) Applied Knowledge that underpins the Practical Skill
	APPLIED KNOWLDEGE CODE
	APPLIED KNOWLEDGE

	AK0101
	Techniques for tracking and interpreting economic indicators and trends.

	AK0102
	Methods for assessing changes in client circumstances and their financial impact.

	AK0103
	Frameworks for prioritising interventions based on urgency and significance.

	AK0104
	Risk mitigation strategies for client financial plans.

	AK0105
	Professional standards for documenting and reporting financial analyses.



 (e) Internal Assessment Criteria (IAC) 
	IAC CODE
	IAC DESCRIPTION

	IAC0101
	Economic and client-specific data are monitored regularly and analysed accurately.

	IAC0102
	Changes in client circumstances are assessed and linked to financial implications.

	IAC0103
	Clients requiring immediate intervention are identified and prioritised effectively.

	IAC0104
	Structured and feasible response strategies are developed for identified issues.

	IAC0105
	Findings and proposed actions are documented and reported professionally.




	PM-02-PS02 ADAPTIVE FINANCIAL PLANNING AND IMPLEMENTATION

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE

	Learners must have access to client profiles, financial product catalogues, portfolio management tools, and real-world case studies simulating changing financial scenarios.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0201
	Recommend appropriate financial interventions (e.g., portfolio rebalancing, insurance adjustments) based on evolving client needs and external conditions.

	PA0202
	Design adaptive strategies to align financial plans with changes in the economic or personal landscape.

	PA0203
	Perform cost-benefit analyses for recommended adjustments to ensure optimal client outcomes.

	PA0204
	Implement prioritised interventions, ensuring compliance with financial regulations and alignment with client goals.

	PA0205
	Communicate adaptive strategies and recommendations effectively, addressing client concerns and providing rationale for decisions.



(d) Applied Knowledge that underpins the Practical Skill
	APPLIED KNOWLDEGE CODE
	APPLIED KNOWLEDGE

	AK0201
	Understanding financial products and their adaptability to client needs.

	AK0202
	Analytical techniques for creating personalised, flexible financial solutions.

	AK0203
	Cost-benefit analysis methods for evaluating financial interventions.

	AK0204
	Implementation processes for financial plan adjustments.

	AK0205
	Communication strategies for presenting complex financial recommendations.



 (e) Internal Assessment Criteria (IAC) 
	IAC CODE
	IAC DESCRIPTION

	IAC0201
	Recommended financial interventions address client-specific and market-driven changes effectively.

	IAC0202
	Adaptive strategies are designed to ensure alignment with evolving circumstances and financial goals.

	IAC0203
	Cost-benefit analyses are thorough and support informed decision-making.

	IAC0204
	Interventions are implemented in compliance with regulations and client objectives.

	IAC0205
	Recommendations are communicated clearly, ensuring client understanding and confidence.



3.2.2. Criteria for accreditation 
Add additional line spaces as required. Requirements, against which Skills Development Providers (SDP) and Assessment Centres, will be accredited, as listed below. 
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	To ensure compliance and readiness for delivering an Advanced Occupational Certificate for Financial Services Advisor in a blended training environment, a training provider must have tools and equipment across the following critical categories:
IT Infrastructure and Digital Tools
· Learning Management System (LMS): For hosting online content, tracking learner progress, and conducting assessments.
· Video Conferencing Software: Platforms like Zoom, Microsoft Teams, or Google Meet for virtual sessions.
· Computers and Laptops: For learners and facilitators, equipped with necessary software.
· High-Speed Internet Connectivity: Reliable bandwidth to support virtual learning and assessments.
· Cybersecurity Tools: Firewalls, antivirus software, and secure data storage for learner information.
Physical Training Facilities
· Classroom and Training Spaces: Comfortable, well-lit, and equipped with seating and workstations.
· Projectors and Whiteboards: For in-person instruction and presentations.
· Audio-Visual Equipment: Microphones, speakers, and recording devices for hybrid sessions.
· Library/Resource Centre: Access to textbooks, reference materials, and case studies.
Financial Software and Tools
· Financial Planning Software: Tools like XPLAN, Morningstar, or locally available platforms.
· Accounting Software: Basic accounting tools for practical learning (e.g., QuickBooks, Sage).
· Risk Management Tools: Software for simulating risk analysis and financial modelling.
· Customer Relationship Management (CRM) Tools: For practice in managing client portfolios.
Assessment and Evaluation Tools
· Online Assessment Platforms: Tools for formative and summative assessments.
· Simulation Tools: Virtual labs or simulations for financial planning and advisory exercises.
· Proctoring Software: For secure, remote invigilation of exams.
Compliance and Regulatory Tools
· FAIS Compliance Tools: Access to regulatory databases and tools for compliance tracking.
· Policy Documentation Software: Tools for creating and managing financial and insurance policies.
Communication and Collaboration Tools
· Email and Messaging Platforms: For communication between learners and facilitators (e.g., Outlook, Slack).
· File Sharing and Cloud Storage: Platforms like Google Drive or OneDrive for sharing learning materials.
Discussion Forums: For learner interaction and peer learning.

	CONSUMABLES 
	IT and Digital Consumables
· Data and Internet Bundles: Sufficient data packages for learners who may need to access online resources remotely.
· Printer Ink and Toner: For printing learning materials, assessment documents, and administrative forms.
· USB Flash Drives: For distributing digital learning materials and storing learner portfolios.
· Batteries and Chargers: For wireless devices, remote controls, and other equipment.
· Software Licenses: Annual or monthly subscriptions for financial software, LMS, and productivity tools.

Stationery and Documentation Supplies
· Notepads and Writing Pads: For learners to take notes during in-person sessions.
· Pens, Pencils, and Markers: Essential for note-taking, diagrams, and highlighting key concepts.
· Flipchart Paper and Markers: For facilitator-led activities and brainstorming sessions.
· Folders and Files: For organising learner portfolios and assessment records.
· Staplers, Punches, and Paper Clips: For compiling printed learning materials and handouts.
· Laminating Sheets: For creating durable learning aids or signage.

Financial and Learning Aids
· Case Studies and Workbooks: Printed or digital copies of case studies relevant to financial planning and services.
· Regulatory Documents: Hard copies of relevant legislation and compliance guides (e.g., FAIS Act, Insurance Acts).
· Financial Forms and Templates: Templates for financial statements, budget planning, and client assessments.
· Simulated Client Data: Consumable data sets for learners to practice financial analysis and client advisory tasks.

Hygiene and Safety Supplies
· Hand Sanitizers and Wipes: To maintain hygiene in shared spaces.
· Disposable Masks: For compliance with health regulations during in-person sessions.
· Cleaning Supplies: For maintaining cleanliness in training spaces.

Assessment Consumables
· Examination Booklets: For written assessments.
· Answer Sheets and Scantrons: For multiple-choice or objective-type assessments.
· Certificates and Printing Materials: For issuing completion certificates to learners.
· Seals and Envelopes: For secure handling of assessment results and certificates.

Refreshments (Optional but Beneficial)
· Bottled Water: For learners during long training sessions.
Tea, Coffee, and Snacks: For breaks in blended learning workshops.



	ASSESSMENT CENTRE

	EQUIPMENT & TOOLS  
	As described in the Qualification Assessment Specification (QAS)

	CONSUMABLES
	As described in the Qualification Assessment Specification (QAS)



Human Resource Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	QUALIFICATIONS & EXPERIENCE 
	QUALIFICATION: Facilitators of learning must, at minimum, be in possession of a recognised and valid NQF Level 7 Qualification within the Financial Services Discipline.
EXPERIENCE: Facilitators of Learning must have a minimum of five years work experience within a client facing role in the financial services industry. At least two of those five years should be at a supervisory/management level.

	FACILITATOR/LEARNER RATIO  
	CONTACT SESSIONS: 1:25
DISTANCE LEARNING: 1:50



Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	
	Registration and Legal Compliance Requirements
· Business Registration: Must be a legally registered entity with the Companies and Intellectual Property Commission (CIPC).
· Tax Compliance: A valid tax clearance certificate from the South African Revenue Service (SARS).
· B-BBEE Compliance: Adherence to Broad-Based Black Economic Empowerment (B-BBEE) requirements relevant to the sector.

Sector-Specific Regulatory Requirements
· FAIS Act (Financial Advisory and Intermediary Services Act, 2002): Compliance with FAIS requirements for training providers offering financial services training. This includes registration with the Financial Sector Conduct Authority (FSCA) if the training involves financial advice.
· FSCA Approval: Certain programmes may require approval by the FSCA, especially those involving financial advice and intermediary services.
· Anti-Money Laundering Compliance: Adherence to Financial Intelligence Centre Act (FICA) regulations.

QCTO Accreditation Requirements
· Occupational Qualification Compliance: The training program must align with an occupational qualification registered with the QCTO.
· Quality Management System (QMS): A documented QMS must be in place, covering policies, procedures, and processes for maintaining quality training delivery.
· Facilities and Resources: The provider must demonstrate access to adequate physical and digital resources to deliver the qualification.
· Assessment and Moderation Policies: Clearly defined policies for conducting assessments and internal moderation, aligned with QCTO guidelines.
· Workplace Learning Agreements: Partnerships with workplaces to facilitate practical training components (where applicable).

Health and Safety Compliance
· Occupational Health and Safety Act (OHSA): Compliance with occupational health and safety regulations to ensure a safe training environment.
· COVID-19 Safety Regulations: Adherence to any ongoing COVID-19 health and safety protocols, as applicable.

Labour Law Compliance
· Basic Conditions of Employment Act: Compliance with employment laws related to staff involved in training delivery.
· Skills Development Levies Act: Registration with relevant SETAs (Sector Education and Training Authorities) for skills development levies.

Financial Requirements
· Audited Financial Statements: Submission of audited financials to demonstrate financial viability.
Insurance Coverage: Professional indemnity insurance and public liability insurance.



	ASSESSMENT CENTRE

	
	As described in the Qualification Assessment Specification (QAS)



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 
	None



	ASSESSMENT CENTRE

	
	As described in the Qualification Assessment Specification (QAS)



3.2.3 Exemptions
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics. The following are some examples of learning or work experience that could serve as a basis for exemption for this specific practical skills module:


Practical Module (PM) - 03
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-002-01-PM-03
	Implementation of Specialised Financial Solutions
	6
	10
	BLENDED



(a) Purpose of the Practical Skills Module:
This practical skills module focuses on developing learners' ability to assess and implement specialised financial solutions that meet the evolving needs of clients. It emphasises the importance of tailoring financial strategies to address unique client circumstances while identifying opportunities to cross-sell complementary products and services. Learners acquire the skills to evaluate clients' unique financial needs and recommend appropriate solutions such as trusts, offshore investments, or retirement products and develop the ability to integrate specialised products into existing financial plans and identify opportunities to offer additional solutions that complement the client's overall financial strategy.

(b) List of Practical Skill Activities:
	PRACTICAL SKILL CODE
	ACTIVITY TITLE

	PM-03-PS01
	Assessment and Integration of Specialised Financial Solutions

	PM-03-PS02
	Cross-Selling and Performance Monitoring of Specialised Financial Solutions



(c) Scope of each Practical Skill Activity: 
	PM-03-PS01 ADAPTIVE FINANCIAL NEEDS ANALYSIS

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	Learners must be provided with access to client profiles, financial statements, specialised product catalogues (e.g., trusts, offshore investments, retirement products), and relevant decision-support tools.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0101
	Conduct a detailed needs assessment to identify clients' requirements for specialised financial solutions (e.g., estate planning, tax optimisation, or retirement planning).

	PA0102
	Research and analyse the features, benefits, and risks of specialised financial products to determine their suitability for client needs.

	PA0103
	Recommend tailored financial solutions that address client-specific goals and circumstances.

	PA0104
	Integrate the selected specialised solutions into existing financial plans while ensuring alignment with overall objectives.

	PA0105
	Document the recommendations and rationale for integrating specialised products into the client’s financial plan.



(d) Applied Knowledge that underpins the Practical Skill
	APPLIED KNOWLDEGE CODE
	APPLIED KNOWLEDGE

	AK0101
	Principles of specialised financial solutions, including their structure, benefits, and risks.

	AK0102
	Methods for conducting comprehensive financial needs assessments.

	AK0103
	Best practices for aligning specialised solutions with client goals and existing financial plans.

	AK0104
	Regulatory compliance requirements for implementing advanced financial products.

	AK0105
	Professional standards for documenting financial recommendations.



 (e) Internal Assessment Criteria (IAC) 
	IAC CODE
	IAC DESCRIPTION

	IAC0101
	Client needs are accurately assessed and documented based on available data.

	IAC0102
	Specialised financial products are evaluated and selected appropriately for the client’s objectives.

	IAC0103
	Recommendations are tailored to the client’s specific circumstances and integrated seamlessly into their financial plan.

	IAC0104
	Documentation of recommendations and integration is thorough, clear, and compliant with regulatory standards.

	IAC0105
	Client needs are accurately assessed and documented based on available data.




	PM-03-PS02 CROSS-SELLING AND PERFORMANCE MONITORING OF SPECIALISED FINANCIAL SOLUTIONS

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE

	Learners must have access to financial planning tools, client financial data, and product knowledge databases, as well as performance tracking software.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0201
	Identify cross-selling opportunities by analysing the client’s financial profile, goals, and existing portfolio.

	PA0202
	Recommend additional financial products or services that complement the client’s current financial solutions.

	PA0203
	Implement the selected products or services into the financial plan in a manner that adds value to the client.

	PA0204
	Monitor the performance and suitability of specialised financial solutions over time, adjusting as needed to ensure continued alignment with the client’s needs.

	PA0205
	Communicate performance updates and recommendations to the client, addressing any questions or concerns.



(d) Applied Knowledge that underpins the Practical Skill
	APPLIED KNOWLDEGE CODE
	APPLIED KNOWLEDGE

	AK0201
	Techniques for identifying cross-selling opportunities based on client needs and preferences.

	AK0202
	Understanding of how various financial products interact and complement one another.

	AK0203
	Strategies for implementing cross-sold products to optimise client value.

	AK0204
	Methods for tracking and evaluating the performance of specialised financial solutions.

	AK0205
	Effective client communication for discussing performance, adjustments, and recommendations.



 (e) Internal Assessment Criteria (IAC) 
	IAC CODE
	IAC DESCRIPTION

	IAC0201
	Cross-selling opportunities are identified and aligned with the client’s financial needs and goals.

	IAC0202
	Recommendations for additional products or services are well-researched and provide measurable value to the client.

	IAC0203
	Implementation of additional products or services is seamless and compliant with client objectives.

	IAC0204
	Performance of specialised financial solutions is monitored systematically, and adjustments are made as needed.

	IAC0205
	Clear and professional communication is maintained with the client regarding solution performance and recommendations.



3.2.2. Criteria for accreditation 
Add additional line spaces as required. Requirements, against which Skills Development Providers (SDP) and Assessment Centres, will be accredited, as listed below. 
Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	To ensure compliance and readiness for delivering an Advanced Occupational Certificate for Financial Services Advisor in a blended training environment, a training provider must have tools and equipment across the following critical categories:
IT Infrastructure and Digital Tools
· Learning Management System (LMS): For hosting online content, tracking learner progress, and conducting assessments.
· Video Conferencing Software: Platforms like Zoom, Microsoft Teams, or Google Meet for virtual sessions.
· Computers and Laptops: For learners and facilitators, equipped with necessary software.
· High-Speed Internet Connectivity: Reliable bandwidth to support virtual learning and assessments.
· Cybersecurity Tools: Firewalls, antivirus software, and secure data storage for learner information.
Physical Training Facilities
· Classroom and Training Spaces: Comfortable, well-lit, and equipped with seating and workstations.
· Projectors and Whiteboards: For in-person instruction and presentations.
· Audio-Visual Equipment: Microphones, speakers, and recording devices for hybrid sessions.
· Library/Resource Centre: Access to textbooks, reference materials, and case studies.
Financial Software and Tools
· Financial Planning Software: Tools like XPLAN, Morningstar, or locally available platforms.
· Accounting Software: Basic accounting tools for practical learning (e.g., QuickBooks, Sage).
· Risk Management Tools: Software for simulating risk analysis and financial modelling.
· Customer Relationship Management (CRM) Tools: For practice in managing client portfolios.
Assessment and Evaluation Tools
· Online Assessment Platforms: Tools for formative and summative assessments.
· Simulation Tools: Virtual labs or simulations for financial planning and advisory exercises.
· Proctoring Software: For secure, remote invigilation of exams.
Compliance and Regulatory Tools
· FAIS Compliance Tools: Access to regulatory databases and tools for compliance tracking.
· Policy Documentation Software: Tools for creating and managing financial and insurance policies.
Communication and Collaboration Tools
· Email and Messaging Platforms: For communication between learners and facilitators (e.g., Outlook, Slack).
· File Sharing and Cloud Storage: Platforms like Google Drive or OneDrive for sharing learning materials.
Discussion Forums: For learner interaction and peer learning.

	CONSUMABLES 
	IT and Digital Consumables
· Data and Internet Bundles: Sufficient data packages for learners who may need to access online resources remotely.
· Printer Ink and Toner: For printing learning materials, assessment documents, and administrative forms.
· USB Flash Drives: For distributing digital learning materials and storing learner portfolios.
· Batteries and Chargers: For wireless devices, remote controls, and other equipment.
· Software Licenses: Annual or monthly subscriptions for financial software, LMS, and productivity tools.

Stationery and Documentation Supplies
· Notepads and Writing Pads: For learners to take notes during in-person sessions.
· Pens, Pencils, and Markers: Essential for note-taking, diagrams, and highlighting key concepts.
· Flipchart Paper and Markers: For facilitator-led activities and brainstorming sessions.
· Folders and Files: For organising learner portfolios and assessment records.
· Staplers, Punches, and Paper Clips: For compiling printed learning materials and handouts.
· Laminating Sheets: For creating durable learning aids or signage.

Financial and Learning Aids
· Case Studies and Workbooks: Printed or digital copies of case studies relevant to financial planning and services.
· Regulatory Documents: Hard copies of relevant legislation and compliance guides (e.g., FAIS Act, Insurance Acts).
· Financial Forms and Templates: Templates for financial statements, budget planning, and client assessments.
· Simulated Client Data: Consumable data sets for learners to practice financial analysis and client advisory tasks.

Hygiene and Safety Supplies
· Hand Sanitizers and Wipes: To maintain hygiene in shared spaces.
· Disposable Masks: For compliance with health regulations during in-person sessions.
· Cleaning Supplies: For maintaining cleanliness in training spaces.

Assessment Consumables
· Examination Booklets: For written assessments.
· Answer Sheets and Scantrons: For multiple-choice or objective-type assessments.
· Certificates and Printing Materials: For issuing completion certificates to learners.
· Seals and Envelopes: For secure handling of assessment results and certificates.

Refreshments (Optional but Beneficial)
· Bottled Water: For learners during long training sessions.
Tea, Coffee, and Snacks: For breaks in blended learning workshops.



	ASSESSMENT CENTRE

	EQUIPMENT & TOOLS  
	As described in the Qualification Assessment Specification (QAS)

	CONSUMABLES
	As described in the Qualification Assessment Specification (QAS)



Human Resource Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	QUALIFICATIONS & EXPERIENCE 
	QUALIFICATION: Facilitators of learning must, at minimum, be in possession of a recognised and valid NQF Level 7 Qualification within the Financial Services Discipline.
EXPERIENCE: Facilitators of Learning must have a minimum of five years work experience within a client facing role in the financial services industry. At least two of those five years should be at a supervisory/management level.

	FACILITATOR/LEARNER RATIO  
	CONTACT SESSIONS: 1:25
DISTANCE LEARNING: 1:50



Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	
	Registration and Legal Compliance Requirements
· Business Registration: Must be a legally registered entity with the Companies and Intellectual Property Commission (CIPC).
· Tax Compliance: A valid tax clearance certificate from the South African Revenue Service (SARS).
· B-BBEE Compliance: Adherence to Broad-Based Black Economic Empowerment (B-BBEE) requirements relevant to the sector.

Sector-Specific Regulatory Requirements
· FAIS Act (Financial Advisory and Intermediary Services Act, 2002): Compliance with FAIS requirements for training providers offering financial services training. This includes registration with the Financial Sector Conduct Authority (FSCA) if the training involves financial advice.
· FSCA Approval: Certain programmes may require approval by the FSCA, especially those involving financial advice and intermediary services.
· Anti-Money Laundering Compliance: Adherence to Financial Intelligence Centre Act (FICA) regulations.

QCTO Accreditation Requirements
· Occupational Qualification Compliance: The training program must align with an occupational qualification registered with the QCTO.
· Quality Management System (QMS): A documented QMS must be in place, covering policies, procedures, and processes for maintaining quality training delivery.
· Facilities and Resources: The provider must demonstrate access to adequate physical and digital resources to deliver the qualification.
· Assessment and Moderation Policies: Clearly defined policies for conducting assessments and internal moderation, aligned with QCTO guidelines.
· Workplace Learning Agreements: Partnerships with workplaces to facilitate practical training components (where applicable).

Health and Safety Compliance
· Occupational Health and Safety Act (OHSA): Compliance with occupational health and safety regulations to ensure a safe training environment.
· COVID-19 Safety Regulations: Adherence to any ongoing COVID-19 health and safety protocols, as applicable.

Labour Law Compliance
· Basic Conditions of Employment Act: Compliance with employment laws related to staff involved in training delivery.
· Skills Development Levies Act: Registration with relevant SETAs (Sector Education and Training Authorities) for skills development levies.

Financial Requirements
· Audited Financial Statements: Submission of audited financials to demonstrate financial viability.
Insurance Coverage: Professional indemnity insurance and public liability insurance.



	ASSESSMENT CENTRE

	
	As described in the Qualification Assessment Specification (QAS)



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 
	None



	ASSESSMENT CENTRE

	
	As described in the Qualification Assessment Specification (QAS)



3.2.3 Exemptions
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics. The following are some examples of learning or work experience that could serve as a basis for exemption for this specific practical skills module:


Practical Module (PM) - 04
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-002-01-PM04
	Client Relationship Management & Trust Building
	6
	10
	BLENDED



(a) Purpose of the Practical Skills Module:
This practical skills module focuses on equipping learners with the essential capabilities to build, nurture, and sustain strong client relationships while fostering trust and loyalty. It highlights the importance of transparent communication, professionalism, and responsiveness in maintaining long-term client engagement and satisfaction. Learners develop the skills to establish rapport, manage client expectations, and tailor communication strategies to meet diverse client needs, ensuring trust and loyalty over time. Learners also gain expertise in resolving client concerns effectively and professionally, while using feedback mechanisms to improve service delivery and deepen trust.

(b) List of Practical Skill Activities:
	PRACTICAL SKILL CODE
	ACTIVITY TITLE

	PM-04-PS01
	Building and Maintaining Client Relationships

	PM-04-PS02
	Conflict Resolution and Client Feedback



(c) Scope of each Practical Skill Activity: 
	PM-04-PS01	BUILDING AND MAINTAINING CLIENT RELATIONSHIPS

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	Learners must be provided with client portfolios, interaction history, communication guidelines, and scenarios for managing client interactions.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0101
	Establish trust and rapport with new clients using effective communication techniques and professional etiquette.

	PA0102
	Conduct regular follow-ups with existing clients to discuss portfolio performance and financial goals.

	PA0103
	Manage client expectations by providing clear, transparent updates and explanations regarding financial plans.

	PA0104
	Tailor communication styles and approaches to suit the preferences, personality, and needs of individual clients.

	PA0105
	Exhibit consistent professionalism in all client interactions, including punctuality, confidentiality, and ethical conduct.



(d) Applied Knowledge that underpins the Practical Skill
	APPLIED KNOWLDEGE CODE
	APPLIED KNOWLEDGE

	AK0101
	Best practices for effective client communication and trust-building.

	AK0102
	Techniques for setting and managing realistic client expectations.

	AK0103
	Understanding of different communication styles and how to adapt to various client needs.

	AK0104
	Professional standards for maintaining confidentiality and ethical behaviour.

	AK0105
	Strategies for maintaining long-term client engagement and satisfaction.



 (e) Internal Assessment Criteria (IAC) 
	IAC CODE
	IAC DESCRIPTION

	IAC0101
	Trust and rapport with new clients are established using appropriate techniques.

	IAC0102
	Existing clients are engaged regularly with follow-ups on portfolio progress and adjustments.

	IAC0103
	Client expectations are managed through clear, transparent, and consistent communication.

	IAC0104
	Communication is tailored effectively to meet client preferences and requirements.

	IAC0105
	Professional conduct is demonstrated consistently in all client interactions



	PM-04-PS02	CONFLICT RESOLUTION AND CLIENT FEEDBACK

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE

	Learners must have access to case studies of dissatisfied clients, simulated conflict scenarios, and a feedback mechanism for client engagement.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0201
	Actively listen to client concerns and identify the root causes of dissatisfaction.

	PA0202
	Employ effective problem-solving strategies to resolve complaints and conflicts in a timely manner.

	PA0203
	Recommend and implement solutions that address client concerns and improve satisfaction.

	PA0204
	Document the resolution process, including steps taken, outcomes achieved, and client responses.

	PA0205
	Solicit and incorporate feedback from clients to improve service delivery and relationship management strategies.



(d) Applied Knowledge that underpins the Practical Skill
	APPLIED KNOWLDEGE CODE
	APPLIED KNOWLEDGE

	AK0201
	Principles of active listening and conflict resolution in client interactions.

	AK0202
	Problem-solving techniques to address client dissatisfaction and complaints effectively.

	AK0203
	Strategies for proposing solutions that align with client needs and business objectives.

	AK0204
	Best practices for documenting resolution processes and outcomes professionally.

	AK0205
	Methods for collecting and using client feedback to enhance service quality.



 (e) Internal Assessment Criteria (IAC) 
	IAC CODE
	IAC DESCRIPTION

	IAC0201
	Client concerns are identified through active listening, and dissatisfaction sources are accurately determined.

	IAC0202
	Complaints are resolved using appropriate strategies and techniques, leading to client satisfaction.

	IAC0203
	Solutions are tailored to client needs and implemented effectively.

	IAC0204
	The resolution process is documented comprehensively and accurately.

	IAC0205
	Client feedback is actively solicited and used to enhance service delivery and trust-building practices.



3.2.2. Criteria for accreditation 
Add additional line spaces as required. Requirements, against which Skills Development Providers (SDP) and Assessment Centres, will be accredited, as listed below. 
Physical Requirements:

	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	To ensure compliance and readiness for delivering an Advanced Occupational Certificate for Financial Services Advisor in a blended training environment, a training provider must have tools and equipment across the following critical categories:
IT Infrastructure and Digital Tools
· Learning Management System (LMS): For hosting online content, tracking learner progress, and conducting assessments.
· Video Conferencing Software: Platforms like Zoom, Microsoft Teams, or Google Meet for virtual sessions.
· Computers and Laptops: For learners and facilitators, equipped with necessary software.
· High-Speed Internet Connectivity: Reliable bandwidth to support virtual learning and assessments.
· Cybersecurity Tools: Firewalls, antivirus software, and secure data storage for learner information.
Physical Training Facilities
· Classroom and Training Spaces: Comfortable, well-lit, and equipped with seating and workstations.
· Projectors and Whiteboards: For in-person instruction and presentations.
· Audio-Visual Equipment: Microphones, speakers, and recording devices for hybrid sessions.
· Library/Resource Centre: Access to textbooks, reference materials, and case studies.
Financial Software and Tools
· Financial Planning Software: Tools like XPLAN, Morningstar, or locally available platforms.
· Accounting Software: Basic accounting tools for practical learning (e.g., QuickBooks, Sage).
· Risk Management Tools: Software for simulating risk analysis and financial modelling.
· Customer Relationship Management (CRM) Tools: For practice in managing client portfolios.
Assessment and Evaluation Tools
· Online Assessment Platforms: Tools for formative and summative assessments.
· Simulation Tools: Virtual labs or simulations for financial planning and advisory exercises.
· Proctoring Software: For secure, remote invigilation of exams.
Compliance and Regulatory Tools
· FAIS Compliance Tools: Access to regulatory databases and tools for compliance tracking.
· Policy Documentation Software: Tools for creating and managing financial and insurance policies.
Communication and Collaboration Tools
· Email and Messaging Platforms: For communication between learners and facilitators (e.g., Outlook, Slack).
· File Sharing and Cloud Storage: Platforms like Google Drive or OneDrive for sharing learning materials.
Discussion Forums: For learner interaction and peer learning.

	CONSUMABLES 
	IT and Digital Consumables
· Data and Internet Bundles: Sufficient data packages for learners who may need to access online resources remotely.
· Printer Ink and Toner: For printing learning materials, assessment documents, and administrative forms.
· USB Flash Drives: For distributing digital learning materials and storing learner portfolios.
· Batteries and Chargers: For wireless devices, remote controls, and other equipment.
· Software Licenses: Annual or monthly subscriptions for financial software, LMS, and productivity tools.

Stationery and Documentation Supplies
· Notepads and Writing Pads: For learners to take notes during in-person sessions.
· Pens, Pencils, and Markers: Essential for note-taking, diagrams, and highlighting key concepts.
· Flipchart Paper and Markers: For facilitator-led activities and brainstorming sessions.
· Folders and Files: For organising learner portfolios and assessment records.
· Staplers, Punches, and Paper Clips: For compiling printed learning materials and handouts.
· Laminating Sheets: For creating durable learning aids or signage.

Financial and Learning Aids
· Case Studies and Workbooks: Printed or digital copies of case studies relevant to financial planning and services.
· Regulatory Documents: Hard copies of relevant legislation and compliance guides (e.g., FAIS Act, Insurance Acts).
· Financial Forms and Templates: Templates for financial statements, budget planning, and client assessments.
· Simulated Client Data: Consumable data sets for learners to practice financial analysis and client advisory tasks.

Hygiene and Safety Supplies
· Hand Sanitizers and Wipes: To maintain hygiene in shared spaces.
· Disposable Masks: For compliance with health regulations during in-person sessions.
· Cleaning Supplies: For maintaining cleanliness in training spaces.

Assessment Consumables
· Examination Booklets: For written assessments.
· Answer Sheets and Scantrons: For multiple-choice or objective-type assessments.
· Certificates and Printing Materials: For issuing completion certificates to learners.
· Seals and Envelopes: For secure handling of assessment results and certificates.

Refreshments (Optional but Beneficial)
· Bottled Water: For learners during long training sessions.
Tea, Coffee, and Snacks: For breaks in blended learning workshops.



	ASSESSMENT CENTRE

	EQUIPMENT & TOOLS  
	As described in the Qualification Assessment Specification (QAS)

	CONSUMABLES
	As described in the Qualification Assessment Specification (QAS)



Human Resource Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	QUALIFICATIONS & EXPERIENCE 
	QUALIFICATION: Facilitators of learning must, at minimum, be in possession of a recognised and valid NQF Level 7 Qualification within the Financial Services Discipline.
EXPERIENCE: Facilitators of Learning must have a minimum of five years work experience within a client facing role in the financial services industry. At least two of those five years should be at a supervisory/management level.

	FACILITATOR/LEARNER RATIO  
	CONTACT SESSIONS: 1:25
DISTANCE LEARNING: 1:50



Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	
	Registration and Legal Compliance Requirements
· Business Registration: Must be a legally registered entity with the Companies and Intellectual Property Commission (CIPC).
· Tax Compliance: A valid tax clearance certificate from the South African Revenue Service (SARS).
· B-BBEE Compliance: Adherence to Broad-Based Black Economic Empowerment (B-BBEE) requirements relevant to the sector.

Sector-Specific Regulatory Requirements
· FAIS Act (Financial Advisory and Intermediary Services Act, 2002): Compliance with FAIS requirements for training providers offering financial services training. This includes registration with the Financial Sector Conduct Authority (FSCA) if the training involves financial advice.
· FSCA Approval: Certain programmes may require approval by the FSCA, especially those involving financial advice and intermediary services.
· Anti-Money Laundering Compliance: Adherence to Financial Intelligence Centre Act (FICA) regulations.

QCTO Accreditation Requirements
· Occupational Qualification Compliance: The training program must align with an occupational qualification registered with the QCTO.
· Quality Management System (QMS): A documented QMS must be in place, covering policies, procedures, and processes for maintaining quality training delivery.
· Facilities and Resources: The provider must demonstrate access to adequate physical and digital resources to deliver the qualification.
· Assessment and Moderation Policies: Clearly defined policies for conducting assessments and internal moderation, aligned with QCTO guidelines.
· Workplace Learning Agreements: Partnerships with workplaces to facilitate practical training components (where applicable).

Health and Safety Compliance
· Occupational Health and Safety Act (OHSA): Compliance with occupational health and safety regulations to ensure a safe training environment.
· COVID-19 Safety Regulations: Adherence to any ongoing COVID-19 health and safety protocols, as applicable.

Labour Law Compliance
· Basic Conditions of Employment Act: Compliance with employment laws related to staff involved in training delivery.
· Skills Development Levies Act: Registration with relevant SETAs (Sector Education and Training Authorities) for skills development levies.

Financial Requirements
· Audited Financial Statements: Submission of audited financials to demonstrate financial viability.
Insurance Coverage: Professional indemnity insurance and public liability insurance.



	ASSESSMENT CENTRE

	
	As described in the Qualification Assessment Specification (QAS)



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 
	None



	ASSESSMENT CENTRE

	
	As described in the Qualification Assessment Specification (QAS)



3.2.3 Exemptions
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics. The following are some examples of learning or work experience that could serve as a basis for exemption for this specific practical skills module:





Practical Module (PM) - 05
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-002-01-PM05
	Ethical Conduct in Client Engagement & Advisory Practice
	6
	5
	BLENDED



(a) Purpose of the Practical Skills Module:
This practical skills module is designed to ensure that learners uphold the highest standards of ethical behaviour in all aspects of financial advisory practice. It emphasises the importance of adhering to regulatory requirements, making ethical decisions, and maintaining transparency to build trust and credibility with clients. Learners gain the ability to navigate complex regulatory frameworks, ensuring all financial advice and services comply with legal standards while safeguarding client interests and learners develop the capacity to evaluate the ethical implications of financial decisions, resolve conflicts of interest, and apply professional codes of conduct to every client interaction.
(b) List of Practical Skill Activities:
	PRACTICAL SKILL CODE
	ACTIVITY TITLE

	PM-05-PS01
	Adherence to Financial Regulations

	PM-05-PS02
	Ethical Decision-Making



(c) Scope of each Practical Skill Activity: 
	PM-05-PS01	ADHERENCE TO FINANCIAL REGULATIONS

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	Learners must have access to relevant regulatory frameworks, compliance checklists, industry codes of conduct, and client-related documentation.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0101
	Identify and interpret the regulatory requirements governing financial advisory practices.

	PA0102
	Assess and ensure that client financial plans comply with applicable legal standards and industry codes.

	PA0103
	Conduct periodic audits of financial products and services to verify compliance with regulatory frameworks.

	PA0104
	Provide accurate advice to clients regarding legal and regulatory aspects of their financial plans.

	PA0105
	Maintain detailed records and documentation in accordance with compliance and regulatory guidelines.



(d) Applied Knowledge that underpins the Practical Skill
	APPLIED KNOWLDEGE CODE
	APPLIED KNOWLEDGE

	AK0101
	Knowledge of local, national, and international financial regulations affecting advisory practices.

	AK0102
	Procedures for conducting audits and ensuring regulatory compliance.

	AK0103
	Legal implications of financial advice and non-compliance.

	AK0104
	Best practices for maintaining records and documentation.

	AK0105
	Client communication strategies related to regulatory requirements.



 (e) Internal Assessment Criteria (IAC) 
	IAC CODE
	IAC DESCRIPTION

	IAC0101
	Regulatory requirements are correctly identified and integrated into financial advisory practices.

	IAC0102
	Client financial plans adhere to all relevant legal and compliance standards.

	IAC0103
	Regular audits are conducted to ensure the compliance of financial products and services.

	IAC0104
	Clients are effectively advised on legal and regulatory matters pertaining to their financial plans.

	IAC0105
	Records and documentation meet compliance and regulatory requirements.




	PM-05-PS02	ETHICAL DECISION-MAKING

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE

	Learners must be provided with ethical scenarios, professional codes of conduct, real-world case studies, and tools for evaluating financial decisions.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0201
	Apply ethical principles and standards in financial advice and all client interactions.

	PA0202
	Identify and resolve conflicts of interest in alignment with professional codes of ethics.

	PA0203
	Ensure full transparency in all financial transactions and communications with clients.

	PA0204
	Assess the ethical implications of financial decisions and recommendations.

	PA0205
	Uphold integrity by conducting all financial practices ethically and professionally.



(d) Applied Knowledge that underpins the Practical Skill
	APPLIED KNOWLDEGE CODE
	APPLIED KNOWLEDGE

	AK0201
	Understanding of ethical principles in the financial services industry.

	AK0202
	Techniques for identifying and managing conflicts of interest.

	AK0203
	Strategies for ensuring transparency and trust in financial advisory practices.

	AK0204
	Ethical decision-making frameworks for evaluating financial recommendations.

	AK0205
	Practical applications of integrity and professionalism in financial services.



 (e) Internal Assessment Criteria (IAC) 
	IAC CODE
	IAC DESCRIPTION

	IAC0201
	Ethical standards are applied consistently across all financial advice and client interactions.

	IAC0202
	Conflicts of interest are identified and resolved according to ethical guidelines.

	IAC0203
	Transparency is demonstrated in financial transactions and communications with clients.

	IAC0204
	Ethical implications of financial decisions are evaluated, and corrective actions are taken when necessary.

	IAC0205
	Financial practices are conducted with a high degree of integrity, fostering client trust and long-term sustainability.



3.2.2. Criteria for accreditation 
Add additional line spaces as required. Requirements, against which Skills Development Providers (SDP) and Assessment Centres, will be accredited, as listed below. 
Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	To ensure compliance and readiness for delivering an Advanced Occupational Certificate for Financial Services Advisor in a blended training environment, a training provider must have tools and equipment across the following critical categories:
IT Infrastructure and Digital Tools
· Learning Management System (LMS): For hosting online content, tracking learner progress, and conducting assessments.
· Video Conferencing Software: Platforms like Zoom, Microsoft Teams, or Google Meet for virtual sessions.
· Computers and Laptops: For learners and facilitators, equipped with necessary software.
· High-Speed Internet Connectivity: Reliable bandwidth to support virtual learning and assessments.
· Cybersecurity Tools: Firewalls, antivirus software, and secure data storage for learner information.
Physical Training Facilities
· Classroom and Training Spaces: Comfortable, well-lit, and equipped with seating and workstations.
· Projectors and Whiteboards: For in-person instruction and presentations.
· Audio-Visual Equipment: Microphones, speakers, and recording devices for hybrid sessions.
· Library/Resource Centre: Access to textbooks, reference materials, and case studies.
Financial Software and Tools
· Financial Planning Software: Tools like XPLAN, Morningstar, or locally available platforms.
· Accounting Software: Basic accounting tools for practical learning (e.g., QuickBooks, Sage).
· Risk Management Tools: Software for simulating risk analysis and financial modelling.
· Customer Relationship Management (CRM) Tools: For practice in managing client portfolios.
Assessment and Evaluation Tools
· Online Assessment Platforms: Tools for formative and summative assessments.
· Simulation Tools: Virtual labs or simulations for financial planning and advisory exercises.
· Proctoring Software: For secure, remote invigilation of exams.
Compliance and Regulatory Tools
· FAIS Compliance Tools: Access to regulatory databases and tools for compliance tracking.
· Policy Documentation Software: Tools for creating and managing financial and insurance policies.
Communication and Collaboration Tools
· Email and Messaging Platforms: For communication between learners and facilitators (e.g., Outlook, Slack).
· File Sharing and Cloud Storage: Platforms like Google Drive or OneDrive for sharing learning materials.
Discussion Forums: For learner interaction and peer learning.

	CONSUMABLES 
	IT and Digital Consumables
· Data and Internet Bundles: Sufficient data packages for learners who may need to access online resources remotely.
· Printer Ink and Toner: For printing learning materials, assessment documents, and administrative forms.
· USB Flash Drives: For distributing digital learning materials and storing learner portfolios.
· Batteries and Chargers: For wireless devices, remote controls, and other equipment.
· Software Licenses: Annual or monthly subscriptions for financial software, LMS, and productivity tools.

Stationery and Documentation Supplies
· Notepads and Writing Pads: For learners to take notes during in-person sessions.
· Pens, Pencils, and Markers: Essential for note-taking, diagrams, and highlighting key concepts.
· Flipchart Paper and Markers: For facilitator-led activities and brainstorming sessions.
· Folders and Files: For organising learner portfolios and assessment records.
· Staplers, Punches, and Paper Clips: For compiling printed learning materials and handouts.
· Laminating Sheets: For creating durable learning aids or signage.

Financial and Learning Aids
· Case Studies and Workbooks: Printed or digital copies of case studies relevant to financial planning and services.
· Regulatory Documents: Hard copies of relevant legislation and compliance guides (e.g., FAIS Act, Insurance Acts).
· Financial Forms and Templates: Templates for financial statements, budget planning, and client assessments.
· Simulated Client Data: Consumable data sets for learners to practice financial analysis and client advisory tasks.

Hygiene and Safety Supplies
· Hand Sanitizers and Wipes: To maintain hygiene in shared spaces.
· Disposable Masks: For compliance with health regulations during in-person sessions.
· Cleaning Supplies: For maintaining cleanliness in training spaces.

Assessment Consumables
· Examination Booklets: For written assessments.
· Answer Sheets and Scantrons: For multiple-choice or objective-type assessments.
· Certificates and Printing Materials: For issuing completion certificates to learners.
· Seals and Envelopes: For secure handling of assessment results and certificates.

Refreshments (Optional but Beneficial)
· Bottled Water: For learners during long training sessions.
Tea, Coffee, and Snacks: For breaks in blended learning workshops.



	ASSESSMENT CENTRE

	EQUIPMENT & TOOLS  
	As described in the Qualification Assessment Specification (QAS)

	CONSUMABLES
	As described in the Qualification Assessment Specification (QAS)



Human Resource Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	QUALIFICATIONS & EXPERIENCE 
	QUALIFICATION: Facilitators of learning must, at minimum, be in possession of a recognised and valid NQF Level 7 Qualification within the Financial Services Discipline.
EXPERIENCE: Facilitators of Learning must have a minimum of five years work experience within a client facing role in the financial services industry. At least two of those five years should be at a supervisory/management level.

	FACILITATOR/LEARNER RATIO  
	CONTACT SESSIONS: 1:25
DISTANCE LEARNING: 1:50



Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	
	Registration and Legal Compliance Requirements
· Business Registration: Must be a legally registered entity with the Companies and Intellectual Property Commission (CIPC).
· Tax Compliance: A valid tax clearance certificate from the South African Revenue Service (SARS).
· B-BBEE Compliance: Adherence to Broad-Based Black Economic Empowerment (B-BBEE) requirements relevant to the sector.

Sector-Specific Regulatory Requirements
· FAIS Act (Financial Advisory and Intermediary Services Act, 2002): Compliance with FAIS requirements for training providers offering financial services training. This includes registration with the Financial Sector Conduct Authority (FSCA) if the training involves financial advice.
· FSCA Approval: Certain programmes may require approval by the FSCA, especially those involving financial advice and intermediary services.
· Anti-Money Laundering Compliance: Adherence to Financial Intelligence Centre Act (FICA) regulations.

QCTO Accreditation Requirements
· Occupational Qualification Compliance: The training program must align with an occupational qualification registered with the QCTO.
· Quality Management System (QMS): A documented QMS must be in place, covering policies, procedures, and processes for maintaining quality training delivery.
· Facilities and Resources: The provider must demonstrate access to adequate physical and digital resources to deliver the qualification.
· Assessment and Moderation Policies: Clearly defined policies for conducting assessments and internal moderation, aligned with QCTO guidelines.
· Workplace Learning Agreements: Partnerships with workplaces to facilitate practical training components (where applicable).

Health and Safety Compliance
· Occupational Health and Safety Act (OHSA): Compliance with occupational health and safety regulations to ensure a safe training environment.
· COVID-19 Safety Regulations: Adherence to any ongoing COVID-19 health and safety protocols, as applicable.

Labour Law Compliance
· Basic Conditions of Employment Act: Compliance with employment laws related to staff involved in training delivery.
· Skills Development Levies Act: Registration with relevant SETAs (Sector Education and Training Authorities) for skills development levies.

Financial Requirements
· Audited Financial Statements: Submission of audited financials to demonstrate financial viability.
Insurance Coverage: Professional indemnity insurance and public liability insurance.



	ASSESSMENT CENTRE

	
	As described in the Qualification Assessment Specification (QAS)



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 
	None



	ASSESSMENT CENTRE

	
	As described in the Qualification Assessment Specification (QAS)



3.2.3 Exemptions
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics. The following are some examples of learning or work experience that could serve as a basis for exemption for this specific practical skills module:


Practical Module (PM) - 06
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-002-01-PM06
	Decision-Making & Resource Allocation
	6
	5
	BLENDED



(a) Purpose of the Practical Skills Module:
This practical skills module equips learners with the competencies needed to make informed decisions and allocate resources effectively to ensure the seamless implementation of financial plans. By developing skills in coordinating with financial product providers and maintaining transparent communication with clients, learners will be prepared to handle complex scenarios and ensure successful plan execution.
(b) List of Practical Skill Activities:
	PRACTICAL SKILL CODE
	ACTIVITY TITLE

	PM-06-PS01
	Coordination with Financial Product Providers

	PM-06-PS02
	Client Communication and Plan Review



(c) Scope of each Practical Skill Activity: 
	PM-06-PS01	COORDINATION WITH FINANCIAL PRODUCT PROVIDERS

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	Learners must be provided with access to financial product provider information, service agreements, and client portfolios. Tools for tracking service delivery (e.g., CRM systems) must be available.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0101
	Identify and liaise with appropriate financial product providers to fulfil client plan requirements.

	PA0102
	Ensure service agreements and terms are adhered to during the implementation process.

	PA0103
	Monitor the delivery of financial products and services to ensure they align with agreed timelines and standards.

	PA0104
	Address issues or delays in the implementation process by coordinating with providers and resolving conflicts.

	PA0105
	Document all interactions with providers, including agreed solutions to implementation challenges.



(d) Applied Knowledge that underpins the Practical Skill
	APPLIED KNOWLDEGE CODE
	APPLIED KNOWLEDGE

	AK0101
	Knowledge of financial product and service provider operations.

	AK0102
	Techniques for effective coordination and conflict resolution with third-party providers.

	AK0103
	Understanding of service level agreements (SLAs) and contract terms.

	AK0104
	Strategies for tracking the progress of service delivery and implementation.

	AK0105
	Best practices for professional communication and documentation.



 (e) Internal Assessment Criteria (IAC) 
	IAC CODE
	IAC DESCRIPTION

	IAC0101
	Appropriate financial product providers are identified and engaged to meet client needs.

	IAC0102
	Service agreements are monitored, and any breaches or delays are promptly addressed.

	IAC0103
	Issues arising during implementation are resolved effectively and documented.

	IAC0104
	Delivery of financial products and services aligns with agreed client timelines and standards.

	IAC0105
	Communication with providers is professional and well-documented.




	PM-06-PS02	CLIENT COMMUNICATION AND PLAN REVIEW

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE

	Learners must be provided with client financial plans, implementation schedules, and tools for status tracking and reporting. They must have access to communication platforms for engaging with clients.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0201
	Provide clients with regular updates on the progress of their financial plan implementation.

	PA0202
	Explain the status of financial strategies in simple and understandable terms.

	PA0203
	Gather client feedback on the implementation process and address any concerns.

	PA0204
	Review implementation outcomes with clients and identify areas for improvement.

	PA0205
	Make adjustments to financial plans in collaboration with clients to meet desired outcomes.



(d) Applied Knowledge that underpins the Practical Skill
	APPLIED KNOWLDEGE CODE
	APPLIED KNOWLEDGE

	AK0201
	Effective client communication techniques, including active listening and clear reporting.

	AK0202
	Methods for explaining complex financial information in client-friendly language.

	AK0203
	Strategies for gathering and addressing client feedback.

	AK0204
	Tools for reviewing financial plan outcomes and identifying improvements.

	AK0205
	Collaborative decision-making methods for adjusting financial plans.



 (e) Internal Assessment Criteria (IAC) 
	IAC CODE
	IAC DESCRIPTION

	IAC0201
	Clients receive timely and accurate updates about the implementation of their financial plans.

	IAC0202
	Financial strategies and progress are communicated clearly and understandably.

	IAC0203
	Client feedback is actively sought and addressed promptly.

	IAC0204
	Implementation outcomes are reviewed thoroughly with clients, and areas for improvement are identified.

	IAC0205
	Adjustments to financial plans are made collaboratively with clients to meet their evolving needs.



3.2.2. Criteria for accreditation 
Add additional line spaces as required. Requirements, against which Skills Development Providers (SDP) and Assessment Centres, will be accredited, as listed below. 
Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	To ensure compliance and readiness for delivering an Advanced Occupational Certificate for Financial Services Advisor in a blended training environment, a training provider must have tools and equipment across the following critical categories:
IT Infrastructure and Digital Tools
· Learning Management System (LMS): For hosting online content, tracking learner progress, and conducting assessments.
· Video Conferencing Software: Platforms like Zoom, Microsoft Teams, or Google Meet for virtual sessions.
· Computers and Laptops: For learners and facilitators, equipped with necessary software.
· High-Speed Internet Connectivity: Reliable bandwidth to support virtual learning and assessments.
· Cybersecurity Tools: Firewalls, antivirus software, and secure data storage for learner information.
Physical Training Facilities
· Classroom and Training Spaces: Comfortable, well-lit, and equipped with seating and workstations.
· Projectors and Whiteboards: For in-person instruction and presentations.
· Audio-Visual Equipment: Microphones, speakers, and recording devices for hybrid sessions.
· Library/Resource Centre: Access to textbooks, reference materials, and case studies.
Financial Software and Tools
· Financial Planning Software: Tools like XPLAN, Morningstar, or locally available platforms.
· Accounting Software: Basic accounting tools for practical learning (e.g., QuickBooks, Sage).
· Risk Management Tools: Software for simulating risk analysis and financial modelling.
· Customer Relationship Management (CRM) Tools: For practice in managing client portfolios.
Assessment and Evaluation Tools
· Online Assessment Platforms: Tools for formative and summative assessments.
· Simulation Tools: Virtual labs or simulations for financial planning and advisory exercises.
· Proctoring Software: For secure, remote invigilation of exams.
Compliance and Regulatory Tools
· FAIS Compliance Tools: Access to regulatory databases and tools for compliance tracking.
· Policy Documentation Software: Tools for creating and managing financial and insurance policies.
Communication and Collaboration Tools
· Email and Messaging Platforms: For communication between learners and facilitators (e.g., Outlook, Slack).
· File Sharing and Cloud Storage: Platforms like Google Drive or OneDrive for sharing learning materials.
Discussion Forums: For learner interaction and peer learning.

	CONSUMABLES 
	IT and Digital Consumables
· Data and Internet Bundles: Sufficient data packages for learners who may need to access online resources remotely.
· Printer Ink and Toner: For printing learning materials, assessment documents, and administrative forms.
· USB Flash Drives: For distributing digital learning materials and storing learner portfolios.
· Batteries and Chargers: For wireless devices, remote controls, and other equipment.
· Software Licenses: Annual or monthly subscriptions for financial software, LMS, and productivity tools.

Stationery and Documentation Supplies
· Notepads and Writing Pads: For learners to take notes during in-person sessions.
· Pens, Pencils, and Markers: Essential for note-taking, diagrams, and highlighting key concepts.
· Flipchart Paper and Markers: For facilitator-led activities and brainstorming sessions.
· Folders and Files: For organising learner portfolios and assessment records.
· Staplers, Punches, and Paper Clips: For compiling printed learning materials and handouts.
· Laminating Sheets: For creating durable learning aids or signage.

Financial and Learning Aids
· Case Studies and Workbooks: Printed or digital copies of case studies relevant to financial planning and services.
· Regulatory Documents: Hard copies of relevant legislation and compliance guides (e.g., FAIS Act, Insurance Acts).
· Financial Forms and Templates: Templates for financial statements, budget planning, and client assessments.
· Simulated Client Data: Consumable data sets for learners to practice financial analysis and client advisory tasks.

Hygiene and Safety Supplies
· Hand Sanitizers and Wipes: To maintain hygiene in shared spaces.
· Disposable Masks: For compliance with health regulations during in-person sessions.
· Cleaning Supplies: For maintaining cleanliness in training spaces.

Assessment Consumables
· Examination Booklets: For written assessments.
· Answer Sheets and Scantrons: For multiple-choice or objective-type assessments.
· Certificates and Printing Materials: For issuing completion certificates to learners.
· Seals and Envelopes: For secure handling of assessment results and certificates.

Refreshments (Optional but Beneficial)
· Bottled Water: For learners during long training sessions.
Tea, Coffee, and Snacks: For breaks in blended learning workshops.



	ASSESSMENT CENTRE

	EQUIPMENT & TOOLS  
	As described in the Qualification Assessment Specification (QAS)

	CONSUMABLES
	As described in the Qualification Assessment Specification (QAS)



Human Resource Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	QUALIFICATIONS & EXPERIENCE 
	QUALIFICATION: Facilitators of learning must, at minimum, be in possession of a recognised and valid NQF Level 7 Qualification within the Financial Services Discipline.
EXPERIENCE: Facilitators of Learning must have a minimum of five years work experience within a client facing role in the financial services industry. At least two of those five years should be at a supervisory/management level.

	FACILITATOR/LEARNER RATIO  
	CONTACT SESSIONS: 1:25
DISTANCE LEARNING: 1:50



Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	
	Registration and Legal Compliance Requirements
· Business Registration: Must be a legally registered entity with the Companies and Intellectual Property Commission (CIPC).
· Tax Compliance: A valid tax clearance certificate from the South African Revenue Service (SARS).
· B-BBEE Compliance: Adherence to Broad-Based Black Economic Empowerment (B-BBEE) requirements relevant to the sector.

Sector-Specific Regulatory Requirements
· FAIS Act (Financial Advisory and Intermediary Services Act, 2002): Compliance with FAIS requirements for training providers offering financial services training. This includes registration with the Financial Sector Conduct Authority (FSCA) if the training involves financial advice.
· FSCA Approval: Certain programmes may require approval by the FSCA, especially those involving financial advice and intermediary services.
· Anti-Money Laundering Compliance: Adherence to Financial Intelligence Centre Act (FICA) regulations.

QCTO Accreditation Requirements
· Occupational Qualification Compliance: The training program must align with an occupational qualification registered with the QCTO.
· Quality Management System (QMS): A documented QMS must be in place, covering policies, procedures, and processes for maintaining quality training delivery.
· Facilities and Resources: The provider must demonstrate access to adequate physical and digital resources to deliver the qualification.
· Assessment and Moderation Policies: Clearly defined policies for conducting assessments and internal moderation, aligned with QCTO guidelines.
· Workplace Learning Agreements: Partnerships with workplaces to facilitate practical training components (where applicable).

Health and Safety Compliance
· Occupational Health and Safety Act (OHSA): Compliance with occupational health and safety regulations to ensure a safe training environment.
· COVID-19 Safety Regulations: Adherence to any ongoing COVID-19 health and safety protocols, as applicable.

Labour Law Compliance
· Basic Conditions of Employment Act: Compliance with employment laws related to staff involved in training delivery.
· Skills Development Levies Act: Registration with relevant SETAs (Sector Education and Training Authorities) for skills development levies.

Financial Requirements
· Audited Financial Statements: Submission of audited financials to demonstrate financial viability.
Insurance Coverage: Professional indemnity insurance and public liability insurance.



	ASSESSMENT CENTRE

	
	As described in the Qualification Assessment Specification (QAS)



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 
	None



	ASSESSMENT CENTRE

	
	As described in the Qualification Assessment Specification (QAS)



3.2.3 Exemptions
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics. The following are some examples of learning or work experience that could serve as a basis for exemption for this specific practical skills module:


[bookmark: _Toc109733557][bookmark: _Toc149225102]3.3 WORK EXPERIENCE MODULE (WM) SPECIFICATIONS:
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-002-01-WM-01 
	Client Portfolio Management & Advisory Practice
	6
	10
	BLENDED

	241301-002-01-WM02
	Financial Problem Solving & Adaptation.
	6
	5
	BLENDED

	241301-002-01-WM03
	Specialised Financial Solutions Implementation.
	6
	5
	BLENDED

	241301-002-01-WM04
	Client Relationship & Communication Skills.
	6
	5
	BLENDED

	241301-002-01-WM05
	Ethical Decision-Making in Practice. 
	6
	5
	BLENDED



[bookmark: _Toc149225103]

3.3.1 Detailing Work Experience Module (WM) contents
Work Experience Module (WM) - 01
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-002-01-WM-01 
	Client Portfolio Management & Advisory Practice
	6
	10
	BLENDED



[bookmark: _Toc149225104](a) Purpose of the Work Experience Module:
This work experience module focuses on developing practical skills related to client portfolio management and advisory practices. Learners will gain hands-on experience in assessing, rebalancing, monitoring, and evaluating client portfolios, as well as making recommendations aligned with financial objectives and market conditions. The module also includes evaluating risk profiles and suggesting suitable investment options and reporting on portfolio performance to clients. The scope of this module ensures learners can apply their theoretical knowledge in real-world situations, improving client financial outcomes and fostering strong client-advisor relationships.
[bookmark: _Toc149225105] 	(b) List of Work Experience Competencies:
	WORK EXPERIENCE CODE
	WORK EXPERIENCE COMPETENCY TITLE  

	WM-01-WE01
	Conduct client portfolio assessments and identify areas for improvement

	WM-01-WE02
	Rebalance client portfolios based on financial objectives and market conditions

	WM-01-WE03
	Monitor client portfolio performance and suggest adjustments as needed

	WM-01-WE04
	Evaluate the client’s risk profile and suggest suitable investment options

	WM-01-WE05
	Report on portfolio performance to clients and provide actionable advice



[bookmark: _Toc149225106](c) Scope of each Work Experience Competency: 
	WM-01-WE01	CONDUCT CLIENT PORTFOLIO ASSESSMENTS AND IDENTIFY AREAS FOR IMPROVEMENT

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	Learners will actively participate in reviewing and assessing client portfolios. They will gather relevant financial data, analyse performance, and identify areas where the portfolio can be optimised. This includes ensuring that portfolios match client financial goals and making recommendations for improvements. The learner will also gain practical experience in applying market trends and economic knowledge to real client cases.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0101
	Analyse current asset allocation in client portfolios.

	WA0102
	Identify underperforming assets and areas of potential risk.

	WA0103
	Assess portfolio alignment with clients' financial goals.

	WA0104
	Evaluate diversification and its effectiveness.

	WA0105
	Determine gaps or opportunities for portfolio enhancement.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0101
	Portfolio analysis reports showing asset allocations and performance metrics.

	SE0102
	Client interviews or questionnaires identifying financial goals and expectations.

	SE0103
	Comparison of portfolio performance against market benchmarks.

	SE0104
	Records of portfolio rebalancing or adjustments based on client needs.

	SE0105
	Documentation of recommendations made for portfolio improvements.



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Financial Statement Analysis

	2
	Market Trends and Economic Indicators

	3
	Client Goal Setting

	4
	Investment Products

	5
	Risk Management Techniques



(c) Scope of each Work Experience Competency: 
	WM-01-WE02: REBALANCE CLIENT PORTFOLIOS BASED ON FINANCIAL OBJECTIVES AND MARKET CONDITIONS

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE:

	Learners will engage in monitoring market conditions and client financial objectives to determine when portfolio rebalancing is necessary. They will help adjust asset allocations and recommend new strategies that align with changing market dynamics. The experience will include communicating with clients about the rationale for these changes, ensuring that their portfolios stay on track with their financial goals.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0201
	Review the client's risk tolerance and investment objectives.

	WA0202
	Assess current market conditions and their impact on the portfolio.

	WA0203
	Implement rebalancing strategies to align portfolios with client goals.

	WA0204
	Adjust asset allocations based on changing market conditions or client needs.

	WA0205
	Ensure the rebalance aligns with regulatory requirements and industry best practices.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0101
	Rebalancing reports or portfolio adjustments reflecting updated allocations.

	SE0102
	Documentation of market conditions or economic factors influencing portfolio adjustments.

	SE0103
	Client communication detailing the rationale for rebalancing decisions.

	SE0104
	Performance tracking tools or software used for portfolio monitoring.

	SE0105
	Compliance checklists to ensure rebalancing meets regulatory standards.



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Asset Allocation Strategies: Understanding how to divide investments across various asset classes to meet client objectives.

	2
	Rebalancing Techniques: Knowledge of how and when to adjust portfolios in response to market conditions, client needs, or performance.

	3
	Market Behaviour and Forecasting: Awareness of market cycles and economic indicators that drive investment decision-making.

	4
	Investment Risk Tolerance: Applying client risk profiles to portfolio adjustments and understanding how risk levels affect rebalancing decisions.

	5
	Regulatory Compliance in Rebalancing: Knowledge of regulations surrounding portfolio changes and how to ensure compliance during rebalancing processes.



(c) Scope of each Work Experience Competency: 
	WM-01-WE03: MONITOR CLIENT PORTFOLIO PERFORMANCE AND SUGGEST ADJUSTMENTS AS NEEDED

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE:

	Learners will be responsible for regularly reviewing the performance of client portfolios. They will use financial analysis tools to measure returns and compare them to set benchmarks. When underperformance or market volatility occurs, they will suggest changes and provide clients with performance updates, ensuring that client expectations are managed and goals are being met.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0301
	Regularly track portfolio performance against financial goals.

	WA0302
	Identify any underperforming assets or areas of concern.

	WA0303
	Analyse external factors (e.g., market changes, economic shifts) impacting portfolio performance.

	WA0304
	Provide timely recommendations for adjustments to optimise performance.

	WA0305
	Communicate performance outcomes to clients and discuss necessary changes.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0301
	Portfolio performance reports comparing current performance with financial goals.

	SE0302
	Documentation of external factors affecting portfolio performance.

	SE0303
	Client meeting notes outlining discussions of portfolio adjustments.

	SE0304
	Email correspondence or written reports detailing suggested adjustments.

	SE0305
	Performance tracking tools demonstrating ongoing portfolio monitoring.



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Performance Measurement Tools: Understanding financial metrics like return on investment (ROI), net asset value (NAV), and alpha that are used to track portfolio performance.

	2
	Benchmarking: Knowledge of how to compare portfolio performance against relevant benchmarks or market indices.

	3
	Economic and Market Analysis: Using knowledge of market conditions and economic shifts to identify when adjustments to the portfolio are necessary.

	4
	Client Communication Strategies: Understanding how to convey portfolio performance data and adjustments to clients in a clear and understandable way.

	5
	Portfolio Diversification Principles: Recognizing how diversification impacts portfolio risk and performance and when to make adjustments.



(c) Scope of each Work Experience Competency: 
	WM-01-WE04: EVALUATE THE CLIENT’S RISK PROFILE AND SUGGEST SUITABLE INVESTMENT OPTIONS

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE:

	Learners will interact with clients to gather detailed information about their financial goals, risk tolerance, and investment preferences. They will assess the client’s current risk profile and recommend suitable investment products tailored to those preferences. This experience will include learning to navigate client concerns about risk and explaining potential investments that match their profile.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0401
	Conduct thorough risk profiling of the client through questionnaires or interviews.

	WA0402
	Analyse the client’s investment horizon, income needs, and risk tolerance.

	WA0403
	Identify suitable investment products or solutions based on the client's profile.

	WA0404
	Explain the potential risks and rewards of different investment options.

	WA0405
	Update the client’s risk profile and investment strategy as needed based on changing circumstances.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0401
	Completed risk profile questionnaires or client interviews.

	SE0402
	Client investment profiles with details of risk tolerance and financial goals.

	SE0403
	Records of investment recommendations made based on the client’s risk profile.

	SE0404
	Documentation of the client’s feedback on investment options.

	SE0405
	Portfolio adjustments reflecting changes in the client’s risk profile or financial situation.



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Risk Profiling Methods: Understanding how to assess a client’s risk tolerance through questionnaires, interviews, and past investment behaviour.

	2
	Financial Product Knowledge: Familiarity with various financial products (equities, bonds, mutual funds, etc.) and how they align with different risk profiles.

	3
	Behavioural Finance: Knowledge of how a client’s personal preferences, emotions, and biases can impact investment decisions.

	4
	Asset Classes and Risk: Understanding the risk-return trade-off associated with different asset classes and how to recommend investments accordingly.

	5
	Client-Centric Financial Planning: Focusing on developing personalised investment strategies based on the client’s unique financial goals and risk profile.



(c) Scope of each Work Experience Competency: 
	WM-01-WE05: REPORT ON PORTFOLIO PERFORMANCE TO CLIENTS AND PROVIDE ACTIONABLE ADVICE

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE:

	Learners will gain experience in preparing and presenting portfolio performance reports to clients. This includes interpreting performance data, offering actionable insights, and explaining the rationale behind recommended adjustments. Learners will also experience how to address client feedback and ensure that advice aligns with clients' long-term financial goals.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0201
	Prepare detailed reports summarizing portfolio performance and outcomes.

	WA0202
	Clearly communicate portfolio performance against benchmarks or financial goals.

	WA0203
	Provide actionable advice based on performance data and market conditions.

	WA0204
	Present reports in a clear, professional manner to clients, using understandable language.

	WA0205
	Follow up with clients to discuss the implementation of advice or adjustments.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0101
	Portfolio performance reports presented to clients (in person or digitally).

	SE0102
	Client meeting notes documenting discussions of portfolio performance.

	SE0103
	Documentation of actionable advice provided during client meetings.

	SE0104
	Email correspondence or letters summarizing portfolio performance and recommendations.

	SE0105
	Feedback from clients on the advice provided and any adjustments made to the portfolio.



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Financial Reporting Standards: Understanding how to prepare clear, concise, and accurate financial reports in compliance with industry standards.

	2
	Client Communication and Presentation: Knowledge of how to effectively present portfolio performance, risks, and adjustments to clients.

	3
	Performance Review and Feedback: Understanding how to receive and integrate client feedback into portfolio management.

	4
	Actionable Financial Advice: Knowing how to transform performance data into meaningful advice for clients.

	5
	Compliance and Transparency: Ensuring that all communications and advice follow legal and ethical guidelines.




[bookmark: _Toc149225109]3.3.3 Criteria for accreditation 
Add additional line spaces as required. Requirements, against which Skills Development Providers (SDP) and Assessment Centres, will be accredited, as listed below. 
Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	For a work environment to be recognized as appropriate for learners gaining work exposure in a qualification for Tier Two Financial Product Agents, the following critical physical tools and equipment must be available:
Computers and Software
· Computers with internet access and relevant software (e.g., Microsoft Office, CRM systems, financial product analysis tools, and product management platforms).
· Insurance product comparison software or databases to facilitate product matching and analysis.
· Client management software to track interactions, store client profiles, and document advice given.
Communication Equipment
· Telephones (landline or mobile) for client communication, including inbound and outbound calls.
· Video conferencing tools (e.g., Zoom, Microsoft Teams) to conduct virtual meetings with clients, especially in remote or hybrid environments.
· Headsets or hands-free kits for clear and effective communication during client calls or virtual meetings.
Document and Printing Tools
· Printers, scanners, and photocopiers for printing contracts, client documents, and product information sheets.
· Filing cabinets or digital archiving systems for organising client records and product documentation in compliance with data protection regulations.
· Document templates for proposals, quotations, and reports, pre-loaded into computers or accessible through the client management system.
Presentation Equipment
· Projectors or large screens for client presentations, whether in person or during virtual meetings.
· Whiteboards or flip charts for brainstorming and outlining solutions during client meetings or internal discussions.
Office Furniture and Workspaces
· Private meeting rooms with comfortable seating and sufficient privacy for client interviews and presentations.
· Desks, chairs, and workstations that allow learners to complete administrative tasks, product analysis, and documentation.
Access to Product Materials
· Insurance product brochures, policy documents, and marketing materials available for reference when advising clients.
· Up-to-date industry regulations and compliance manuals to ensure the financial products sold adhere to legal and ethical standards.
Data Security Tools
· Lockers or secure filing systems for storing sensitive client data and financial records.
· Secure online storage or cloud systems to safeguard digital client information and product details.
Training and Learning Materials
· Training manuals and resource libraries that include knowledge on financial products, regulatory frameworks, and client engagement best practices.
· Recorded webinars, tutorials, or e-learning platforms for continuous learning and self-paced development.
Feedback and Evaluation Tools
· Performance evaluation forms or feedback platforms for supervisors to review learner performance and provide guidance.
Surveys or feedback forms for clients to evaluate service quality, used for learner development and improvement.

	CONSUMABLES 
	For a work environment to be recognized as appropriate for learners gaining work exposure in a qualification for Tier Two Financial Product Agents, the following critical consumables must be available:
Office Supplies
· Paper (for printing, copying, and note-taking) in various sizes (A4, A3) and types (standard, coloured, or heavy-duty).
· Envelopes for mailing client documentation, contracts, and policy updates.
· Ink and toner cartridges for printers and photocopiers to ensure documents can be printed when needed.
· Notepads, sticky notes, and index cards for recording key information during client interactions or meetings.
· Pens, markers, highlighters, and pencils for note-taking, highlighting important information, and completing forms.
Client Communication Materials
· Business cards for learners to introduce themselves professionally to clients.
· Brochures, flyers, and pamphlets with product details, benefits, and terms to share with clients during meetings.
· Standardized forms (e.g., client intake forms, needs analysis questionnaires, consent forms) for capturing client information and assessing needs.
Document and Presentation Consumables
· Folders or binders to organize and store client files, documents, and case studies.
· Presentation materials such as handouts or printed proposals tailored to individual clients.
· Labels and sticky flags for organising, annotating, and marking important sections of documents or files.
Compliance and Regulatory Documentation
· Client consent and disclosure forms for ensuring that all necessary compliance steps are followed during sales or advisory meetings.
· Regulatory forms required for the sale of insurance products (e.g., suitability declarations, risk assessment forms) to ensure compliance with industry standards and legal requirements.
· Copies of industry guidelines or regulatory updates for learners to refer to during client interactions or product comparisons.
Marketing and Promotional Materials
· Product brochures or insurance policy documents that learners can present during client meetings to demonstrate the features and benefits of the products.
· Branded promotional materials (e.g., pens, notebooks, calendars) for use in client interactions or as giveaways to build rapport and reinforce the company's brand identity.
Office Consumables for Client Interaction
· Refreshments (e.g., water, tea, coffee, snacks) for clients and learners during face-to-face meetings, ensuring a comfortable and professional environment.
· Name tags or identification cards for learners to wear during meetings to establish professional presence and recognition.
Printing and Copying Consumables
· Business stationery (letterheads, printed forms, contracts) for professional communication and client documents.
Certificates or printed proof of sales, assessments, and client agreements for internal documentation or client retention



	EXTERNAL ASSESSMENT CENTRE

	EQUIPMENT & TOOLS  
	As specified in the QAS document

	CONSUMABLES
	As specified in the QAS document

	
	



Human Resource Requirements:
	RECOGNISED WORKPLACE

	SUPERVISOR
	QUALIFICATIONS: Minimum of an NQF Level 7 Qualification within the Financial services discipline. 
EXPERIENCE: A minimum of five years practical work experience as a manager/supervisor within the financial services industry of which at least two years must be supervising the sale of Tier Two financial services products
RATIO: 1 supervisor for every 10 learners (1:10)

	ON JOB COACH
	QUALIFICATIONS: Minimum of an NQF Level 7 Qualification within the Financial services discipline
EXPERIENCE: A minimum of five years practical work experience as a manager/supervisor within the financial services industry of which at least two years must be supervising the sale of Tier Two financial services products
RATIO: 1 Job Coach for every 10 learners

	MENTOR
	QUALIFICATIONS: Minimum of an NQF Level 7 Qualification within the Financial services discipline
EXPERIENCE: A minimum of five years practical work experience as a manager/supervisor within the financial services industry of which at least two years must be supervising the sale of Tier Two financial services products
RATIO: 1 Mentor for every 20 learners



	ASSESSMENT CENTRE

	QUALIFICATIONS & EXPERIENCE 
	As specified in the QAS document

	FACILITATOR/LEARNER RATIO  
	As specified in the QAS document



Legal Requirements:
	RECOGNISED WORKPLACE

	
	Financial Sector Conduct Authority (FSCA) Compliance
· Licensing and Registration: The workplace must be licensed and registered with the FSCA to offer financial products and services, including Tier Two insurance products, to ensure that all activities are legally authorized.
· Fit and Proper Requirements: Employees (including learners) must meet the FSCA's "fit and proper" standards, which include competency, honesty, integrity, and financial soundness.
· Product Suitability and Conduct Standards: The workplace must ensure that all Tier Two financial products offered are suitable for the target market and that the marketing and sales practices comply with the FSCA’s conduct standards to prevent misrepresentation or unsuitable recommendations.
Consumer Protection Act (CPA) Compliance
· Fair Marketing and Sales Practices: The workplace must ensure that all marketing and sales activities comply with the CPA’s principles, such as honest representation, clear disclosure of product terms, and the avoidance of aggressive or misleading sales tactics.
· Cooling-Off Period: The workplace must adhere to the provisions of the CPA related to the cooling-off period for consumers, allowing them a specified time to cancel insurance contracts after purchase without penalty.
· Consumer Rights: The organization must have policies in place to inform clients of their rights under the CPA, including the right to cancel policies, receive clear product information, and lodge complaints.
Protection of Personal Information Act (POPIA) Compliance
· Data Protection and Privacy: The workplace must comply with POPIA regarding the collection, storage, and use of personal and sensitive client information, ensuring that client data is securely managed and protected from unauthorized access.
· Consent for Data Use: The organization must obtain client consent before processing personal data, particularly when using data for marketing purposes or providing services.
· Data Access Control: The workplace must have appropriate measures to ensure that only authorized personnel have access to client data, in compliance with POPIA’s stipulations.
National Credit Act (NCA) Compliance (if applicable)
· Affordability and Credit Risk Assessments: For financial products that involve credit or loan facilities, the workplace must ensure that proper affordability and credit risk assessments are conducted to prevent over-indebtedness or unsuitable credit product offerings.
· Disclosure of Costs and Terms: The organization must ensure that clients receive clear and accurate information about any credit-related financial products, including terms, fees, and interest rates, in accordance with the NCA.
Anti-Money Laundering (AML) and Counter-Terrorism Financing (CTF) Compliance
· Know Your Client (KYC) Procedures: The workplace must implement robust KYC processes to verify the identity of clients before offering financial products, preventing money laundering and terrorism financing.
· Transaction Monitoring: The organization must have systems in place to monitor transactions for suspicious activity and report any such activity to the Financial Intelligence Centre (FIC), as required by the Financial Intelligence Centre Act (FICA).
· Record-Keeping: The workplace must maintain detailed records of client transactions, including identification documents, for a prescribed period in accordance with FICA.
Tax Compliance
· Tax Obligations: The organization must comply with tax laws and ensure that all applicable taxes are collected and remitted accurately, including taxes on premiums or commissions from selling financial products.
· Tax Certificates: The workplace must provide clients with relevant tax certificates (e.g., for premiums paid or commission received) to facilitate their personal tax filings.
Health and Safety Act Compliance
· Safe Working Environment: The workplace must comply with the Occupational Health and Safety Act (OHSA) to ensure a safe and healthy environment for all employees, including learners. This includes proper ergonomics, fire safety, and addressing any workplace hazards.
· Emergency Procedures: The workplace must have clear emergency protocols and first aid procedures in place to safeguard the well-being of employees and clients.
Labour Laws Compliance
· Employment Contracts: The organization must provide learners with proper contracts that outline their roles, responsibilities, rights, and remuneration, ensuring compliance with the Basic Conditions of Employment Act (BCEA) and the Labour Relations Act (LRA).
· Fair Treatment and Equal Opportunity: The workplace must comply with anti-discrimination laws and ensure equal opportunities for all learners, offering a fair and inclusive work environment.
Skills Development and Training Compliance
· Registered Learnership Programmes: The workplace must comply with the requirements of the Skills Development Act and have registered learnership programmes in place to offer structured training and mentorship to learners.
Performance Monitoring: The organization must regularly monitor and assess the progress of learners to ensure they are developing the necessary competencies for the Tier Two financial product agent role.



	EXTERNAL ASSESSMENT CENTRE

	QUALIFICATIONS & EXPERIENCE 
	As specified in the QAS document

	FACILITATOR/LEARNER RATIO  
	As specified in the QAS document



Additional Requirements:
	RECOGNISED WORKPLACE

	 
	None



	EXTERNAL ASSESSMENT CENTRE

	
	As Specified in the QAS Document

	  
	



[bookmark: _Toc149225110]3.3.4 Exemptions
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module components. 
3.3.5 Additional Assignments to be Assessed Externally
None


Work Experience Module (WM) - 02
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-002-01-WM02
	Financial Problem Solving & Adaptation.
	6
	5
	BLENDED



(a) Purpose of the Work Experience Module:
The purpose of this work experience module is to provide learners with practical exposure to the process of developing and implementing personalised financial plans for clients. This includes gathering and analysing client financial data, recommending financial products, ensuring compliance with regulatory standards, and revising financial plans based on changing client circumstances. The module aims to build critical skills in financial planning, client relationship management, and regulatory compliance to ensure the effective design of financial solutions tailored to individual client needs.
 	(b) List of Work Experience Competencies:
	WORK EXPERIENCE CODE
	WORK EXPERIENCE COMPETENCY TITLE  

	WM-02-WE01
	Gather and analyse client financial data to identify financial planning needs

	WM-02-WE02
	Develop personalised financial plans based on clients’ goals, risk profiles, and financial data

	WM-02-WE03
	Recommend appropriate financial products based on client needs analysis

	WM-02-WE04
	Ensure the financial plan complies with regulatory standards and internal policies

	WM-02-WE05
	Review and revise financial plans as client circumstances change



(c) Scope of each Work Experience Competency: 
	WM-02-WE01	GATHER AND ANALYSE CLIENT FINANCIAL DATA TO IDENTIFY FINANCIAL PLANNING NEEDS

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	Learners will actively engage in gathering and analysing financial data from clients to identify their planning needs. This involves conducting initial client consultations, structuring the financial data, and analysing financial statements. Learners will assess clients’ financial situations and highlight key areas of concern or opportunity, which will form the basis for personalised financial planning. They will also gain experience in using financial analysis tools to provide insights into the client’s financial health and needs.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0101
	Conduct initial client consultations to collect relevant financial information.

	WA0102
	Organize and structure client financial data for analysis.

	WA0103
	Analyse financial statements and documents to identify areas of concern or opportunity.

	WA0104
	Use financial analysis tools and software to assess client needs.

	WA0105
	Present findings and identified needs to clients, preparing for financial planning sessions.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0101
	Completed client financial information forms or spreadsheets.

	SE0102
	Analysis reports highlighting identified financial needs.

	SE0103
	Meeting notes or recordings from initial client consultations.

	SE0104
	Summary of financial data gathered and organized for analysis.

	SE0105
	Client approval or acknowledgment of the gathered financial data.



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Client Data Gathering Techniques

	2
	Financial Statement Analysis

	3
	Risk and Financial Need Assessment

	4
	Financial Planning Software Usage

	5
	Client Communication and Consultation Skills



(c) Scope of each Work Experience Competency: 
	WM-02-WE02	DEVELOP PERSONALISED FINANCIAL PLANS BASED ON CLIENTS’ GOALS, RISK PROFILES, AND FINANCIAL DATA

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE:

	Learners will participate in the creation of personalised financial plans tailored to client goals and risk profiles. This includes defining specific client objectives, integrating risk assessments, and selecting appropriate financial strategies. The learners will apply their understanding of financial tools, tax considerations, and investment strategies to develop comprehensive plans. Additionally, they will communicate these plans to clients and revise them based on feedback, ensuring alignment with both client expectations and regulatory requirements.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0201
	Define client goals and objectives during financial consultations.

	WA0202
	Create detailed financial plans, addressing client goals, risk tolerance, and financial data.

	WA0203
	Incorporate tax planning, estate planning, and investment strategies in the plan.

	WA0204
	Tailor solutions to align with clients’ risk profiles and financial goals.

	WA0205
	Obtain client feedback and approval on the proposed plan.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0101
	Drafted and finalized financial plans with clear goals, strategies, and recommendations.

	SE0102
	Client approval or signature on proposed financial plans.

	SE0103
	Client goal-setting documentation.

	SE0104
	Finalized financial plan documents, including asset allocation strategies.

	SE0105
	Notes on client feedback and any revisions made to the plan.



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Financial Goal Setting Techniques

	2
	Risk Profiling and Tolerance Assessment

	3
	Tax and Estate Planning Considerations

	4
	Investment Strategy Design

	5
	Client Approval and Feedback Integration



(c) Scope of each Work Experience Competency: 
	WM-02-WE03	RECOMMEND APPROPRIATE FINANCIAL PRODUCTS BASED ON CLIENT NEEDS ANALYSIS

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE:

	Learners will gain hands-on experience in recommending financial products tailored to meet clients' specific needs. This involves analysing available products, evaluating their suitability based on the client’s financial situation, and providing clear justifications for the recommendations. They will engage in discussions with clients, explaining the benefits and risks of different options, and suggesting alternatives when necessary. Throughout, learners will ensure the recommended products align with client goals and regulatory standards.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0301
	Analyse available financial products that match identified client needs.

	WA0302
	Prepare product recommendations and justifications for clients.

	WA0303
	Discuss alternative product options with clients, ensuring they understand the benefits and risks.

	WA0304
	Monitor product suitability based on evolving client needs.

	WA0305
	Ensure that the recommended products are in line with client goals and financial plans.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0301
	Records of product recommendations, including justifications and alternatives presented.

	SE0302
	Documentation of client discussions regarding recommended financial products.

	SE0303
	Comparison charts for different financial products.

	SE0304
	Product suitability review notes and client feedback.

	SE0305
	Meeting summaries and communication records with clients regarding recommendations.



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Financial Product Knowledge and Suitability

	2
	Comparative Analysis of Financial Products

	3
	Client Education on Financial Products

	4
	Risk and Return Evaluation

	5
	Compliance with Product Recommendation Standards



(c) Scope of each Work Experience Competency: 
	WM-02-WE04	ENSURE THE FINANCIAL PLAN COMPLIES WITH REGULATORY STANDARDS AND INTERNAL POLICIES

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE:

	Learners will participate in ensuring that the financial plans they develop comply with relevant regulatory frameworks and internal policies. This includes reviewing financial plans to confirm they meet legal and ethical standards, conducting compliance checks, and maintaining proper documentation. They will work with compliance teams to understand and apply regulations, ensuring that clients receive sound advice while adhering to all applicable legal requirements. Learners will also experience navigating audits and maintaining accurate records of compliance activities.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0401
	Familiarize with relevant financial regulations and organizational policies.

	WA0402
	Perform a thorough review of the financial plan to ensure it meets regulatory standards.

	WA0403
	Ensure compliance with ethical guidelines in financial product recommendations.

	WA0404
	Document compliance checks and ensure necessary records are maintained.

	WA0405
	Communicate with regulatory bodies or compliance departments if necessary to clarify guidelines.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0401
	Compliance checklists or review notes confirming adherence to legal and organizational standards.

	SE0402
	Internal audit reports or feedback confirming compliance.

	SE0403
	Signed compliance documentation from the client.

	SE0404
	Regulatory guidelines or policies used to ensure compliance.

	SE0405
	Notes or reports on communication with compliance officers or regulatory bodies.



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Financial Regulatory Compliance

	2
	Ethics in Financial Advisory

	3
	Legal Standards in Financial Planning

	4
	Internal Policies and Procedures for Compliance

	5
	Compliance Documentation and Recordkeeping



(c) Scope of each Work Experience Competency: 
	WM-02-WE05	REVIEW AND REVISE FINANCIAL PLANS AS CLIENT CIRCUMSTANCES CHANGE

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE:

	Learners will gain experience in reviewing and revising financial plans as clients' circumstances evolve. This includes staying informed about significant life events such as changes in income, family status, or retirement goals, and adjusting financial plans accordingly. They will apply critical thinking to evaluate the impact of these changes and propose necessary modifications to maintain alignment with the client’s objectives. The learner will also communicate revisions to clients and ensure that they are satisfied with the updated plans, providing actionable advice to optimise future financial outcomes.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0501
	Stay updated on changes in client life circumstances or financial status.

	WA0502
	Evaluate how changes in the client’s situation affect their existing financial plan.

	WA0503
	Suggest necessary revisions to the financial plan to account for new circumstances.

	WA0504
	Communicate changes and revisions to clients in a clear and transparent manner.

	WA0505
	Implement revisions and ensure the plan remains aligned with the client’s financial goals.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0501
	Records of regular client meetings or follow-up calls to discuss plan revisions.

	SE0502
	Revised financial plans with updated recommendations based on changed circumstances.

	SE0503
	Documentation of changes in client circumstances, such as income, family status, or health.

	SE0504
	Meeting notes confirming client understanding and agreement with revisions.

	SE0505
	Documentation of any new product recommendations based on revised plans



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Client Life Cycle and Circumstantial Changes

	2
	Plan Revision and Adaptation Strategies

	3
	Client Communication on Plan Adjustments

	4
	Financial Impact of Client Life Changes

	5
	Recordkeeping and Documentation of Plan Changes



3.3.3 Criteria for accreditation 
Add additional line spaces as required. Requirements, against which Skills Development Providers (SDP) and Assessment Centres, will be accredited, as listed below. 
Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	For a work environment to be recognized as appropriate for learners gaining work exposure in a qualification for Tier Two Financial Product Agents, the following critical physical tools and equipment must be available:
Computers and Software
· Computers with internet access and relevant software (e.g., Microsoft Office, CRM systems, financial product analysis tools, and product management platforms).
· Insurance product comparison software or databases to facilitate product matching and analysis.
· Client management software to track interactions, store client profiles, and document advice given.
Communication Equipment
· Telephones (landline or mobile) for client communication, including inbound and outbound calls.
· Video conferencing tools (e.g., Zoom, Microsoft Teams) to conduct virtual meetings with clients, especially in remote or hybrid environments.
· Headsets or hands-free kits for clear and effective communication during client calls or virtual meetings.
Document and Printing Tools
· Printers, scanners, and photocopiers for printing contracts, client documents, and product information sheets.
· Filing cabinets or digital archiving systems for organising client records and product documentation in compliance with data protection regulations.
· Document templates for proposals, quotations, and reports, pre-loaded into computers or accessible through the client management system.
Presentation Equipment
· Projectors or large screens for client presentations, whether in person or during virtual meetings.
· Whiteboards or flip charts for brainstorming and outlining solutions during client meetings or internal discussions.
Office Furniture and Workspaces
· Private meeting rooms with comfortable seating and sufficient privacy for client interviews and presentations.
· Desks, chairs, and workstations that allow learners to complete administrative tasks, product analysis, and documentation.
Access to Product Materials
· Insurance product brochures, policy documents, and marketing materials available for reference when advising clients.
· Up-to-date industry regulations and compliance manuals to ensure the financial products sold adhere to legal and ethical standards.
Data Security Tools
· Lockers or secure filing systems for storing sensitive client data and financial records.
· Secure online storage or cloud systems to safeguard digital client information and product details.
Training and Learning Materials
· Training manuals and resource libraries that include knowledge on financial products, regulatory frameworks, and client engagement best practices.
· Recorded webinars, tutorials, or e-learning platforms for continuous learning and self-paced development.
Feedback and Evaluation Tools
· Performance evaluation forms or feedback platforms for supervisors to review learner performance and provide guidance.
Surveys or feedback forms for clients to evaluate service quality, used for learner development and improvement.

	CONSUMABLES 
	For a work environment to be recognized as appropriate for learners gaining work exposure in a qualification for Tier Two Financial Product Agents, the following critical consumables must be available:
Office Supplies
· Paper (for printing, copying, and note-taking) in various sizes (A4, A3) and types (standard, coloured, or heavy-duty).
· Envelopes for mailing client documentation, contracts, and policy updates.
· Ink and toner cartridges for printers and photocopiers to ensure documents can be printed when needed.
· Notepads, sticky notes, and index cards for recording key information during client interactions or meetings.
· Pens, markers, highlighters, and pencils for note-taking, highlighting important information, and completing forms.
Client Communication Materials
· Business cards for learners to introduce themselves professionally to clients.
· Brochures, flyers, and pamphlets with product details, benefits, and terms to share with clients during meetings.
· Standardized forms (e.g., client intake forms, needs analysis questionnaires, consent forms) for capturing client information and assessing needs.
Document and Presentation Consumables
· Folders or binders to organize and store client files, documents, and case studies.
· Presentation materials such as handouts or printed proposals tailored to individual clients.
· Labels and sticky flags for organising, annotating, and marking important sections of documents or files.
Compliance and Regulatory Documentation
· Client consent and disclosure forms for ensuring that all necessary compliance steps are followed during sales or advisory meetings.
· Regulatory forms required for the sale of insurance products (e.g., suitability declarations, risk assessment forms) to ensure compliance with industry standards and legal requirements.
· Copies of industry guidelines or regulatory updates for learners to refer to during client interactions or product comparisons.
Marketing and Promotional Materials
· Product brochures or insurance policy documents that learners can present during client meetings to demonstrate the features and benefits of the products.
· Branded promotional materials (e.g., pens, notebooks, calendars) for use in client interactions or as giveaways to build rapport and reinforce the company's brand identity.
Office Consumables for Client Interaction
· Refreshments (e.g., water, tea, coffee, snacks) for clients and learners during face-to-face meetings, ensuring a comfortable and professional environment.
· Name tags or identification cards for learners to wear during meetings to establish professional presence and recognition.
Printing and Copying Consumables
· Business stationery (letterheads, printed forms, contracts) for professional communication and client documents.
Certificates or printed proof of sales, assessments, and client agreements for internal documentation or client retention



	EXTERNAL ASSESSMENT CENTRE

	EQUIPMENT & TOOLS  
	As specified in the QAS document

	CONSUMABLES
	As specified in the QAS document

	
	



Human Resource Requirements:
	RECOGNISED WORKPLACE

	SUPERVISOR
	QUALIFICATIONS: Minimum of an NQF Level 7 Qualification within the Financial services discipline. 
EXPERIENCE: A minimum of five years practical work experience as a manager/supervisor within the financial services industry of which at least two years must be supervising the sale of Tier Two financial services products
RATIO: 1 supervisor for every 10 learners (1:10)

	ON JOB COACH
	QUALIFICATIONS: Minimum of an NQF Level 7 Qualification within the Financial services discipline
EXPERIENCE: A minimum of five years practical work experience as a manager/supervisor within the financial services industry of which at least two years must be supervising the sale of Tier Two financial services products
RATIO: 1 Job Coach for every 10 learners

	MENTOR
	QUALIFICATIONS: Minimum of an NQF Level 7 Qualification within the Financial services discipline
EXPERIENCE: A minimum of five years practical work experience as a manager/supervisor within the financial services industry of which at least two years must be supervising the sale of Tier Two financial services products
RATIO: 1 Mentor for every 20 learners



	ASSESSMENT CENTRE

	QUALIFICATIONS & EXPERIENCE 
	As specified in the QAS document

	FACILITATOR/LEARNER RATIO  
	As specified in the QAS document



Legal Requirements:
	RECOGNISED WORKPLACE

	
	Financial Sector Conduct Authority (FSCA) Compliance
· Licensing and Registration: The workplace must be licensed and registered with the FSCA to offer financial products and services, including Tier Two insurance products, to ensure that all activities are legally authorized.
· Fit and Proper Requirements: Employees (including learners) must meet the FSCA's "fit and proper" standards, which include competency, honesty, integrity, and financial soundness.
· Product Suitability and Conduct Standards: The workplace must ensure that all Tier Two financial products offered are suitable for the target market and that the marketing and sales practices comply with the FSCA’s conduct standards to prevent misrepresentation or unsuitable recommendations.
Consumer Protection Act (CPA) Compliance
· Fair Marketing and Sales Practices: The workplace must ensure that all marketing and sales activities comply with the CPA’s principles, such as honest representation, clear disclosure of product terms, and the avoidance of aggressive or misleading sales tactics.
· Cooling-Off Period: The workplace must adhere to the provisions of the CPA related to the cooling-off period for consumers, allowing them a specified time to cancel insurance contracts after purchase without penalty.
· Consumer Rights: The organization must have policies in place to inform clients of their rights under the CPA, including the right to cancel policies, receive clear product information, and lodge complaints.
Protection of Personal Information Act (POPIA) Compliance
· Data Protection and Privacy: The workplace must comply with POPIA regarding the collection, storage, and use of personal and sensitive client information, ensuring that client data is securely managed and protected from unauthorized access.
· Consent for Data Use: The organization must obtain client consent before processing personal data, particularly when using data for marketing purposes or providing services.
· Data Access Control: The workplace must have appropriate measures to ensure that only authorized personnel have access to client data, in compliance with POPIA’s stipulations.
National Credit Act (NCA) Compliance (if applicable)
· Affordability and Credit Risk Assessments: For financial products that involve credit or loan facilities, the workplace must ensure that proper affordability and credit risk assessments are conducted to prevent over-indebtedness or unsuitable credit product offerings.
· Disclosure of Costs and Terms: The organization must ensure that clients receive clear and accurate information about any credit-related financial products, including terms, fees, and interest rates, in accordance with the NCA.
Anti-Money Laundering (AML) and Counter-Terrorism Financing (CTF) Compliance
· Know Your Client (KYC) Procedures: The workplace must implement robust KYC processes to verify the identity of clients before offering financial products, preventing money laundering and terrorism financing.
· Transaction Monitoring: The organization must have systems in place to monitor transactions for suspicious activity and report any such activity to the Financial Intelligence Centre (FIC), as required by the Financial Intelligence Centre Act (FICA).
· Record-Keeping: The workplace must maintain detailed records of client transactions, including identification documents, for a prescribed period in accordance with FICA.
Tax Compliance
· Tax Obligations: The organization must comply with tax laws and ensure that all applicable taxes are collected and remitted accurately, including taxes on premiums or commissions from selling financial products.
· Tax Certificates: The workplace must provide clients with relevant tax certificates (e.g., for premiums paid or commission received) to facilitate their personal tax filings.
Health and Safety Act Compliance
· Safe Working Environment: The workplace must comply with the Occupational Health and Safety Act (OHSA) to ensure a safe and healthy environment for all employees, including learners. This includes proper ergonomics, fire safety, and addressing any workplace hazards.
· Emergency Procedures: The workplace must have clear emergency protocols and first aid procedures in place to safeguard the well-being of employees and clients.
Labour Laws Compliance
· Employment Contracts: The organization must provide learners with proper contracts that outline their roles, responsibilities, rights, and remuneration, ensuring compliance with the Basic Conditions of Employment Act (BCEA) and the Labour Relations Act (LRA).
· Fair Treatment and Equal Opportunity: The workplace must comply with anti-discrimination laws and ensure equal opportunities for all learners, offering a fair and inclusive work environment.
Skills Development and Training Compliance
· Registered Learnership Programmes: The workplace must comply with the requirements of the Skills Development Act and have registered learnership programmes in place to offer structured training and mentorship to learners.
Performance Monitoring: The organization must regularly monitor and assess the progress of learners to ensure they are developing the necessary competencies for the Tier Two financial product agent role.



	EXTERNAL ASSESSMENT CENTRE

	QUALIFICATIONS & EXPERIENCE 
	As specified in the QAS document

	FACILITATOR/LEARNER RATIO  
	As specified in the QAS document



Additional Requirements:
	RECOGNISED WORKPLACE

	 
	None



	EXTERNAL ASSESSMENT CENTRE

	
	As Specified in the QAS Document



3.3.4 Exemptions
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module components. 
3.3.5 Additional Assignments to be Assessed Externally
None
Work Experience Module (WM) - 03
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-002-01-WM03
	Specialised Financial Solutions Implementation.
	6
	5
	BLENDED



(a) Purpose of the Work Experience Module:
The purpose of this module is to provide learners with practical experience in implementing specialised financial solutions tailored to meet complex client needs. It focuses on identifying and applying financial strategies for unique circumstances such as trusts, offshore investments, and other high-level financial planning options. Through this module, learners will engage with clients, financial product providers, and regulatory frameworks to effectively implement these solutions and ensure their suitability for the clients’ evolving financial situations.
 	(b) List of Work Experience Competencies:
	WORK EXPERIENCE CODE
	WORK EXPERIENCE COMPETENCY TITLE  

	WM-03-WE01
	Assessing Client Needs for Specialised Financial Solutions

	WM-03-WE02
	Recommending Appropriate Specialised Financial Products

	WM-03-WE03
	Coordinating Implementation of Specialised Financial Solutions

	WM-03-WE04
	Monitoring and Evaluating the Performance of Specialised Solutions

	WM-03-WE05
	Reviewing and Adjusting Specialised Solutions Based on Client Needs



(c) Scope of each Work Experience Competency: 
	WM-03-WE01	ASSESSING CLIENT NEEDS FOR SPECIALISED FINANCIAL SOLUTIONS

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	Learners will gain experience in evaluating clients’ unique financial needs, such as the need for estate planning, offshore investments, or advanced retirement solutions. This involves assessing the client’s financial goals, risk tolerance, and other personal factors to identify whether specialised financial solutions are required. Learners will interact with clients to gather necessary information and analyse their current financial situation in-depth to recommend appropriate specialised products.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0101
	Conduct in-depth client interviews to assess financial goals.

	WA0102
	Analyse client financial documents to identify specialised needs.

	WA0103
	Determine whether specialised financial solutions are required.

	WA0104
	Evaluate clients’ risk tolerance and financial situation for specialised planning.

	WA0105
	Document and communicate findings and needs to relevant parties.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0101
	Client financial questionnaires and interview notes.

	SE0102
	Risk assessment forms and analysis.

	SE0103
	Financial need analysis reports.

	SE0104
	Record of client meeting discussions and outcomes.

	SE0105
	Documented client goals and needs summary.



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Client Relationship Management and Analysis

	2
	Financial Goal Setting and Strategic Planning

	3
	Risk Management in Financial Planning

	4
	Compliance with Financial Advisory Standards

	5
	Advanced Financial Tools and Software



(c) Scope of each Work Experience Competency: 
	WM-03-WE02	RECOMMENDING APPROPRIATE SPECIALISED FINANCIAL PRODUCTS

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE:

	In this competency, learners will research and recommend financial products that meet the identified specialised needs of clients. This involves matching products such as trusts, offshore accounts, or complex insurance products to client requirements. Learners will also gain practical experience in presenting these products, explaining their benefits and risks, and ensuring they align with the client’s broader financial goals and regulatory constraints.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0201
	Research available specialised financial products that align with client needs.

	WA0202
	Analyse the suitability of various financial products for specific client requirements.

	WA0203
	Present and explain the benefits, risks, and costs of recommended products.

	WA0204
	Provide alternative solutions when necessary based on client preferences.

	WA0205
	Ensure all recommendations comply with legal and regulatory requirements.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0101
	Product recommendation reports with justifications.

	SE0102
	Client presentations on recommended financial products.

	SE0103
	Documentation of client product selections or preferences.

	SE0104
	Comparison sheets for alternative product options.

	SE0105
	Product performance reports or data sheets.



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Investment Product Knowledge and Selection

	2
	Regulatory Compliance for Financial Products

	3
	Estate Planning and Trust Management

	4
	Financial Risk Assessment Models

	5
	Client-Centric Solution Design



(c) Scope of each Work Experience Competency: 
	WM-03-WE03	COORDINATING IMPLEMENTATION OF SPECIALISED FINANCIAL SOLUTIONS

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE:

	Learners will be involved in coordinating the execution of specialised financial plans. This includes working closely with clients and external service providers such as product providers, tax advisors, and legal professionals to ensure timely and accurate implementation of financial solutions. They will handle client communications, schedule meetings, and monitor the progress of solution implementation to guarantee that all parties are aligned and the solutions are successfully executed.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0301
	Coordinate communication between clients and service providers.

	WA0302
	Ensure all paperwork and documentation are completed accurately.

	WA0303
	Monitor the progress of implementation and resolve any issues.

	WA0304
	Schedule and manage meetings with clients and relevant professionals.

	WA0305
	Provide regular updates to clients on the status of their specialised solutions.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0301
	Client implementation action plans and timelines.

	SE0302
	Correspondence between clients and service providers.

	SE0303
	Meeting notes and implementation progress reports.

	SE0304
	Finalized contracts or agreements with service providers.

	SE0305
	Confirmation emails or signed documents from clients.



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Project Management in Financial Planning

	2
	Communication and Negotiation with Service Providers

	3
	Documentation and Legal Aspects in Financial Plans

	4
	Stakeholder Coordination and Management

	5
	Client Service Excellence and Delivery



(c) Scope of each Work Experience Competency: 
	WM-03-WE04	MONITORING AND EVALUATING THE PERFORMANCE OF SPECIALISED SOLUTIONS

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE:

	Learners will monitor the performance of specialised financial solutions over time to ensure they continue to meet clients’ needs and goals. This includes tracking investments, analyzing portfolio performance, and reviewing the effectiveness of the financial strategies in place. They will assess whether the solutions are yielding the expected results and provide clients with regular updates on performance metrics.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0401
	Regularly track the performance of implemented financial solutions.

	WA0402
	Review financial reports and data to assess solution effectiveness.

	WA0403
	Discuss performance results with clients and make recommendations.

	WA0404
	Adjust solutions based on performance analysis and client feedback.

	WA0405
	Maintain records of performance evaluations and action plans.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0401
	Portfolio performance analysis and reports.

	SE0402
	Regular client update emails or meeting notes.

	SE0403
	Performance monitoring tools or dashboards.

	SE0404
	Revised financial plans based on performance analysis.

	SE0405
	Client feedback surveys or performance evaluation forms.



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Financial Performance Analysis and Reporting

	2
	Portfolio Management and Adjustments

	3
	Investment Performance Tracking Tools

	4
	Client Engagement and Feedback Mechanisms

	5
	Risk and Return Evaluation Models



(c) Scope of each Work Experience Competency: 
	WM-03-WE05	REVIEWING AND ADJUSTING SPECIALISED SOLUTIONS BASED ON CLIENT NEEDS

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE:

	This competency involves reviewing and adjusting existing specialised financial solutions based on changes in the client’s life circumstances or financial situation. Learners will analyse the impact of these changes on the client’s objectives and provide recommendations to modify or adjust existing solutions. This process ensures that the solutions remain relevant, effective, and aligned with the evolving needs of the client.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0501
	Identify changes in client circumstances that impact financial plans.

	WA0502
	Reevaluate existing solutions in light of client updates or market changes.

	WA0503
	Provide recommendations to adjust or modify solutions as needed.

	WA0504
	Implement changes and ensure that the adjustments align with client goals.

	WA0505
	Document changes and communicate them clearly to clients.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0501
	Updated financial plans with revisions or adjustments.

	SE0502
	Records of client meetings or consultations regarding plan changes.

	SE0503
	Documentation of reasons for adjustments.

	SE0504
	New product recommendations based on changing client needs.

	SE0505
	Communication logs with clients regarding revised solutions.



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Financial Planning Revisions and Updates

	2
	Client Communication for Financial Revisions

	3
	Adaptation of Solutions to Client Life Changes

	4
	Advanced Risk Management Techniques

	5
	Monitoring Long-Term Financial Strategies



3.3.3 Criteria for accreditation 
Add additional line spaces as required. Requirements, against which Skills Development Providers (SDP) and Assessment Centres, will be accredited, as listed below. 
Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	For a work environment to be recognized as appropriate for learners gaining work exposure in a qualification for Tier Two Financial Product Agents, the following critical physical tools and equipment must be available:
Computers and Software
· Computers with internet access and relevant software (e.g., Microsoft Office, CRM systems, financial product analysis tools, and product management platforms).
· Insurance product comparison software or databases to facilitate product matching and analysis.
· Client management software to track interactions, store client profiles, and document advice given.
Communication Equipment
· Telephones (landline or mobile) for client communication, including inbound and outbound calls.
· Video conferencing tools (e.g., Zoom, Microsoft Teams) to conduct virtual meetings with clients, especially in remote or hybrid environments.
· Headsets or hands-free kits for clear and effective communication during client calls or virtual meetings.
Document and Printing Tools
· Printers, scanners, and photocopiers for printing contracts, client documents, and product information sheets.
· Filing cabinets or digital archiving systems for organising client records and product documentation in compliance with data protection regulations.
· Document templates for proposals, quotations, and reports, pre-loaded into computers or accessible through the client management system.
Presentation Equipment
· Projectors or large screens for client presentations, whether in person or during virtual meetings.
· Whiteboards or flip charts for brainstorming and outlining solutions during client meetings or internal discussions.
Office Furniture and Workspaces
· Private meeting rooms with comfortable seating and sufficient privacy for client interviews and presentations.
· Desks, chairs, and workstations that allow learners to complete administrative tasks, product analysis, and documentation.
Access to Product Materials
· Insurance product brochures, policy documents, and marketing materials available for reference when advising clients.
· Up-to-date industry regulations and compliance manuals to ensure the financial products sold adhere to legal and ethical standards.
Data Security Tools
· Lockers or secure filing systems for storing sensitive client data and financial records.
· Secure online storage or cloud systems to safeguard digital client information and product details.
Training and Learning Materials
· Training manuals and resource libraries that include knowledge on financial products, regulatory frameworks, and client engagement best practices.
· Recorded webinars, tutorials, or e-learning platforms for continuous learning and self-paced development.
Feedback and Evaluation Tools
· Performance evaluation forms or feedback platforms for supervisors to review learner performance and provide guidance.
Surveys or feedback forms for clients to evaluate service quality, used for learner development and improvement.

	CONSUMABLES 
	For a work environment to be recognized as appropriate for learners gaining work exposure in a qualification for Tier Two Financial Product Agents, the following critical consumables must be available:
Office Supplies
· Paper (for printing, copying, and note-taking) in various sizes (A4, A3) and types (standard, coloured, or heavy-duty).
· Envelopes for mailing client documentation, contracts, and policy updates.
· Ink and toner cartridges for printers and photocopiers to ensure documents can be printed when needed.
· Notepads, sticky notes, and index cards for recording key information during client interactions or meetings.
· Pens, markers, highlighters, and pencils for note-taking, highlighting important information, and completing forms.
Client Communication Materials
· Business cards for learners to introduce themselves professionally to clients.
· Brochures, flyers, and pamphlets with product details, benefits, and terms to share with clients during meetings.
· Standardized forms (e.g., client intake forms, needs analysis questionnaires, consent forms) for capturing client information and assessing needs.
Document and Presentation Consumables
· Folders or binders to organize and store client files, documents, and case studies.
· Presentation materials such as handouts or printed proposals tailored to individual clients.
· Labels and sticky flags for organising, annotating, and marking important sections of documents or files.
Compliance and Regulatory Documentation
· Client consent and disclosure forms for ensuring that all necessary compliance steps are followed during sales or advisory meetings.
· Regulatory forms required for the sale of insurance products (e.g., suitability declarations, risk assessment forms) to ensure compliance with industry standards and legal requirements.
· Copies of industry guidelines or regulatory updates for learners to refer to during client interactions or product comparisons.
Marketing and Promotional Materials
· Product brochures or insurance policy documents that learners can present during client meetings to demonstrate the features and benefits of the products.
· Branded promotional materials (e.g., pens, notebooks, calendars) for use in client interactions or as giveaways to build rapport and reinforce the company's brand identity.
Office Consumables for Client Interaction
· Refreshments (e.g., water, tea, coffee, snacks) for clients and learners during face-to-face meetings, ensuring a comfortable and professional environment.
· Name tags or identification cards for learners to wear during meetings to establish professional presence and recognition.
Printing and Copying Consumables
· Business stationery (letterheads, printed forms, contracts) for professional communication and client documents.
Certificates or printed proof of sales, assessments, and client agreements for internal documentation or client retention



	EXTERNAL ASSESSMENT CENTRE

	EQUIPMENT & TOOLS  
	As specified in the QAS document

	CONSUMABLES
	As specified in the QAS document

	
	



Human Resource Requirements:
	RECOGNISED WORKPLACE

	SUPERVISOR
	QUALIFICATIONS: Minimum of an NQF Level 7 Qualification within the Financial services discipline. 
EXPERIENCE: A minimum of five years practical work experience as a manager/supervisor within the financial services industry of which at least two years must be supervising the sale of Tier Two financial services products
RATIO: 1 supervisor for every 10 learners (1:10)

	ON JOB COACH
	QUALIFICATIONS: Minimum of an NQF Level 7 Qualification within the Financial services discipline
EXPERIENCE: A minimum of five years practical work experience as a manager/supervisor within the financial services industry of which at least two years must be supervising the sale of Tier Two financial services products
RATIO: 1 Job Coach for every 10 learners

	MENTOR
	QUALIFICATIONS: Minimum of an NQF Level 7 Qualification within the Financial services discipline
EXPERIENCE: A minimum of five years practical work experience as a manager/supervisor within the financial services industry of which at least two years must be supervising the sale of Tier Two financial services products
RATIO: 1 Mentor for every 20 learners



	ASSESSMENT CENTRE

	QUALIFICATIONS & EXPERIENCE 
	As specified in the QAS document

	FACILITATOR/LEARNER RATIO  
	As specified in the QAS document



Legal Requirements:
	RECOGNISED WORKPLACE

	
	Financial Sector Conduct Authority (FSCA) Compliance
· Licensing and Registration: The workplace must be licensed and registered with the FSCA to offer financial products and services, including Tier Two insurance products, to ensure that all activities are legally authorized.
· Fit and Proper Requirements: Employees (including learners) must meet the FSCA's "fit and proper" standards, which include competency, honesty, integrity, and financial soundness.
· Product Suitability and Conduct Standards: The workplace must ensure that all Tier Two financial products offered are suitable for the target market and that the marketing and sales practices comply with the FSCA’s conduct standards to prevent misrepresentation or unsuitable recommendations.
Consumer Protection Act (CPA) Compliance
· Fair Marketing and Sales Practices: The workplace must ensure that all marketing and sales activities comply with the CPA’s principles, such as honest representation, clear disclosure of product terms, and the avoidance of aggressive or misleading sales tactics.
· Cooling-Off Period: The workplace must adhere to the provisions of the CPA related to the cooling-off period for consumers, allowing them a specified time to cancel insurance contracts after purchase without penalty.
· Consumer Rights: The organization must have policies in place to inform clients of their rights under the CPA, including the right to cancel policies, receive clear product information, and lodge complaints.
Protection of Personal Information Act (POPIA) Compliance
· Data Protection and Privacy: The workplace must comply with POPIA regarding the collection, storage, and use of personal and sensitive client information, ensuring that client data is securely managed and protected from unauthorized access.
· Consent for Data Use: The organization must obtain client consent before processing personal data, particularly when using data for marketing purposes or providing services.
· Data Access Control: The workplace must have appropriate measures to ensure that only authorized personnel have access to client data, in compliance with POPIA’s stipulations.
National Credit Act (NCA) Compliance (if applicable)
· Affordability and Credit Risk Assessments: For financial products that involve credit or loan facilities, the workplace must ensure that proper affordability and credit risk assessments are conducted to prevent over-indebtedness or unsuitable credit product offerings.
· Disclosure of Costs and Terms: The organization must ensure that clients receive clear and accurate information about any credit-related financial products, including terms, fees, and interest rates, in accordance with the NCA.
Anti-Money Laundering (AML) and Counter-Terrorism Financing (CTF) Compliance
· Know Your Client (KYC) Procedures: The workplace must implement robust KYC processes to verify the identity of clients before offering financial products, preventing money laundering and terrorism financing.
· Transaction Monitoring: The organization must have systems in place to monitor transactions for suspicious activity and report any such activity to the Financial Intelligence Centre (FIC), as required by the Financial Intelligence Centre Act (FICA).
· Record-Keeping: The workplace must maintain detailed records of client transactions, including identification documents, for a prescribed period in accordance with FICA.
Tax Compliance
· Tax Obligations: The organization must comply with tax laws and ensure that all applicable taxes are collected and remitted accurately, including taxes on premiums or commissions from selling financial products.
· Tax Certificates: The workplace must provide clients with relevant tax certificates (e.g., for premiums paid or commission received) to facilitate their personal tax filings.
Health and Safety Act Compliance
· Safe Working Environment: The workplace must comply with the Occupational Health and Safety Act (OHSA) to ensure a safe and healthy environment for all employees, including learners. This includes proper ergonomics, fire safety, and addressing any workplace hazards.
· Emergency Procedures: The workplace must have clear emergency protocols and first aid procedures in place to safeguard the well-being of employees and clients.
Labour Laws Compliance
· Employment Contracts: The organization must provide learners with proper contracts that outline their roles, responsibilities, rights, and remuneration, ensuring compliance with the Basic Conditions of Employment Act (BCEA) and the Labour Relations Act (LRA).
· Fair Treatment and Equal Opportunity: The workplace must comply with anti-discrimination laws and ensure equal opportunities for all learners, offering a fair and inclusive work environment.
Skills Development and Training Compliance
· Registered Learnership Programmes: The workplace must comply with the requirements of the Skills Development Act and have registered learnership programmes in place to offer structured training and mentorship to learners.
Performance Monitoring: The organization must regularly monitor and assess the progress of learners to ensure they are developing the necessary competencies for the Tier Two financial product agent role.



	EXTERNAL ASSESSMENT CENTRE

	QUALIFICATIONS & EXPERIENCE 
	As specified in the QAS document

	FACILITATOR/LEARNER RATIO  
	As specified in the QAS document



Additional Requirements:
	RECOGNISED WORKPLACE

	 
	None



	EXTERNAL ASSESSMENT CENTRE

	
	As Specified in the QAS Document



3.3.4 Exemptions
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module components. 
3.3.5 Additional Assignments to be Assessed Externally
None


Work Experience Module (WM) - 04
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-002-01-WM04
	Client Relationship & Communication Skills.
	6
	5
	BLENDED



(a) Purpose of the Work Experience Module:
The purpose of this work experience module is to provide learners with practical exposure to the development and maintenance of long-term client relationships, effective communication, and the management of client portfolios. Learners will gain hands-on experience in handling client inquiries, providing timely updates on portfolio performance, identifying cross-selling opportunities, and resolving client concerns. The module ensures learners understand the importance of maintaining comprehensive client records while strengthening professional relationships through clear and transparent communication.
 	(b) List of Work Experience Competencies:
	WORK EXPERIENCE CODE
	WORK EXPERIENCE COMPETENCY TITLE  

	WM-04-WE01
	Develop and maintain strong, long-term relationships with clients

	WM-04-WE02
	Provide timely updates to clients about portfolio performance and market conditions

	WM-04-WE03
	Identify cross-selling opportunities during client interactions

	WM-04-WE04
	Resolve client concerns and complaints in a professional and timely manner

	WM-04-WE05
	Maintain communication logs and ensure accurate client records



(c) Scope of each Work Experience Competency: 
	WM-04-WE01	DEVELOP AND MAINTAIN STRONG, LONG-TERM RELATIONSHIPS WITH CLIENTS

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	Learners will actively engage with clients to foster and maintain strong, long-term relationships. They will be involved in regularly scheduled meetings, ensuring that clients feel valued and heard. The learner will develop skills in personalised communication, tailored to client needs, and demonstrate empathy and understanding to create trust. They will work on strategies to retain clients, identifying key factors that contribute to long-term satisfaction. The competency involves responding to clients’ needs promptly and addressing any concerns they may have to reinforce trust.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0101
	Engage with clients regularly to build rapport and trust.

	WA0102
	Understand client goals and objectives to align financial services.

	WA0103
	Personalise communication strategies based on client preferences.

	WA0104
	Actively listen and respond to client feedback to maintain satisfaction.

	WA0105
	Follow up with clients to ensure long-term relationship health.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0101
	Client meeting notes highlighting relationship-building activities.

	SE0102
	Record of client feedback and satisfaction surveys.

	SE0103
	Client follow-up communication logs.

	SE0104
	Documentation of client goal-setting and review sessions.

	SE0105
	Proof of client retention and long-term relationship metrics.



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Client Relationship Management Best Practices

	2
	Effective Communication Strategies in Financial Advisory

	3
	Customer Retention and Loyalty Techniques

	4
	Relationship Building and Networking Skills

	5
	Personalisation of Financial Services



(c) Scope of each Work Experience Competency: 
	WM-04-WE02	PROVIDE TIMELY UPDATES TO CLIENTS ABOUT PORTFOLIO PERFORMANCE AND MARKET CONDITIONS

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE:

	Learners will be responsible for delivering regular and timely updates to clients regarding their portfolio performance. This includes monitoring market trends and conditions, interpreting how these affect client portfolios, and communicating key developments clearly. They will develop the skills to translate complex financial data into understandable and actionable information for clients, ensuring that clients remain well-informed about their investments and any potential adjustments that might be needed.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0201
	Collect and analyse portfolio performance data.

	WA0202
	Translate financial data into clear and concise updates for clients.

	WA0203
	Communicate market trends and their potential impact on client portfolios.

	WA0204
	Provide actionable insights and recommendations based on portfolio performance.

	WA0205
	Follow-up with clients to ensure understanding and gather feedback.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0101
	Portfolio performance update reports sent to clients.

	SE0102
	Communication logs of updates shared with clients.

	SE0103
	Client acknowledgment or feedback on portfolio performance updates.

	SE0104
	Market trend analysis and its impact on client portfolios.

	SE0105
	Follow-up emails confirming client understanding of updates.



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Financial Market Trends and Forecasting

	2
	Portfolio Analysis and Performance Reporting

	3
	Communication Strategies for Complex Financial Information

	4
	Client Expectations Management

	5
	Risk and Return Analysis in Portfolio Management



(c) Scope of each Work Experience Competency: 
	WM-04-WE03	IDENTIFY CROSS-SELLING OPPORTUNITIES DURING CLIENT INTERACTIONS

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE:

	Learners will actively engage with clients to identify opportunities for cross-selling additional services or financial products. They will analyse clients’ current portfolios and life goals to uncover areas where further products or services may be beneficial. Through this process, learners will enhance their ability to listen and ask questions that reveal hidden needs, providing more holistic financial solutions to clients while maintaining professional integrity.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0301
	Identify client needs that can be met through additional services or products.

	WA0302
	Analyse the client’s portfolio and financial goals for cross-selling opportunities.

	WA0303
	Present cross-selling options in a relevant and customer-centric manner.

	WA0304
	Align new products or services with the client’s existing goals and objectives.

	WA0305
	Ensure clients understand the value and relevance of additional products.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0301
	Records of cross-sell suggestions discussed with clients.

	SE0302
	Documentation of client needs analysis revealing cross-sell opportunities.

	SE0303
	Cross-sell success rates and feedback from clients.

	SE0304
	Product/service proposal documentation for clients.

	SE0305
	Client feedback on new product or service recommendations.



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Product Knowledge for Cross-Selling

	2
	Client Needs Assessment Techniques

	3
	Client Behavior Analysis

	4
	Ethical Selling Practices in Financial Services

	5
	Sales and Marketing Strategies for Financial Products



(c) Scope of each Work Experience Competency: 
	WM-04-WE04	RESOLVE CLIENT CONCERNS AND COMPLAINTS IN A PROFESSIONAL AND TIMELY MANNER

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE:

	Learners will develop the skills necessary to professionally handle client complaints or concerns. They will be trained in conflict resolution strategies, focusing on empathy, active listening, and finding solutions that meet the client’s needs while maintaining a positive relationship. Learners will be expected to manage complaints promptly, keeping the client informed and offering resolutions that reflect the company’s values and commitment to client satisfaction.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0401
	Actively listen to client concerns and complaints.

	WA0402
	Identify the root cause of client dissatisfaction.

	WA0403
	Develop strategies to address client concerns effectively.

	WA0404
	Communicate resolution options and next steps clearly to clients.

	WA0405
	Follow up to ensure the client is satisfied with the resolution.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0401
	Complaint logs and resolution documentation.

	SE0402
	Email correspondence regarding complaint resolution.

	SE0403
	Client satisfaction surveys post-resolution.

	SE0404
	Follow-up records confirming issue resolution and client satisfaction.

	SE0405
	Documentation of resolution strategies and communication.



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Conflict Resolution in Client Relationships

	2
	Customer Service and Client Satisfaction

	3
	Managing Client Expectations and Concerns

	4
	Empathy and Active Listening Techniques

	5
	Communication Skills for Handling Complaints



(c) Scope of each Work Experience Competency: 
	WM-04-WE05	MAINTAIN COMMUNICATION LOGS AND ENSURE ACCURATE CLIENT RECORDS

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE:

	Learners will be responsible for maintaining accurate and detailed records of all client interactions, including phone calls, emails, meetings, and complaints. They will use CRM (Customer Relationship Management) systems or similar tools to document and track communications, ensuring that all information is up-to-date and easily accessible for future interactions. The competency includes understanding the importance of data privacy and security when handling client records.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0501
	Record client interactions and communication accurately.

	WA0502
	Utilise CRM or relevant software to track client details and interactions.

	WA0503
	Ensure all client records are kept up-to-date and complete.

	WA0504
	Ensure compliance with data privacy and protection standards.

	WA0505
	Review and update client records based on new information or interactions.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0501
	Updated client records in CRM system.

	SE0502
	Interaction logs detailing client communication.

	SE0503
	Data privacy compliance documentation.

	SE0504
	Reports showing the accuracy and completeness of client records.

	SE0505
	Evidence of regular record reviews and updates.



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	CRM and Client Record Management Systems

	2
	Data Privacy and Client Confidentiality Laws

	3
	Documentation and Record-Keeping Standards

	4
	Digital Tools for Client Communication Management

	5
	Ethical Standards in Client Data Management



3.3.3 Criteria for accreditation 
Add additional line spaces as required. Requirements, against which Skills Development Providers (SDP) and Assessment Centres, will be accredited, as listed below. 
Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	For a work environment to be recognized as appropriate for learners gaining work exposure in a qualification for Tier Two Financial Product Agents, the following critical physical tools and equipment must be available:
Computers and Software
· Computers with internet access and relevant software (e.g., Microsoft Office, CRM systems, financial product analysis tools, and product management platforms).
· Insurance product comparison software or databases to facilitate product matching and analysis.
· Client management software to track interactions, store client profiles, and document advice given.
Communication Equipment
· Telephones (landline or mobile) for client communication, including inbound and outbound calls.
· Video conferencing tools (e.g., Zoom, Microsoft Teams) to conduct virtual meetings with clients, especially in remote or hybrid environments.
· Headsets or hands-free kits for clear and effective communication during client calls or virtual meetings.
Document and Printing Tools
· Printers, scanners, and photocopiers for printing contracts, client documents, and product information sheets.
· Filing cabinets or digital archiving systems for organising client records and product documentation in compliance with data protection regulations.
· Document templates for proposals, quotations, and reports, pre-loaded into computers or accessible through the client management system.
Presentation Equipment
· Projectors or large screens for client presentations, whether in person or during virtual meetings.
· Whiteboards or flip charts for brainstorming and outlining solutions during client meetings or internal discussions.
Office Furniture and Workspaces
· Private meeting rooms with comfortable seating and sufficient privacy for client interviews and presentations.
· Desks, chairs, and workstations that allow learners to complete administrative tasks, product analysis, and documentation.
Access to Product Materials
· Insurance product brochures, policy documents, and marketing materials available for reference when advising clients.
· Up-to-date industry regulations and compliance manuals to ensure the financial products sold adhere to legal and ethical standards.
Data Security Tools
· Lockers or secure filing systems for storing sensitive client data and financial records.
· Secure online storage or cloud systems to safeguard digital client information and product details.
Training and Learning Materials
· Training manuals and resource libraries that include knowledge on financial products, regulatory frameworks, and client engagement best practices.
· Recorded webinars, tutorials, or e-learning platforms for continuous learning and self-paced development.
Feedback and Evaluation Tools
· Performance evaluation forms or feedback platforms for supervisors to review learner performance and provide guidance.
Surveys or feedback forms for clients to evaluate service quality, used for learner development and improvement.

	CONSUMABLES 
	For a work environment to be recognized as appropriate for learners gaining work exposure in a qualification for Tier Two Financial Product Agents, the following critical consumables must be available:
Office Supplies
· Paper (for printing, copying, and note-taking) in various sizes (A4, A3) and types (standard, coloured, or heavy-duty).
· Envelopes for mailing client documentation, contracts, and policy updates.
· Ink and toner cartridges for printers and photocopiers to ensure documents can be printed when needed.
· Notepads, sticky notes, and index cards for recording key information during client interactions or meetings.
· Pens, markers, highlighters, and pencils for note-taking, highlighting important information, and completing forms.
Client Communication Materials
· Business cards for learners to introduce themselves professionally to clients.
· Brochures, flyers, and pamphlets with product details, benefits, and terms to share with clients during meetings.
· Standardized forms (e.g., client intake forms, needs analysis questionnaires, consent forms) for capturing client information and assessing needs.
Document and Presentation Consumables
· Folders or binders to organize and store client files, documents, and case studies.
· Presentation materials such as handouts or printed proposals tailored to individual clients.
· Labels and sticky flags for organising, annotating, and marking important sections of documents or files.
Compliance and Regulatory Documentation
· Client consent and disclosure forms for ensuring that all necessary compliance steps are followed during sales or advisory meetings.
· Regulatory forms required for the sale of insurance products (e.g., suitability declarations, risk assessment forms) to ensure compliance with industry standards and legal requirements.
· Copies of industry guidelines or regulatory updates for learners to refer to during client interactions or product comparisons.
Marketing and Promotional Materials
· Product brochures or insurance policy documents that learners can present during client meetings to demonstrate the features and benefits of the products.
· Branded promotional materials (e.g., pens, notebooks, calendars) for use in client interactions or as giveaways to build rapport and reinforce the company's brand identity.
Office Consumables for Client Interaction
· Refreshments (e.g., water, tea, coffee, snacks) for clients and learners during face-to-face meetings, ensuring a comfortable and professional environment.
· Name tags or identification cards for learners to wear during meetings to establish professional presence and recognition.
Printing and Copying Consumables
· Business stationery (letterheads, printed forms, contracts) for professional communication and client documents.
Certificates or printed proof of sales, assessments, and client agreements for internal documentation or client retention



	EXTERNAL ASSESSMENT CENTRE

	EQUIPMENT & TOOLS  
	As specified in the QAS document

	CONSUMABLES
	As specified in the QAS document

	
	



Human Resource Requirements:
	RECOGNISED WORKPLACE

	SUPERVISOR
	QUALIFICATIONS: Minimum of an NQF Level 7 Qualification within the Financial services discipline. 
EXPERIENCE: A minimum of five years practical work experience as a manager/supervisor within the financial services industry of which at least two years must be supervising the sale of Tier Two financial services products
RATIO: 1 supervisor for every 10 learners (1:10)

	ON JOB COACH
	QUALIFICATIONS: Minimum of an NQF Level 7 Qualification within the Financial services discipline
EXPERIENCE: A minimum of five years practical work experience as a manager/supervisor within the financial services industry of which at least two years must be supervising the sale of Tier Two financial services products
RATIO: 1 Job Coach for every 10 learners

	MENTOR
	QUALIFICATIONS: Minimum of an NQF Level 7 Qualification within the Financial services discipline
EXPERIENCE: A minimum of five years practical work experience as a manager/supervisor within the financial services industry of which at least two years must be supervising the sale of Tier Two financial services products
RATIO: 1 Mentor for every 20 learners



	ASSESSMENT CENTRE

	QUALIFICATIONS & EXPERIENCE 
	As specified in the QAS document

	FACILITATOR/LEARNER RATIO  
	As specified in the QAS document



Legal Requirements:
	RECOGNISED WORKPLACE

	
	Financial Sector Conduct Authority (FSCA) Compliance
· Licensing and Registration: The workplace must be licensed and registered with the FSCA to offer financial products and services, including Tier Two insurance products, to ensure that all activities are legally authorized.
· Fit and Proper Requirements: Employees (including learners) must meet the FSCA's "fit and proper" standards, which include competency, honesty, integrity, and financial soundness.
· Product Suitability and Conduct Standards: The workplace must ensure that all Tier Two financial products offered are suitable for the target market and that the marketing and sales practices comply with the FSCA’s conduct standards to prevent misrepresentation or unsuitable recommendations.
Consumer Protection Act (CPA) Compliance
· Fair Marketing and Sales Practices: The workplace must ensure that all marketing and sales activities comply with the CPA’s principles, such as honest representation, clear disclosure of product terms, and the avoidance of aggressive or misleading sales tactics.
· Cooling-Off Period: The workplace must adhere to the provisions of the CPA related to the cooling-off period for consumers, allowing them a specified time to cancel insurance contracts after purchase without penalty.
· Consumer Rights: The organization must have policies in place to inform clients of their rights under the CPA, including the right to cancel policies, receive clear product information, and lodge complaints.
Protection of Personal Information Act (POPIA) Compliance
· Data Protection and Privacy: The workplace must comply with POPIA regarding the collection, storage, and use of personal and sensitive client information, ensuring that client data is securely managed and protected from unauthorized access.
· Consent for Data Use: The organization must obtain client consent before processing personal data, particularly when using data for marketing purposes or providing services.
· Data Access Control: The workplace must have appropriate measures to ensure that only authorized personnel have access to client data, in compliance with POPIA’s stipulations.
National Credit Act (NCA) Compliance (if applicable)
· Affordability and Credit Risk Assessments: For financial products that involve credit or loan facilities, the workplace must ensure that proper affordability and credit risk assessments are conducted to prevent over-indebtedness or unsuitable credit product offerings.
· Disclosure of Costs and Terms: The organization must ensure that clients receive clear and accurate information about any credit-related financial products, including terms, fees, and interest rates, in accordance with the NCA.
Anti-Money Laundering (AML) and Counter-Terrorism Financing (CTF) Compliance
· Know Your Client (KYC) Procedures: The workplace must implement robust KYC processes to verify the identity of clients before offering financial products, preventing money laundering and terrorism financing.
· Transaction Monitoring: The organization must have systems in place to monitor transactions for suspicious activity and report any such activity to the Financial Intelligence Centre (FIC), as required by the Financial Intelligence Centre Act (FICA).
· Record-Keeping: The workplace must maintain detailed records of client transactions, including identification documents, for a prescribed period in accordance with FICA.
Tax Compliance
· Tax Obligations: The organization must comply with tax laws and ensure that all applicable taxes are collected and remitted accurately, including taxes on premiums or commissions from selling financial products.
· Tax Certificates: The workplace must provide clients with relevant tax certificates (e.g., for premiums paid or commission received) to facilitate their personal tax filings.
Health and Safety Act Compliance
· Safe Working Environment: The workplace must comply with the Occupational Health and Safety Act (OHSA) to ensure a safe and healthy environment for all employees, including learners. This includes proper ergonomics, fire safety, and addressing any workplace hazards.
· Emergency Procedures: The workplace must have clear emergency protocols and first aid procedures in place to safeguard the well-being of employees and clients.
Labour Laws Compliance
· Employment Contracts: The organization must provide learners with proper contracts that outline their roles, responsibilities, rights, and remuneration, ensuring compliance with the Basic Conditions of Employment Act (BCEA) and the Labour Relations Act (LRA).
· Fair Treatment and Equal Opportunity: The workplace must comply with anti-discrimination laws and ensure equal opportunities for all learners, offering a fair and inclusive work environment.
Skills Development and Training Compliance
· Registered Learnership Programmes: The workplace must comply with the requirements of the Skills Development Act and have registered learnership programmes in place to offer structured training and mentorship to learners.
Performance Monitoring: The organization must regularly monitor and assess the progress of learners to ensure they are developing the necessary competencies for the Tier Two financial product agent role.



	EXTERNAL ASSESSMENT CENTRE

	QUALIFICATIONS & EXPERIENCE 
	As specified in the QAS document

	FACILITATOR/LEARNER RATIO  
	As specified in the QAS document



Additional Requirements:
	RECOGNISED WORKPLACE

	 
	None



	EXTERNAL ASSESSMENT CENTRE

	
	As Specified in the QAS Document

	  
	



3.3.4 Exemptions
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module components. 
3.3.5 Additional Assignments to be Assessed Externally
None


Work Experience Module (WM) - 05
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-002-01-WM05
	Regulatory Compliance, Ethical Practice, and Decision-Making in Financial Advisory
	6
	5
	BLENDED



(a) Purpose of the Work Experience Module:
This module aims to equip financial advisors with the essential skills and knowledge to ensure compliance with regulatory standards and ethical guidelines while making sound decisions in their daily client interactions. It focuses on the importance of transparency, fairness, and legal responsibility in the delivery of financial services, alongside the ability to adapt to changes in both client circumstances and regulatory environments. Learners will gain practical experience in maintaining compliance, promoting ethical practices, and making ethical decisions to sustain trust and long-term client relationships.

 	(b) List of Work Experience Competencies:
	WORK EXPERIENCE CODE
	WORK EXPERIENCE COMPETENCY TITLE  

	WM-05-WE01
	Regulatory Compliance in Financial Advisory

	WM-05-WE02
	Client Education on Legal Rights and Responsibilities

	WM-05-WE03
	Implementation of Internal Procedures for Compliance

	WM-05-WE04
	Adherence to Ethical Guidelines in Client Interactions

	WM-05-WE05
	Keeping Up with Regulatory Changes and Ensuring Ongoing Compliance



(c) Scope of each Work Experience Competency: 
	WM-05-WE01	REGULATORY COMPLIANCE IN FINANCIAL ADVISORY

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	This competency focuses on ensuring that all financial advice complies with legal regulations. Learners will ensure that financial plans are in line with current legal and industry regulations, and they will maintain records and documentation to confirm compliance.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0101
	Review client financial plans for compliance with regulations.

	WA0102
	Ensure advice provided aligns with current legal and financial guidelines.

	WA0103
	Maintain detailed compliance records for client meetings and advice.

	WA0104
	Implement regular compliance checks on portfolios and financial strategies.

	WA0105
	Monitor and update knowledge on regulatory changes impacting client plans.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0101
	Compliance checklists for client meetings.

	SE0102
	Records of advice given with reference to regulatory adherence.

	SE0103
	Client consent and acknowledgment forms regarding compliance.

	SE0104
	Internal audit reports or compliance reviews.

	SE0105
	Ongoing training records on regulatory updates



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Financial regulations governing financial advisory services.

	2
	Legal frameworks around investment advice and client portfolio management.

	3
	Industry-specific compliance standards for financial planning.

	4
	Regulatory updates and their implications for financial services.

	5
	Record-keeping and audit practices in financial advisory.



(c) Scope of each Work Experience Competency: 
	WM-05-WE02	CLIENT EDUCATION ON LEGAL RIGHTS AND RESPONSIBILITIES

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE:

	Learners will educate clients on their legal rights and responsibilities in financial planning, ensuring they understand the implications of their financial decisions. This will involve developing materials and communication strategies to facilitate informed client decision-making.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0201
	Develop educational materials about legal rights and responsibilities.

	WA0202
	Explain financial products and their legal implications to clients.

	WA0203
	Assist clients in understanding their financial planning obligations.

	WA0204
	Document educational sessions with clients for compliance purposes.

	WA0205
	Obtain feedback from clients regarding their understanding of legal concepts.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0201
	Client education materials (e.g., brochures, presentations).

	SE0202
	Records of client discussions about their legal responsibilities.

	SE0203
	Testimonials or feedback from clients acknowledging their understanding.

	SE0204
	Copies of contracts and agreements explaining legal rights.

	SE0205
	Training records on client education strategies.



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Legal aspects of financial advisory services.

	2
	Client education methodologies in financial planning.

	3
	Legal rights of clients in relation to their financial products.

	4
	Risk management in client education.

	5
	Financial literacy and its importance in client decision-making.



(c) Scope of each Work Experience Competency: 
	WM-05-WE03	IMPLEMENTATION OF INTERNAL PROCEDURES FOR COMPLIANCE

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE:

	This competency ensures learners understand and implement internal organizational procedures to maintain compliance with industry standards. They will actively participate in internal audits and reviews, ensuring that all actions taken comply with both internal policies and external regulations.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0301
	Understand and apply internal compliance procedures in financial advising.

	WA0302
	Participate in compliance audits and reviews to assess procedure adherence.

	WA0303
	Implement corrective actions where non-compliance is identified.

	WA0304
	Ensure that client advice is documented in line with internal procedures.

	WA0305
	Keep track of compliance issues and monitor resolution progress.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0301
	Internal audit reports or compliance reviews.

	SE0302
	Corrective action reports following non-compliance issues.

	SE0303
	Meeting notes regarding internal procedure discussions.

	SE0304
	Records of compliance checks for financial plans.

	SE0305
	Documentation of compliance monitoring activities.



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Organizational compliance standards and policies.

	2
	Internal audits and their role in maintaining regulatory adherence.

	3
	Risk management related to compliance failures.

	4
	Corrective actions and preventive compliance strategies.

	5
	The role of financial institutions in enforcing compliance standards.



(c) Scope of each Work Experience Competency: 
	WM-05-WE04	ADHERENCE TO ETHICAL GUIDELINES IN CLIENT INTERACTIONS

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE:

	Learners will demonstrate the ability to adhere to professional ethical guidelines during client interactions. This includes providing fair, transparent, and unbiased advice that aligns with both legal and moral standards of the financial advisory industry.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0401
	Follow ethical guidelines in all client interactions.

	WA0402
	Ensure transparency and fairness in financial advice.

	WA0403
	Prioritise clients’ best interests in all financial recommendations.

	WA0404
	Address any ethical dilemmas or conflicts of interest promptly.

	WA0405
	Document and report ethical conduct in financial planning activities.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0401
	Documentation of ethical guidelines adhered to in daily client interactions.

	SE0402
	Client feedback on the transparency and fairness of advice.

	SE0403
	Supervisor feedback on adherence to ethical practices.

	SE0404
	Performance evaluations based on ethical standards.

	SE0405
	Case studies or records of ethical decision-making.



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Professional codes of ethics for financial advisors.

	2
	Transparency, fairness, and client advocacy in financial planning.

	3
	Conflict-of-interest management and resolution in advisory services.

	4
	Ethical sales practices and client-first approaches.

	5
	Best practices in ethical decision-making for financial advisors.



(c) Scope of each Work Experience Competency: 
	WM-05-WE05	KEEPING UP WITH REGULATORY CHANGES AND ENSURING ONGOING COMPLIANCE

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE:

	Learners will stay updated with regulatory changes and adapt their practices to ensure continued compliance. This includes taking part in training, reading regulatory updates, and updating client plans to reflect any new legal or regulatory requirements.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0501
	Attend regular compliance training sessions.

	WA0502
	Monitor regulatory changes that impact financial services.

	WA0503
	Update financial plans based on new regulations.

	WA0504
	Communicate regulatory changes to clients as necessary.

	WA0505
	Maintain a personal record of all relevant regulatory training and certifications.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0501
	Training records or certification updates on regulatory topics.

	SE0502
	Internal reports on regulatory changes and their impacts.

	SE0503
	Documentation of client communication regarding regulatory updates.

	SE0504
	Records of regulatory compliance in updated client plans.

	SE0505
	Participation logs for industry seminars or compliance workshops.



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Industry regulations and their role in financial planning.

	2
	Continuous professional development in financial advisory services.

	3
	Procedures for incorporating new regulations into client plans.

	4
	Compliance monitoring systems in financial services.

	5
	The importance of regulatory knowledge for client trust and transparency.



3.3.3 Criteria for accreditation 
Add additional line spaces as required. Requirements, against which Skills Development Providers (SDP) and Assessment Centres, will be accredited, as listed below. 
Physical Requirements:
	[bookmark: _Toc149225112]SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	For a work environment to be recognized as appropriate for learners gaining work exposure in a qualification for Tier Two Financial Product Agents, the following critical physical tools and equipment must be available:
Computers and Software
· Computers with internet access and relevant software (e.g., Microsoft Office, CRM systems, financial product analysis tools, and product management platforms).
· Insurance product comparison software or databases to facilitate product matching and analysis.
· Client management software to track interactions, store client profiles, and document advice given.
Communication Equipment
· Telephones (landline or mobile) for client communication, including inbound and outbound calls.
· Video conferencing tools (e.g., Zoom, Microsoft Teams) to conduct virtual meetings with clients, especially in remote or hybrid environments.
· Headsets or hands-free kits for clear and effective communication during client calls or virtual meetings.
Document and Printing Tools
· Printers, scanners, and photocopiers for printing contracts, client documents, and product information sheets.
· Filing cabinets or digital archiving systems for organising client records and product documentation in compliance with data protection regulations.
· Document templates for proposals, quotations, and reports, pre-loaded into computers or accessible through the client management system.
Presentation Equipment
· Projectors or large screens for client presentations, whether in person or during virtual meetings.
· Whiteboards or flip charts for brainstorming and outlining solutions during client meetings or internal discussions.
Office Furniture and Workspaces
· Private meeting rooms with comfortable seating and sufficient privacy for client interviews and presentations.
· Desks, chairs, and workstations that allow learners to complete administrative tasks, product analysis, and documentation.
Access to Product Materials
· Insurance product brochures, policy documents, and marketing materials available for reference when advising clients.
· Up-to-date industry regulations and compliance manuals to ensure the financial products sold adhere to legal and ethical standards.
Data Security Tools
· Lockers or secure filing systems for storing sensitive client data and financial records.
· Secure online storage or cloud systems to safeguard digital client information and product details.
Training and Learning Materials
· Training manuals and resource libraries that include knowledge on financial products, regulatory frameworks, and client engagement best practices.
· Recorded webinars, tutorials, or e-learning platforms for continuous learning and self-paced development.
Feedback and Evaluation Tools
· Performance evaluation forms or feedback platforms for supervisors to review learner performance and provide guidance.
Surveys or feedback forms for clients to evaluate service quality, used for learner development and improvement.

	CONSUMABLES 
	For a work environment to be recognized as appropriate for learners gaining work exposure in a qualification for Tier Two Financial Product Agents, the following critical consumables must be available:
Office Supplies
· Paper (for printing, copying, and note-taking) in various sizes (A4, A3) and types (standard, coloured, or heavy-duty).
· Envelopes for mailing client documentation, contracts, and policy updates.
· Ink and toner cartridges for printers and photocopiers to ensure documents can be printed when needed.
· Notepads, sticky notes, and index cards for recording key information during client interactions or meetings.
· Pens, markers, highlighters, and pencils for note-taking, highlighting important information, and completing forms.
Client Communication Materials
· Business cards for learners to introduce themselves professionally to clients.
· Brochures, flyers, and pamphlets with product details, benefits, and terms to share with clients during meetings.
· Standardized forms (e.g., client intake forms, needs analysis questionnaires, consent forms) for capturing client information and assessing needs.
Document and Presentation Consumables
· Folders or binders to organize and store client files, documents, and case studies.
· Presentation materials such as handouts or printed proposals tailored to individual clients.
· Labels and sticky flags for organising, annotating, and marking important sections of documents or files.
Compliance and Regulatory Documentation
· Client consent and disclosure forms for ensuring that all necessary compliance steps are followed during sales or advisory meetings.
· Regulatory forms required for the sale of insurance products (e.g., suitability declarations, risk assessment forms) to ensure compliance with industry standards and legal requirements.
· Copies of industry guidelines or regulatory updates for learners to refer to during client interactions or product comparisons.
Marketing and Promotional Materials
· Product brochures or insurance policy documents that learners can present during client meetings to demonstrate the features and benefits of the products.
· Branded promotional materials (e.g., pens, notebooks, calendars) for use in client interactions or as giveaways to build rapport and reinforce the company's brand identity.
Office Consumables for Client Interaction
· Refreshments (e.g., water, tea, coffee, snacks) for clients and learners during face-to-face meetings, ensuring a comfortable and professional environment.
· Name tags or identification cards for learners to wear during meetings to establish professional presence and recognition.
Printing and Copying Consumables
· Business stationery (letterheads, printed forms, contracts) for professional communication and client documents.
Certificates or printed proof of sales, assessments, and client agreements for internal documentation or client retention



	EXTERNAL ASSESSMENT CENTRE

	EQUIPMENT & TOOLS  
	As specified in the QAS document

	CONSUMABLES
	As specified in the QAS document

	
	



Human Resource Requirements:
	RECOGNISED WORKPLACE

	SUPERVISOR
	QUALIFICATIONS: Minimum of an NQF Level 7 Qualification within the Financial services discipline. 
EXPERIENCE: A minimum of five years practical work experience as a manager/supervisor within the financial services industry of which at least two years must be supervising the sale of Tier Two financial services products
RATIO: 1 supervisor for every 10 learners (1:10)

	ON JOB COACH
	QUALIFICATIONS: Minimum of an NQF Level 7 Qualification within the Financial services discipline
EXPERIENCE: A minimum of five years practical work experience as a manager/supervisor within the financial services industry of which at least two years must be supervising the sale of Tier Two financial services products
RATIO: 1 Job Coach for every 10 learners

	MENTOR
	QUALIFICATIONS: Minimum of an NQF Level 7 Qualification within the Financial services discipline
EXPERIENCE: A minimum of five years practical work experience as a manager/supervisor within the financial services industry of which at least two years must be supervising the sale of Tier Two financial services products
RATIO: 1 Mentor for every 20 learners



	ASSESSMENT CENTRE

	QUALIFICATIONS & EXPERIENCE 
	As specified in the QAS document

	FACILITATOR/LEARNER RATIO  
	As specified in the QAS document



Legal Requirements:
	RECOGNISED WORKPLACE

	
	Financial Sector Conduct Authority (FSCA) Compliance
· Licensing and Registration: The workplace must be licensed and registered with the FSCA to offer financial products and services, including Tier Two insurance products, to ensure that all activities are legally authorized.
· Fit and Proper Requirements: Employees (including learners) must meet the FSCA's "fit and proper" standards, which include competency, honesty, integrity, and financial soundness.
· Product Suitability and Conduct Standards: The workplace must ensure that all Tier Two financial products offered are suitable for the target market and that the marketing and sales practices comply with the FSCA’s conduct standards to prevent misrepresentation or unsuitable recommendations.
Consumer Protection Act (CPA) Compliance
· Fair Marketing and Sales Practices: The workplace must ensure that all marketing and sales activities comply with the CPA’s principles, such as honest representation, clear disclosure of product terms, and the avoidance of aggressive or misleading sales tactics.
· Cooling-Off Period: The workplace must adhere to the provisions of the CPA related to the cooling-off period for consumers, allowing them a specified time to cancel insurance contracts after purchase without penalty.
· Consumer Rights: The organization must have policies in place to inform clients of their rights under the CPA, including the right to cancel policies, receive clear product information, and lodge complaints.
Protection of Personal Information Act (POPIA) Compliance
· Data Protection and Privacy: The workplace must comply with POPIA regarding the collection, storage, and use of personal and sensitive client information, ensuring that client data is securely managed and protected from unauthorized access.
· Consent for Data Use: The organization must obtain client consent before processing personal data, particularly when using data for marketing purposes or providing services.
· Data Access Control: The workplace must have appropriate measures to ensure that only authorized personnel have access to client data, in compliance with POPIA’s stipulations.
National Credit Act (NCA) Compliance (if applicable)
· Affordability and Credit Risk Assessments: For financial products that involve credit or loan facilities, the workplace must ensure that proper affordability and credit risk assessments are conducted to prevent over-indebtedness or unsuitable credit product offerings.
· Disclosure of Costs and Terms: The organization must ensure that clients receive clear and accurate information about any credit-related financial products, including terms, fees, and interest rates, in accordance with the NCA.
Anti-Money Laundering (AML) and Counter-Terrorism Financing (CTF) Compliance
· Know Your Client (KYC) Procedures: The workplace must implement robust KYC processes to verify the identity of clients before offering financial products, preventing money laundering and terrorism financing.
· Transaction Monitoring: The organization must have systems in place to monitor transactions for suspicious activity and report any such activity to the Financial Intelligence Centre (FIC), as required by the Financial Intelligence Centre Act (FICA).
· Record-Keeping: The workplace must maintain detailed records of client transactions, including identification documents, for a prescribed period in accordance with FICA.
Tax Compliance
· Tax Obligations: The organization must comply with tax laws and ensure that all applicable taxes are collected and remitted accurately, including taxes on premiums or commissions from selling financial products.
· Tax Certificates: The workplace must provide clients with relevant tax certificates (e.g., for premiums paid or commission received) to facilitate their personal tax filings.
Health and Safety Act Compliance
· Safe Working Environment: The workplace must comply with the Occupational Health and Safety Act (OHSA) to ensure a safe and healthy environment for all employees, including learners. This includes proper ergonomics, fire safety, and addressing any workplace hazards.
· Emergency Procedures: The workplace must have clear emergency protocols and first aid procedures in place to safeguard the well-being of employees and clients.
Labour Laws Compliance
· Employment Contracts: The organization must provide learners with proper contracts that outline their roles, responsibilities, rights, and remuneration, ensuring compliance with the Basic Conditions of Employment Act (BCEA) and the Labour Relations Act (LRA).
· Fair Treatment and Equal Opportunity: The workplace must comply with anti-discrimination laws and ensure equal opportunities for all learners, offering a fair and inclusive work environment.
Skills Development and Training Compliance
· Registered Learnership Programmes: The workplace must comply with the requirements of the Skills Development Act and have registered learnership programmes in place to offer structured training and mentorship to learners.
Performance Monitoring: The organization must regularly monitor and assess the progress of learners to ensure they are developing the necessary competencies for the Tier Two financial product agent role.



	EXTERNAL ASSESSMENT CENTRE

	QUALIFICATIONS & EXPERIENCE 
	As specified in the QAS document

	FACILITATOR/LEARNER RATIO  
	As specified in the QAS document



Additional Requirements:
	RECOGNISED WORKPLACE

	 
	None



	EXTERNAL ASSESSMENT CENTRE

	
	As Specified in the QAS Document

	  
	



3.3.4 Exemptions
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module components. 
3.3.5 Additional Assignments to be Assessed Externally
None


3.4 POSSIBLE SEQUENCING AND INTEGRATION
Listing and order of modules in the sequence in which these modules will follow each other during delivery/implementation. This allows for integration of KM, AM (PM/ WM) as work logically flows. 
	ORDER 
	MODULE TITLE 
	MODULE CODE
	LEVEL
	CREDITS

	1
	Portfolio Management & Performance Optimisation
	241301-002-01-KM01
	6
	10

	2
	Client Portfolio Management & Advisory Practice
	241301-002-01-WM01
	6
	10

	3
	Financial Problem Solving & Adaptation
	241301-002-01-KM02
	6
	5

	4
	Client Portfolio Analysis & Recommendation Implementation
	241301-002-01-PM01
	6
	10

	5
	Specialised Financial Solutions & Cross-Selling
	241301-002-01-KM03
	6
	10

	6
	Problem-Solving & Adaptive Strategies for Changing Circumstances
	241301-002-01-PM02
	6
	5

	7
	Client Communication & Relationship Management
	241301-002-01-KM04
	6
	10

	8
	Client Relationship Management & Trust Building
	241301-002-01-PM04
	6
	10

	9
	Ethical and Professional Decision-Making
	241301-002-01-KM05
	6
	5

	10
	Ethical Conduct in Client Engagement & Advisory Practice
	241301-002-01-PM05
	6
	5

	11
	Resource Management & Accountability
	241301-002-01-KM06
	6
	5

	12
	Decision-Making & Resource Allocation
	241301-002-01-PM06
	6
	5

	13
	Specialised Financial Solutions Implementation
	241301-002-01-WM03
	6
	5

	14
	Financial Problem Solving & Adaptation
	241301-002-01-WM02
	6
	5

	15
	Ethical Decision-Making in Practice
	241301-002-01-WM05
	6
	5

	16
	Client Relationship & Communication Skills
	241301-002-01-WM04
	6
	5

	17
	Regulatory Compliance & Reporting on Portfolio Performance
	241301-002-01-PM01
	6
	10




[bookmark: _Toc109733559][bookmark: _Toc149225113]SECTION 4. STATEMENT OF WORK EXPERIENCE

	QUALIFICATION TYPE 
	QUALIFICATION TITLE/DESCRIPTOR
	NQF LEVEL
	CREDITS 

	Advanced Occupational Certificate
	Financial Services Advisor
	6
	120



	CURRICULUM CODE 
	241301-002-01-00



	LEARNER DETAILS

	NAME:
	

	ID NUMBER:
	

	EMPLOYER DETAILS

	COMPANY NAME:
	

	ADDRESS:
	

	SUPERVISOR NAME:
	

	WORK TELEPHONE:	
	

	E-MAIL:	
	




	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-002-01-WM-01 
	Client Portfolio Management & Advisory Practice
	6
	10
	BLENDED



	WORK EXPERIENCE MODULE DETAILS 

	WM-01-WE01	CONDUCT CLIENT PORTFOLIO ASSESSMENTS AND IDENTIFY AREAS FOR IMPROVEMENT

	WM-01-WE01
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0101
	Analyse current asset allocation in client portfolios.
	
	

	WA0102
	Identify underperforming assets and areas of potential risk.
	
	

	WA0103
	Assess portfolio alignment with clients' financial goals.
	
	

	WA0104
	Evaluate diversification and its effectiveness.
	
	

	WA0105
	Determine gaps or opportunities for portfolio enhancement.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0101
	Portfolio analysis reports showing asset allocations and performance metrics.
	
	

	SE0102
	Client interviews or questionnaires identifying financial goals and expectations.
	
	

	SE0103
	Comparison of portfolio performance against market benchmarks.
	
	

	SE0104
	Records of portfolio rebalancing or adjustments based on client needs.
	
	

	SE0105
	Documentation of recommendations made for portfolio improvements.
	
	

	WM-01-WE02: REBALANCE CLIENT PORTFOLIOS BASED ON FINANCIAL OBJECTIVES AND MARKET CONDITIONS

	WM-01-WE02
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0201
	Review the client's risk tolerance and investment objectives.
	
	

	WA0202
	Assess current market conditions and their impact on the portfolio.
	
	

	WA0203
	Implement rebalancing strategies to align portfolios with client goals.
	
	

	WA0204
	Adjust asset allocations based on changing market conditions or client needs.
	
	

	WA0205
	Ensure the rebalance aligns with regulatory requirements and industry best practices.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0101
	Rebalancing reports or portfolio adjustments reflecting updated allocations.
	
	

	SE0102
	Documentation of market conditions or economic factors influencing portfolio adjustments.
	
	

	SE0103
	Client communication detailing the rationale for rebalancing decisions.
	
	

	SE0104
	Performance tracking tools or software used for portfolio monitoring.
	
	

	SE0105
	Compliance checklists to ensure rebalancing meets regulatory standards.
	
	

	WM-01-WE03: MONITOR CLIENT PORTFOLIO PERFORMANCE AND SUGGEST ADJUSTMENTS AS NEEDED

	WM-01-WE03
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0301
	Regularly track portfolio performance against financial goals.
	
	

	WA0302
	Identify any underperforming assets or areas of concern.
	
	

	WA0303
	Analyse external factors (e.g., market changes, economic shifts) impacting portfolio performance.
	
	

	WA0304
	Provide timely recommendations for adjustments to optimise performance.
	
	

	WA0305
	Communicate performance outcomes to clients and discuss necessary changes.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0301
	Portfolio performance reports comparing current performance with financial goals.
	
	

	SE0302
	Documentation of external factors affecting portfolio performance.
	
	

	SE0303
	Client meeting notes outlining discussions of portfolio adjustments.
	
	

	SE0304
	Email correspondence or written reports detailing suggested adjustments.
	
	

	SE0305
	Performance tracking tools demonstrating ongoing portfolio monitoring.
	
	

	WM-01-WE04: EVALUATE THE CLIENT’S RISK PROFILE AND SUGGEST SUITABLE INVESTMENT OPTIONS

	WM-01-WE04
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0401
	Conduct thorough risk profiling of the client through questionnaires or interviews.
	
	

	WA0402
	Analyse the client’s investment horizon, income needs, and risk tolerance.
	
	

	WA0403
	Identify suitable investment products or solutions based on the client's profile.
	
	

	WA0404
	Explain the potential risks and rewards of different investment options.
	
	

	WA0405
	Update the client’s risk profile and investment strategy as needed based on changing circumstances.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0401
	Completed risk profile questionnaires or client interviews.
	
	

	SE0402
	Client investment profiles with details of risk tolerance and financial goals.
	
	

	SE0403
	Records of investment recommendations made based on the client’s risk profile.
	
	

	SE0404
	Documentation of the client’s feedback on investment options.
	
	

	SE0405
	Portfolio adjustments reflecting changes in the client’s risk profile or financial situation.
	
	

	WM-01-WE05: REPORT ON PORTFOLIO PERFORMANCE TO CLIENTS AND PROVIDE ACTIONABLE ADVICE

	WM-01-WE05
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0501
	Prepare detailed reports summarizing portfolio performance and outcomes.
	
	

	WA0502
	Clearly communicate portfolio performance against benchmarks or financial goals.
	
	

	WA0503
	Provide actionable advice based on performance data and market conditions.
	
	

	WA0504
	Present reports in a clear, professional manner to clients, using understandable language.
	
	

	WA0505
	Follow up with clients to discuss the implementation of advice or adjustments.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0501
	Portfolio performance reports presented to clients (in person or digitally).
	
	

	SE0502
	Client meeting notes documenting discussions of portfolio performance.
	
	

	SE0503
	Documentation of actionable advice provided during client meetings.
	
	

	SE0504
	Email correspondence or letters summarizing portfolio performance and recommendations.
	
	

	SE0505
	Feedback from clients on the advice provided and any adjustments made to the portfolio.
	
	




	NUMBER
	CONTEXTUALISED WORKPLACE KNOWLEDGE
	DATE
	SIGNATURE

	1.
	Portfolio Assessment and Optimisation
	
	

	2.
	Market Conditions and Investment Adjustments
	
	

	3.
	Risk Management and Client Profiling
	
	

	4.
	Communication and Client Reporting
	
	

	5.
	Regulatory Compliance and Ethical Considerations in Portfolio Management
	
	

	NUMBER
	ADDITIONAL ASSIGNMENTS TO BE ASSESSED EXTERNALLY
	DATE
	SIGNATURE

	1.
	
	
	




	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-002-01-WM02
	Financial Problem Solving & Adaptation.
	6
	5
	BLENDED



	WORK EXPERIENCE MODULE DETAILS 

	WM-02-WE01	GATHER AND ANALYSE CLIENT FINANCIAL DATA TO IDENTIFY FINANCIAL PLANNING NEEDS

	WM-02-WE01
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0101
	Conduct initial client consultations to collect relevant financial information.
	
	

	WA0102
	Organize and structure client financial data for analysis.
	
	

	WA0103
	Analyse financial statements and documents to identify areas of concern or opportunity.
	
	

	WA0104
	Use financial analysis tools and software to assess client needs.
	
	

	WA0105
	Present findings and identified needs to clients, preparing for financial planning sessions.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0101
	Completed client financial information forms or spreadsheets.
	
	

	SE0102
	Analysis reports highlighting identified financial needs.
	
	

	SE0103
	Meeting notes or recordings from initial client consultations.
	
	

	SE0104
	Summary of financial data gathered and organized for analysis.
	
	

	SE0105
	Client approval or acknowledgment of the gathered financial data.
	
	

	WM-02-WE02	DEVELOP PERSONALISED FINANCIAL PLANS BASED ON CLIENTS’ GOALS, RISK PROFILES, AND FINANCIAL DATA

	WM-02-WE02
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0201
	Define client goals and objectives during financial consultations.
	
	

	WA0202
	Create detailed financial plans, addressing client goals, risk tolerance, and financial data.
	
	

	WA0203
	Incorporate tax planning, estate planning, and investment strategies in the plan.
	
	

	WA0204
	Tailor solutions to align with clients’ risk profiles and financial goals.
	
	

	WA0205
	Obtain client feedback and approval on the proposed plan.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0201
	Drafted and finalized financial plans with clear goals, strategies, and recommendations.
	
	

	SE0202
	Client approval or signature on proposed financial plans.
	
	

	SE0203
	Client goal-setting documentation.
	
	

	SE0204
	Finalized financial plan documents, including asset allocation strategies.
	
	

	SE0205
	Notes on client feedback and any revisions made to the plan.
	
	

	WM-02-WE03	RECOMMEND APPROPRIATE FINANCIAL PRODUCTS BASED ON CLIENT NEEDS ANALYSIS

	WM-02-WE03
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0301
	Analyse available financial products that match identified client needs.
	
	

	WA0302
	Prepare product recommendations and justifications for clients.
	
	

	WA0303
	Discuss alternative product options with clients, ensuring they understand the benefits and risks.
	
	

	WA0304
	Monitor product suitability based on evolving client needs.
	
	

	WA0305
	Ensure that the recommended products are in line with client goals and financial plans.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0301
	Records of product recommendations, including justifications and alternatives presented.
	
	

	SE0302
	Documentation of client discussions regarding recommended financial products.
	
	

	SE0303
	Comparison charts for different financial products.
	
	

	SE0304
	Product suitability review notes and client feedback.
	
	

	SE0305
	Meeting summaries and communication records with clients regarding recommendations.
	
	

	WM-02-WE04	ENSURE THE FINANCIAL PLAN COMPLIES WITH REGULATORY STANDARDS AND INTERNAL POLICIES

	WM-02-WE04
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0401
	Familiarize with relevant financial regulations and organizational policies.
	
	

	WA0402
	Perform a thorough review of the financial plan to ensure it meets regulatory standards.
	
	

	WA0403
	Ensure compliance with ethical guidelines in financial product recommendations.
	
	

	WA0404
	Document compliance checks and ensure necessary records are maintained.
	
	

	WA0405
	Communicate with regulatory bodies or compliance departments if necessary to clarify guidelines.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0401
	Compliance checklists or review notes confirming adherence to legal and organizational standards.
	
	

	SE0402
	Internal audit reports or feedback confirming compliance.
	
	

	SE0403
	Signed compliance documentation from the client.
	
	

	SE0404
	Regulatory guidelines or policies used to ensure compliance.
	
	

	SE0405
	Notes or reports on communication with compliance officers or regulatory bodies.
	
	

	WM-02-WE05	REVIEW AND REVISE FINANCIAL PLANS AS CLIENT CIRCUMSTANCES CHANGE

	WM-02-WE05
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0501
	Stay updated on changes in client life circumstances or financial status.
	
	

	WA0502
	Evaluate how changes in the client’s situation affect their existing financial plan.
	
	

	WA0503
	Suggest necessary revisions to the financial plan to account for new circumstances.
	
	

	WA0504
	Communicate changes and revisions to clients in a clear and transparent manner.
	
	

	WA0505
	Implement revisions and ensure the plan remains aligned with the client’s financial goals.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0501
	Records of regular client meetings or follow-up calls to discuss plan revisions.
	
	

	SE0502
	Revised financial plans with updated recommendations based on changed circumstances.
	
	

	SE0503
	Documentation of changes in client circumstances, such as income, family status, or health.
	
	

	SE0504
	Meeting notes confirming client understanding and agreement with revisions.
	
	

	SE0505
	Documentation of any new product recommendations based on revised plans
	
	




	NUMBER
	CONTEXTUALISED WORKPLACE KNOWLEDGE
	DATE
	SIGNATURE

	1.
	Client Financial Data Collection and Analysis
	
	

	2.
	Personalised Financial Planning and Strategy Development
	
	

	3.
	Financial Product Selection and Recommendation
	
	

	4.
	Regulatory Compliance in Financial Planning
	
	

	5.
	Plan Review and Adaptation Based on Changing Circumstances
	
	

	NUMBER
	ADDITIONAL ASSIGNMENTS TO BE ASSESSED EXTERNALLY
	DATE
	SIGNATURE

	1.
	
	
	






	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-002-01-WM03
	Specialised Financial Solutions Implementation.
	6
	5
	BLENDED



	WORK EXPERIENCE MODULE DETAILS 

	WM-03-WE01	ASSESSING CLIENT NEEDS FOR SPECIALISED FINANCIAL SOLUTIONS

	WM-03-WE01
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0101
	Conduct in-depth client interviews to assess financial goals.
	
	

	WA0102
	Analyse client financial documents to identify specialised needs.
	
	

	WA0103
	Determine whether specialised financial solutions are required.
	
	

	WA0104
	Evaluate clients’ risk tolerance and financial situation for specialised planning.
	
	

	WA0105
	Document and communicate findings and needs to relevant parties.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0101
	Client financial questionnaires and interview notes.
	
	

	SE0102
	Risk assessment forms and analysis.
	
	

	SE0103
	Financial need analysis reports.
	
	

	SE0104
	Record of client meeting discussions and outcomes.
	
	

	SE0105
	Documented client goals and needs summary.
	
	

	WM-03-WE02	RECOMMENDING APPROPRIATE SPECIALISED FINANCIAL PRODUCTS

	WM-03-WE02
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0201
	Research available specialised financial products that align with client needs.
	
	

	WA0202
	Analyse the suitability of various financial products for specific client requirements.
	
	

	WA0203
	Present and explain the benefits, risks, and costs of recommended products.
	
	

	WA0204
	Provide alternative solutions, when necessary, based on client preferences.
	
	

	WA0205
	Ensure all recommendations comply with legal and regulatory requirements.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0201
	Product recommendation reports with justifications.
	
	

	SE0202
	Client presentations on recommended financial products.
	
	

	SE0203
	Documentation of client product selections or preferences.
	
	

	SE0204
	Comparison sheets for alternative product options.
	
	

	SE0205
	Product performance reports or data sheets.
	
	

	WM-03-WE03	COORDINATING IMPLEMENTATION OF SPECIALISED FINANCIAL SOLUTIONS

	WM-03-WE03
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0301
	Coordinate communication between clients and service providers.
	
	

	WA0302
	Ensure all paperwork and documentation are completed accurately.
	
	

	WA0303
	Monitor the progress of implementation and resolve any issues.
	
	

	WA0304
	Schedule and manage meetings with clients and relevant professionals.
	
	

	WA0305
	Provide regular updates to clients on the status of their specialised solutions.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0301
	Client implementation action plans and timelines.
	
	

	SE0302
	Correspondence between clients and service providers.
	
	

	SE0303
	Meeting notes and implementation progress reports.
	
	

	SE0304
	Finalized contracts or agreements with service providers.
	
	

	SE0305
	Confirmation emails or signed documents from clients.
	
	

	WM-03-WE04	MONITORING AND EVALUATING THE PERFORMANCE OF SPECIALISED SOLUTIONS

	WM-03-WE04
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0401
	Regularly track the performance of implemented financial solutions.
	
	

	WA0402
	Review financial reports and data to assess solution effectiveness.
	
	

	WA0403
	Discuss performance results with clients and make recommendations.
	
	

	WA0404
	Adjust solutions based on performance analysis and client feedback.
	
	

	WA0405
	Maintain records of performance evaluations and action plans.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0401
	Portfolio performance analysis and reports.
	
	

	SE0402
	Regular client update emails or meeting notes.
	
	

	SE0403
	Performance monitoring tools or dashboards.
	
	

	SE0404
	Revised financial plans based on performance analysis.
	
	

	SE0405
	Client feedback surveys or performance evaluation forms.
	
	

	WM-03-WE05	REVIEWING AND ADJUSTING SPECIALISED SOLUTIONS BASED ON CLIENT NEEDS

	WM-03-WE05
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0501
	Identify changes in client circumstances that impact financial plans.
	
	

	WA0502
	Reevaluate existing solutions in light of client updates or market changes.
	
	

	WA0503
	Provide recommendations to adjust or modify solutions as needed.
	
	

	WA0504
	Implement changes and ensure that the adjustments align with client goals.
	
	

	WA0505
	Document changes and communicate them clearly to clients.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0501
	Updated financial plans with revisions or adjustments.
	
	

	SE0502
	Records of client meetings or consultations regarding plan changes.
	
	

	SE0503
	Documentation of reasons for adjustments.
	
	

	SE0504
	New product recommendations based on changing client needs.
	
	

	SE0505
	Communication logs with clients regarding revised solutions.
	
	




	NUMBER
	CONTEXTUALISED WORKPLACE KNOWLEDGE
	DATE
	SIGNATURE

	1.
	Assessing Client Needs for Specialised Financial Solutions
	
	

	2.
	Recommending Appropriate Specialised Financial Products
	
	

	3.
	Coordinating Implementation of Specialised Financial Solutions
	
	

	4.
	Monitoring and Evaluating the Performance of Specialised Solutions
	
	

	5.
	Reviewing and Adjusting Specialised Solutions Based on Client Needs
	
	

	NUMBER
	ADDITIONAL ASSIGNMENTS TO BE ASSESSED EXTERNALLY
	DATE
	SIGNATURE

	1.
	
	
	





	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-002-01-WM04
	Client Relationship & Communication Skills.
	6
	5
	BLENDED



	WORK EXPERIENCE MODULE DETAILS 

	WM-04-WE01	DEVELOP AND MAINTAIN STRONG, LONG-TERM RELATIONSHIPS WITH CLIENTS

	WM-04-WE01
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0101
	Engage with clients regularly to build rapport and trust.
	
	

	WA0102
	Understand client goals and objectives to align financial services.
	
	

	WA0103
	Personalise communication strategies based on client preferences.
	
	

	WA0104
	Actively listen and respond to client feedback to maintain satisfaction.
	
	

	WA0105
	Follow up with clients to ensure long-term relationship health.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0101
	Client meeting notes highlighting relationship-building activities.
	
	

	SE0102
	Record of client feedback and satisfaction surveys.
	
	

	SE0103
	Client follow-up communication logs.
	
	

	SE0104
	Documentation of client goal-setting and review sessions.
	
	

	SE0105
	Proof of client retention and long-term relationship metrics.
	
	

	WM-04-WE02	PROVIDE TIMELY UPDATES TO CLIENTS ABOUT PORTFOLIO PERFORMANCE AND MARKET CONDITIONS

	WM-04-WE02
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0201
	Collect and analyse portfolio performance data.
	
	

	WA0202
	Translate financial data into clear and concise updates for clients.
	
	

	WA0203
	Communicate market trends and their potential impact on client portfolios.
	
	

	WA0204
	Provide actionable insights and recommendations based on portfolio performance.
	
	

	WA0205
	Follow-up with clients to ensure understanding and gather feedback.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0201
	Portfolio performance update reports sent to clients.
	
	

	SE0202
	Communication logs of updates shared with clients.
	
	

	SE0203
	Client acknowledgment or feedback on portfolio performance updates.
	
	

	SE0204
	Market trend analysis and its impact on client portfolios.
	
	

	SE0205
	Follow-up emails confirming client understanding of updates.
	
	

	WM-04-WE03	IDENTIFY CROSS-SELLING OPPORTUNITIES DURING CLIENT INTERACTIONS

	WM-04-WE03
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0301
	Identify client needs that can be met through additional services or products.
	
	

	WA0302
	Analyse the client’s portfolio and financial goals for cross-selling opportunities.
	
	

	WA0303
	Present cross-selling options in a relevant and customer-centric manner.
	
	

	WA0304
	Align new products or services with the client’s existing goals and objectives.
	
	

	WA0305
	Ensure clients understand the value and relevance of additional products.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0301
	Records of cross-sell suggestions discussed with clients.
	
	

	SE0302
	Documentation of client needs analysis revealing cross-sell opportunities.
	
	

	SE0303
	Cross-sell success rates and feedback from clients.
	
	

	SE0304
	Product/service proposal documentation for clients.
	
	

	SE0305
	Client feedback on new product or service recommendations.
	
	

	WM-04-WE04	RESOLVE CLIENT CONCERNS AND COMPLAINTS IN A PROFESSIONAL AND TIMELY MANNER

	WM-04-WE04
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0401
	Actively listen to client concerns and complaints.
	
	

	WA0402
	Identify the root cause of client dissatisfaction.
	
	

	WA0403
	Develop strategies to address client concerns effectively.
	
	

	WA0404
	Communicate resolution options and next steps clearly to clients.
	
	

	WA0405
	Follow up to ensure the client is satisfied with the resolution.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0401
	Complaint logs and resolution documentation.
	
	

	SE0402
	Email correspondence regarding complaint resolution.
	
	

	SE0403
	Client satisfaction surveys post-resolution.
	
	

	SE0404
	Follow-up records confirming issue resolution and client satisfaction.
	
	

	SE0405
	Documentation of resolution strategies and communication.
	
	

	WM-04-WE05	MAINTAIN COMMUNICATION LOGS AND ENSURE ACCURATE CLIENT RECORDS

	WM-04-WE05
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0501
	Record client interactions and communication accurately.
	
	

	WA0502
	Utilise CRM or relevant software to track client details and interactions.
	
	

	WA0503
	Ensure all client records are kept up-to-date and complete.
	
	

	WA0504
	Ensure compliance with data privacy and protection standards.
	
	

	WA0505
	Review and update client records based on new information or interactions.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0501
	Updated client records in CRM system.
	
	

	SE0502
	Interaction logs detailing client communication.
	
	

	SE0503
	Data privacy compliance documentation.
	
	

	SE0504
	Reports showing the accuracy and completeness of client records.
	
	

	SE0505
	Evidence of regular record reviews and updates.
	
	




	NUMBER
	CONTEXTUALISED WORKPLACE KNOWLEDGE
	DATE
	SIGNATURE

	1.
	Develop and Maintain Strong, Long-Term Relationships with Clients
	
	

	2.
	Provide Timely Updates to Clients About Portfolio Performance and Market Conditions
	
	

	3.
	Identify Cross-Selling Opportunities During Client Interactions
	
	

	4.
	Resolve Client Concerns and Complaints in a Professional and Timely Manner
	
	

	5.
	Maintain Communication Logs and Ensure Accurate Client Records
	
	

	NUMBER
	ADDITIONAL ASSIGNMENTS TO BE ASSESSED EXTERNALLY
	DATE
	SIGNATURE

	1.
	
	
	






	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-002-01-WM05
	Regulatory Compliance, Ethical Practice, and Decision-Making in Financial Advisory
	6
	5
	BLENDED



	WORK EXPERIENCE MODULE DETAILS 

	WM-05-WE01	REGULATORY COMPLIANCE IN FINANCIAL ADVISORY

	WM-05-WE01
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0101
	Review client financial plans for compliance with regulations.
	
	

	WA0102
	Ensure advice provided aligns with current legal and financial guidelines.
	
	

	WA0103
	Maintain detailed compliance records for client meetings and advice.
	
	

	WA0104
	Implement regular compliance checks on portfolios and financial strategies.
	
	

	WA0105
	Monitor and update knowledge on regulatory changes impacting client plans.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0101
	Compliance checklists for client meetings.
	
	

	SE0102
	Records of advice given with reference to regulatory adherence.
	
	

	SE0103
	Client consent and acknowledgment forms regarding compliance.
	
	

	SE0104
	Internal audit reports or compliance reviews.
	
	

	SE0105
	Ongoing training records on regulatory updates
	
	

	WM-05-WE02	CLIENT EDUCATION ON LEGAL RIGHTS AND RESPONSIBILITIES

	WM-04-WE02
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0201
	Develop educational materials about legal rights and responsibilities.
	
	

	WA0202
	Explain financial products and their legal implications to clients.
	
	

	WA0203
	Assist clients in understanding their financial planning obligations.
	
	

	WA0204
	Document educational sessions with clients for compliance purposes.
	
	

	WA0205
	Obtain feedback from clients regarding their understanding of legal concepts.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0201
	Client education materials (e.g., brochures, presentations).
	
	

	SE0202
	Records of client discussions about their legal responsibilities.
	
	

	SE0203
	Testimonials or feedback from clients acknowledging their understanding.
	
	

	SE0204
	Copies of contracts and agreements explaining legal rights.
	
	

	SE0205
	Training records on client education strategies.
	
	

	WM-05-WE03	IMPLEMENTATION OF INTERNAL PROCEDURES FOR COMPLIANCE

	WM-05-WE03
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0301
	Understand and apply internal compliance procedures in financial advising.
	
	

	WA0302
	Participate in compliance audits and reviews to assess procedure adherence.
	
	

	WA0303
	Implement corrective actions where non-compliance is identified.
	
	

	WA0304
	Ensure that client advice is documented in line with internal procedures.
	
	

	WA0305
	Keep track of compliance issues and monitor resolution progress.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0301
	Internal audit reports or compliance reviews.
	
	

	SE0302
	Corrective action reports following non-compliance issues.
	
	

	SE0303
	Meeting notes regarding internal procedure discussions.
	
	

	SE0304
	Records of compliance checks for financial plans.
	
	

	SE0305
	Documentation of compliance monitoring activities.
	
	

	WM-05-WE04	ADHERENCE TO ETHICAL GUIDELINES IN CLIENT INTERACTIONS

	WM-04-WE04
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0401
	Follow ethical guidelines in all client interactions.
	
	

	WA0402
	Ensure transparency and fairness in financial advice.
	
	

	WA0403
	Prioritise clients’ best interests in all financial recommendations.
	
	

	WA0404
	Address any ethical dilemmas or conflicts of interest promptly.
	
	

	WA0405
	Document and report ethical conduct in financial planning activities.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0401
	Documentation of ethical guidelines adhered to in daily client interactions.
	
	

	SE0402
	Client feedback on the transparency and fairness of advice.
	
	

	SE0403
	Supervisor feedback on adherence to ethical practices.
	
	

	SE0404
	Performance evaluations based on ethical standards.
	
	

	SE0405
	Case studies or records of ethical decision-making.
	
	

	WM-05-WE05	KEEPING UP WITH REGULATORY CHANGES AND ENSURING ONGOING COMPLIANCE

	WM-05-WE05
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0501
	Attend regular compliance training sessions.
	
	

	WA0502
	Monitor regulatory changes that impact financial services.
	
	

	WA0503
	Update financial plans based on new regulations.
	
	

	WA0504
	Communicate regulatory changes to clients as necessary.
	
	

	WA0505
	Maintain a personal record of all relevant regulatory training and certifications.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0501
	Industry regulations and their role in financial planning.
	
	

	SE0502
	Continuous professional development in financial advisory services.
	
	

	SE0503
	Procedures for incorporating new regulations into client plans.
	
	

	SE0504
	Compliance monitoring systems in financial services.
	
	

	SE0505
	The importance of regulatory knowledge for client trust and transparency.
	
	




	NUMBER
	CONTEXTUALISED WORKPLACE KNOWLEDGE
	DATE
	SIGNATURE

	1.
	Regulatory Compliance in Financial Advisory
	
	

	2.
	Client Education on Legal Rights and Responsibilities
	
	

	3.
	Implementation of Internal Procedures for Compliance
	
	

	4.
	Adherence to Ethical Guidelines in Client Interactions
	
	

	5.
	Keeping Up with Regulatory Changes and Ensuring Ongoing Compliance
	
	

	NUMBER
	ADDITIONAL ASSIGNMENTS TO BE ASSESSED EXTERNALLY
	DATE
	SIGNATURE

	1.
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