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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 Qualification addressed by this Curriculum.
	TYPE
	TITLE
	NQF LEVEL
	CREDITS
	CURRICULUM CODE

	Specialisation
	Financial Services Practitioner
	5
	140
	241301-001-01-00



[bookmark: _Toc149225055]1.1.3 Alternative titles used by industry:
· [bookmark: _Toc109733529][bookmark: _Toc149225056]Junior Financial Advisor
· Trainee Financial Planner
· Wealth Management Associate
· Financial Planning Intern
· Client Relationship Consultant
· Associate Wealth Advisor
· Sales Consultant (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 -
Higher Occupational Certificate: Business Banking Officer, NQF Level 5
Between sub-frameworks - 
[bookmark: _Hlk109398619]Higher Certificate: Wealth Management, NQF Level 5
[bookmark: _Toc148983866][bookmark: _Toc149225059](b)  Vertical Articulation: This qualification articulates vertically within the OQSF as follows:
There are currently no qualification registered on the OQSF that is deemed suitable for vertical articulation.
[bookmark: _Toc148983867][bookmark: _Toc149225060]
(c) Diagonal Articulation: This qualification articulates diagonally across NQF levels and across Sub-Frameworks:
Advanced Certificate in Business Management, NQF Level 6

[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: _Hlk187750602]N/A
[bookmark: _Toc109814205][bookmark: _Toc149225064](b) Learning Opportunities:
N/A

[bookmark: _Toc109733539][bookmark: _Toc149225065]

[bookmark: _Hlk187995477][bookmark: _Hlk188093729]1.3 Curriculum Structure:

[bookmark: _Toc109733540][bookmark: _Toc149225066]1.3.1 Knowledge/Theory Modules:
1.3.1.1 Compulsory Knowledge Modules
241301-001-01-KM-01 Determining Client Needs and Financial Status, NQF Level 5, Credits 10
241301-001-01-KM-02 Financial Planning Techniques, NQF Level 5, Credits 10
241301-001-01-KM-03 Financial Plan Development and Communication, NQF Level 5, Credits 10
241301-001-01-KM-04 Ethics and Compliance in Financial Services, NQF Level 5, Credits 10.
Total number of credits for compulsory Knowledge Modules = 40
1.3.1.2 Elective Knowledge/Theory Modules (Select one of the following Modules)
241301-001-KM-06, Health Care Benefits advisory services, NQF Level 6, Credits 20
241301-001-KM-07, Retirement Fund Benefits advisory services, NQF Level 6, Credits 20
241301-001-KM-08, Investments Advisory Services, NQF Level 6, Credits 20
241301-001-KM09, Long Term Insurance Advisory Services, NQF Level 6, Credits 20
[bookmark: _Toc109733541][bookmark: _Toc149225067]Total number of credits for the Elective Knowledge/Theory Modules = 20
TOTAL CREDITS FOR KNOWLEDGE MODULES = 60
1.3.2 Practical Skills Modules:
1.3.2.1 Compulsory Practical Skills Modules
241301-001-01-PM-01 Client Information Gathering and Analysis, NQF Level 5, Credits 10
241301-001-01-PM-02 Financial Plan Development and Implementation, NQF Level 5, Credits 10
241301-001-01-PM-03 Ethical and Legal Compliance in Financial Services, NQF Level 5, Credits 10
241301-001-01-PM-04 Client Relationship Management and Portfolio Development, NQF Level 5, Credits 10.
241301-001-01-PM-05: Apply professional techniques and practices to conduct estate planning, NQF Level 5, Credits 10.
Total number of credits for compulsory practical skills = 50
1.3.2.2. Elective Practical Skills Modules – select one of the following modules
241301-001-01-PM-06 – Provide advice on and integrate Long Term Insurance into a Financial plans, NQF Level 6, Credits 10.
241301-001-01-PM-07 - Provide advice on and integrate Healthcare Benefits into a Financial plan, NQF Level 6, Credits 10.
241301-001-01-PM-08 - Provide advice on and integrate Pension Fund Benefits into a Financial plan, NQF Level 6, Credits 10.
241301-001-01-PM-09- Provide advice on and integrate Investments into a Financial plan, NQF Level 6, Credits 10.
Total Number of Credits for elective Practical Skills Modules = 10
[bookmark: _Toc109733542][bookmark: _Toc149225068]TOTAL CREDITS FOR PRACTICAL SKILLS MODULES = 60
1.3.3 Work Experience Modules:
241301-001-01-WM-01 Workplace processes and procedures for Client Information Gathering and Financial Needs Analysis, NQF Level 5, Credits 5.
241301-001-01-WM-02 Workplace processes and procedures for integrated Financial Plan Development, NQF Level 5, Credits 5.
241301-001-01-WM-03 Workplace processes and procedures for ensuring Legal and Ethical Compliance in Financial Services, NQF Level 5, Credits 5.
241301-001-01-WM-04 Workplace processes and procedures for Client Relationship Management and Portfolio Development, NQF Level 5, Credits 5.
Total number of credits for the compulsory work experience modules: 20
TOTAL CREDITS FOR THE QUALIFICATION = 140
[bookmark: _Toc109733543][bookmark: _Toc149225069]1.4 Entry Requirements:
NQF Level 4 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 qualification if they do not meet the formal, minimum entry requirements for admission. RPL assessment provides an alternative access route into a programme of learning, qualification, part-qualification, or skills programme. 
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 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, part-qualification or skills programme. 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 Qualification(s)/Part- Qualification(s)/Skills Programme(s) Related to this Curriculum
	QUALIFICATION/PART- QUALIFICATION/SKILLS PROGRAMME
	 TYPE
(NOMENCLATURE)
	TITLE (DESCRIPTOR)
	NQF LEVEL
	CREDITS

	Qualification
	Higher Occupational Certificate
	Financial Services Practitioner
	5
	140



[bookmark: _Toc149225076]

SECTION 2:  OCCUPATIONAL 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 Practitioner. 
Financial Practitioners collect and analyse clients’ needs and information to recommend possible financial service solutions that will satisfy the clients longer term needs building up and maintaining a portfolio of quality financial service clients within a Financial Service Advisory Practice.
2.2 Tasks:
	TASK
	LINKS TO ELO

	TASK 01
Collect client’s information to identify possible financial services needs and opportunities
	ELO 01
Gather clients and potential client’s information from a range of sources to evaluate the client’s current wealth management status and identify specific financial services needs that will protect and enhance the client’s wealth status now and in the future.

	TASK 02
Use appropriate tools to analyse client information and convert it into financial services needs and opportunities
	ELO 02
Select and apply standard methods, procedures or techniques within the field of wealth management to discipline to analyse client information and convert it into financial services needs and opportunities.


	TASK 03
Develop a basic financial plan with suitable recommendations to meet the clients current and future needs.
	ELO 03
Identify, evaluate and solve defined, routine and new problems when developing a basic financial plan with suitable recommendations to meet the clients current and future needs 

	TASK 04
Present and communicate the proposed plan and record all recommendations
	ELO 04
Produce and communicate the proposed basic financial plan reliably, accurately and coherently, using professional financial planning conventions and professional practices

	TASK 05
Implement the agreed recommendations
	ELO 05
Take account of, and act in accordance with, prescribed organisational and professional ethical codes of conduct, values and practices when procuring and implementing financial services in accordance with the agreed wealth protection and growth plan.



[bookmark: _Toc109733549][bookmark: _Toc149225079]2.3 Occupational Task Details:
Financial Services Practitioners collect and analyse clients’ needs and information to recommend possible financial service solutions that will satisfy the clients’ longer-term needs, building and maintaining a portfolio of quality financial service clients within a Financial Service Advisory Practice.
[bookmark: _Toc149225080][bookmark: _Toc109733550]2.3.1 Task 1 
[bookmark: _Toc149225081]Collect client’s information to identify possible financial services needs and opportunities
(a) Unique Product or Service:
[bookmark: _Toc149225082]The Financial Services Practitioner accurately collects comprehensive client information to identify potential financial needs and opportunities, forming the foundation for personalised advice. 
(b) Responsibilities:
1. [bookmark: _Toc149225083]Conduct in-depth interviews with clients to gather financial, personal, and lifestyle information.
2. Collect documents and data such as income statements, assets, liabilities, and insurance policies.
3. Ensure accurate and complete documentation of all client information.
4. Identify gaps in the client’s current financial situation that could be addressed by financial services.
5. Verify and validate the accuracy of the collected information with the client.
(c) Contexts:
· Physical Work Environment: Mostly office-based or virtual but may involve home visits or meetings in professional client spaces. Client-facing interactions are frequent, requiring comfort in formal settings.
· Level of Decision-Making: Low to moderate, primarily focused on collecting information, though some judgment is needed to identify initial client needs.
· Stakeholder Interaction: Frequent interaction with clients and internal teams, such as administrative and compliance personnel, to ensure thorough and compliant data collection.
[bookmark: _Toc109733552][bookmark: _Toc149225084]2.3.2 Task 2
Use appropriate tools to analyse client information and convert it into financial services needs and opportunities 
(a) Unique Product or Service:
The practitioner efficiently uses financial analysis tools to convert raw client data into identified needs and opportunities for financial service solutions. 
(b) Responsibilities:
1. Input and organise collected data using financial planning software or spreadsheets.
2. Analyse income, expenditure, assets, and liabilities to assess the client’s current financial health.
3. Use risk profiling tools to determine the client’s risk tolerance.
4. Identify key areas where financial products or strategies could improve the client’s financial position.
5. Prepare reports summarising the client’s financial situation and potential solutions.
(c) Contexts:
· Physical Work Environment: Primarily office-based, relying on financial analysis software and databases to review and process client data.
· Level of Decision-Making: Moderate, requiring interpretation of financial data to identify opportunities, although guided by structured analysis tools and models.
· Stakeholder Interaction: Limited client interaction during this phase but requires collaboration with financial analysts or product specialists to validate findings.
2.3.3 Task 3
Develop a basic financial plan with suitable recommendations to meet the client’s current and future needs.
(a) Unique Product or Service:
The practitioner develops a tailored financial plan that aligns with the client’s current and future financial goals, providing suitable recommendations based on the analysis. 
(b) Responsibilities:
1. Draft a financial plan based on the client’s financial needs, risk profile, and goals.
2. Select appropriate financial products (e.g., insurance, investments) that align with the client’s objectives.
3. Ensure the recommendations consider both short-term liquidity needs and long-term growth.
4. Customise the financial plan to balance risk and reward according to the client’s tolerance.
5. Review the plan with senior advisors or mentors to ensure accuracy and alignment with best practices.
(c) Contexts:
· Physical Work Environment: Office-based, relying on financial planning tools and consultation with senior advisors. The role involves significant desk work.
· Level of Decision-Making: High. The practitioner must make informed decisions about product recommendations, plan structure, and suitability for the client’s needs, while adhering to compliance requirements.
· Stakeholder Interaction: Interaction with senior advisors for plan validation and occasional client consultations to verify preferences and ensure alignment.
2.3.4 Task 4
Present and communicate the proposed plan and record all recommendations.
(a) Unique Product or Service:
The Financial Services Practitioner effectively presents and explains the financial plan to clients, ensuring that all recommendations are understood and accurately recorded. 
(b) Responsibilities:
1. Prepare and structure a clear presentation of the financial plan, highlighting key recommendations.
2. Communicate the plan’s benefits, risks, and long-term value to the client.
3. Answer any client questions or concerns about the recommendations.
4. Ensure that the client understands and acknowledges all aspects of the plan.
5. Record all client responses and agreement to the plan in the company’s CRM system 
(c) Contexts:
· Physical Work Environment: Client-facing meetings in an office setting or virtually, with the use of visual aids and reports. Formal communication is key.
· Level of Decision-Making: Moderate to high, especially in adjusting the presentation based on client feedback. Real-time decisions may be necessary based on client concerns.
· Stakeholder Interaction: Significant client interaction to explain the plan and gather approval. Additional internal coordination with compliance teams to record approvals.
2.3.5 Task 5
Implement the agreed recommendations.
(a) Unique Product or Service:
The Financial Services Practitioner ensures the successful execution of the agreed-upon financial plan by coordinating all necessary actions and product implementations. 
(b) Responsibilities:
1. Complete all necessary paperwork and digital forms to activate financial products.
2. Coordinate with product providers, insurers, and investment firms to implement the agreed solutions.
3. Ensure all regulatory requirements and documentation are adhered to during the implementation.
4. Monitor the progress of the implementation and resolve any delays or issues.
5. Confirm with the client once all products are in place and provide ongoing support as needed.
(c) Contexts:
· Physical Work Environment: Primarily office-based, involving administrative tasks and coordination with external service providers.
· Level of Decision-Making: Moderate. The practitioner must ensure proper execution of the plan and address any issues during implementation, although guided by organisational processes.
· Stakeholder Interaction: Extensive coordination with external service providers and clients, ensuring the smooth activation of financial products and continuous client communication.


SECTION 3: CURRICULUM COMPONENT SPECIFICATIONS
[bookmark: _Toc109733553][bookmark: _Toc149225085]3.1 Knowledge Module Specifications:
3.1.1 List of Knowledge modules
Compulsory Knowledge Modules:
	[bookmark: _Hlk187918364]MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-001-01-KM-01
	Determining Client Needs and Financial Status for providing financial services advice.
	5
	10
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended

	241301-001-01-KM-02
	Generic Principles of Financial Planning and associated planning techniques.
	5
	20
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended

	241301-001-01-KM-03
	Processes for Financial Plan Development and Communication.
	5
	5
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended

	241301-001-01-KM-04
	Fundamentals of Ethics and Compliance in Financial Services
	5
	5
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended

	Elective Knowledge Modules – Select one of the following specialisation modules

	241301-001-01-KM05
	Health Care benefits advisory services.
	6
	20
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended

	241301-001-01-KM06
	Retirement fund benefits advisory services.
	6
	20
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended

	241301-001-01-KM07
	Investment advisory services.
	6
	20
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended

	241301-001-01-KM08
	Long-term insurance advisory services.
	6
	20
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended


Total credits for the compulsory knowledge modules = 40
Total Credits for the elective knowledge modules = 20
Total Credits for knowledge modules in the qualification = 60
[bookmark: _Toc149225091][bookmark: _Toc149225086][bookmark: _Toc109733554]3.1.2. Criteria for accreditation 
The training will be delivered in various teaching and learning modes as specified in each module. The following are globally recognised definitions delineating each of these teaching and learning modes:
Definitions of Learning and Teaching Modes:
· Distance Teaching and Learning:
A mode of education where learners and instructors are physically separated, relying on asynchronous or synchronous communication through various means, such as online platforms, printed materials, or telecommunication.
· Computer-Based Teaching and Learning:
A technology-driven mode where learners engage with educational content through computers, often using interactive software, simulations, or e-learning platforms without requiring direct instructor interaction.
· Face-to-Face Teaching and Learning:
A traditional mode where learners and instructors interact in person, typically in a physical classroom or similar setting, allowing real-time interaction and immediate feedback.
· Blended Teaching and Learning:
A hybrid approach combining face-to-face and online learning, leveraging the strengths of both methods to enhance flexibility, engagement, and accessibility.

Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	· Reliable internet connectivity: Essential for distance and computer-based teaching and required for the online components of blended learning.
· Learning Management System (LMS): Platforms such as Moodle or Blackboard are essential for organising, delivering, and tracking online and blended learning.
· Communication tools: Includes email, messaging apps, and video conferencing platforms such as Zoom or MS Teams, used especially in distance and blended learning.
· Multimedia resources: Digital presentations, online videos, interactive e-learning software, and simulations for online modes; projectors, whiteboards, and printed materials for face-to-face learning.
· Provider hardware: Computers or laptops with webcams, microphones, and printers for content creation and delivery across all modes.
· Learner hardware: Devices such as computers, laptops, or mobile devices with reliable internet for accessing online content in distance, computer-based, and blended learning. 
· Applicable software applications: Word processing tools, spreadsheets, presentations, e-learning platforms, and digital communication software.
· Learning materials: Digital content such as e-books, quizzes, simulations, or printed resources depending on the mode of delivery.
· Physical infrastructure: A classroom or training space with tables, chairs, adequate lighting, and teaching tools for face-to-face and blended delivery.
· Technical support: IT assistance to manage and troubleshoot issues related to digital tools, platforms, and connectivity in computer-based, distance, and blended learning.

	CONSUMABLES 
	· Curriculum-aligned learning materials: May include printed or digital study guides, workbooks, handouts, and assessments appropriate to the mode of delivery.
· Stationery for provider use: Pens, markers, flip charts, whiteboard markers, paper, and envelopes for classroom activities and administrative correspondence.
· Stationery for learners: Notebooks, pens, pencils, rulers, and personal writing materials for note-taking and assignments during face-to-face and blended sessions.
· Printer ink and paper: Required for printing learning materials, certificates, tests, and worksheets, especially in face-to-face and blended modes.
· Electricity supply: Essential for powering devices, projectors, lighting, and internet access across all teaching modes.
· Data and internet bundles: Required for digital communication, online assessments, and learner engagement in distance, computer-based, and blended learning.
· Teaching aids: Includes both physical tools (e.g., charts, flashcards) and digital resources (e.g., videos, e-books, simulations) depending on the teaching strategy.
· Assessment materials: Printed tests, project templates, and digital quizzes aligned to learning outcomes across the different delivery modes.
· Maintenance supplies: Cleaning materials and basic equipment maintenance items for classrooms and IT infrastructure.
· Batteries and power backup: Required for uninterrupted delivery, particularly where technology such as projectors, microphones, or computers are used.



Human Resource Requirements:
	[bookmark: _Hlk187933375]SKILLS DEVELOPMENT PROVIDER (SDP)

	QUALIFICATIONS & EXPERIENCE 
	QUALIFICATION: Facilitators of learning must, at minimum, be in possession of a recognised and valid NQF Level 6 Qualification and have appropriate technical work experience in the financial services sector.
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 TEACHING: 1:25
NON-CONTACT TEACHING: 1:50


Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	To deliver training for the Higher Occupational Certificate for Financial Services Practitioners, training providers must comply with specific legislative requirements related to the financial services sector, education, labour laws, and business operation standards. Below is a comprehensive list of key legislative acts, along with their compliance requirements:

1. Skills Development Act, 1998 (Act No. 97 of 1998)
· Compliance Requirements:
· Register with the relevant Sector Education and Training Authority (SETA) to facilitate skills development programmes.
· Submit annual training reports to SETA and implement workplace skills plans.
· Ensure alignment of training programmes with the National Qualifications Framework (NQF) and QCTO standards.
· Adhere to requirements for skills development levies, including registration with SARS for levy contributions.

2. National Qualifications Framework Act, 2008 (Act No. 67 of 2008)
· Compliance Requirements:
· Align learning programmes with NQF levels, specifically at NQF Level 6 for the targeted qualification.
· Ensure compliance with policies and guidelines issued by the South African Qualifications Authority (SAQA) and the QCTO.
· Accurately register learner achievements on the National Learner Records Database (NLRD).

3. Financial Advisory and Intermediary Services Act, 2002 (FAIS Act) (Act No. 37 of 2002)
· Compliance Requirements:
· Training content must cover regulatory requirements for financial advisors and intermediaries.
· Ensure that facilitators and assessors delivering the training have appropriate financial services knowledge and are registered as Key Individuals (KIs) or representatives, if applicable.
· Maintain a curriculum that includes compliance with FAIS Fit and Proper standards for competence, honesty, and operational ability.

4. Protection of Personal Information Act, 2013 (POPIA) (Act No. 4 of 2013)
· Compliance Requirements:
· Establish policies for protecting personal learner data, including consent mechanisms for data collection.
· Secure all records, including financial, academic, and personal information, against unauthorized access.
· Appoint an Information Officer to oversee compliance with POPIA regulations.

5. Basic Conditions of Employment Act, 1997 (Act No. 75 of 1997)
· Compliance Requirements:
· Adhere to labour laws governing facilitators, assessors, and administrative staff.
· Ensure compliance with employment contracts, working hours, leave entitlements, and fair labour practices.

6. Broad-Based Black Economic Empowerment Act, 2003 (B-BBEE) (Act No. 53 of 2003)
· Compliance Requirements:
· Demonstrate compliance with B-BBEE requirements, including contributions to skills development initiatives.
· Provide evidence of workplace integration and training opportunities for historically disadvantaged individuals.

7. Companies Act, 2008 (Act No. 71 of 2008)
· Compliance Requirements:
· Ensure the training provider is a registered legal entity with proper governance structures.
· Maintain accurate financial records and adhere to annual reporting requirements.

8. Consumer Protection Act, 2008 (Act No. 68 of 2008)
· Compliance Requirements:
· Provide clear and accurate information about training programmes, costs, and expected outcomes.
· Handle complaints and grievances in accordance with the act's guidelines.

9. Employment Equity Act, 1998 (Act No. 55 of 1998)
· Compliance Requirements:
· Ensure equitable representation of designated groups in training programmes and employment practices.
· Submit annual Employment Equity Reports if the provider qualifies as a designated employer.

10. South African Revenue Service (SARS) Compliance
· Compliance Requirements:
· Register with SARS for tax purposes, including VAT, PAYE, and Skills Development Levies.
· Submit annual and monthly tax returns and ensure compliance with SARS regulations.

11. Occupational Health and Safety Act, 1993 (Act No. 85 of 1993)
· Compliance Requirements:
· Maintain a safe learning environment, ensuring compliance with health and safety standards.
· Conduct regular risk assessments and train staff and learners on health and safety practices.

12. Unemployment Insurance Act, 2001 (Act No. 63 of 2001)
· Compliance Requirements:
· Register employees for UIF and ensure monthly contributions are made.
· Provide necessary UIF documentation for employees when required.

13. Higher Education Act, 1997 (Act No. 101 of 1997)
· Compliance Requirements:
· If applicable, register as a private higher education institution if offering accredited higher education qualifications.
· Adhere to the standards and quality assurance requirements set by the Council on Higher Education (CHE).

14. Tax Administration Act, 2011 (Act No. 28 of 2011)
· Compliance Requirements:
· Keep detailed records of financial transactions related to training programmes.
· Ensure timely submission of tax documents and maintain compliance with tax regulations.

By adhering to these legislative requirements, training providers demonstrate their commitment to delivering high-quality, legally compliant training aligned with national and sectoral standards.



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

	 Key QCTO Organizational Requirements for Accreditation
	Category
	Requirement

	Legal and Administrative
	- Must be a registered legal entity (e.g., company, NGO, or trust) with appropriate governance structures.

	
	- Proof of registration with the relevant national authority (e.g., CIPC in South Africa).

	
	- Valid tax clearance certificate from the South African Revenue Service (SARS).

	
	- Adequate financial resources to sustain training activities.

	Learning Programme
	- Structured learning programme aligned to the occupational qualification’s curriculum and assessment specifications.

	
	- Compliance with the Occupational Qualification Document (OQD), Curriculum Document, and Qualification Assessment Specification (QAS).

	Facilities and Equipment
	- Access to adequate physical or virtual facilities for effective learning delivery (e.g., classrooms, workshops, or labs).

	
	- Provision of tools, equipment, and learning resources specified in the curriculum.

	
	- Health and safety measures in place for learners and staff.

	Staff and Facilitators
	- Qualified facilitators, assessors, and moderators registered with the relevant Assessment Quality Partner (AQP).

	
	- Proof of staff qualifications and experience in the field of the occupational qualification.

	Policies and Procedures
	- Quality management policies and procedures, including:

	
	- Admission criteria and learner enrolment processes.

	
	- Learner support services and remediation processes.

	
	- Internal and external moderation of assessments.

	
	- Complaints and appeals processes for learners.

	
	- Record-keeping and data management systems for tracking learner progress and outcomes.

	Compliance with QCTO Standards
	- Alignment with QCTO’s Quality Assurance Framework and compliance with the Skills Development Act and Regulations.

	
	- Regular internal reviews to ensure ongoing compliance with QCTO accreditation requirements.

	Stakeholder Partnerships
	- Collaboration with workplaces to facilitate structured workplace-based learning, as required by the occupational qualification.

	
	- Signed agreements with host employers or workplace partners.


Providers must prepare documentation demonstrating compliance with these requirements and undergo a site visit by the QCTO or delegated entity to verify the adequacy of their systems, resources, and infrastructure before accreditation is granted.



	ASSESSMENT CENTRE

	Assessment centres are registered to conduct the External Integrated Summative Assessments (EISA) The criteria that the assessment centres must meet is set out in the Qualification Assessment Specification (QAS). A valid and approved QAS is registered on the QCTO Website for each Occupational Qualification.
As described in the Qualification Assessment Specification (QAS)
The following is the minimum criteria set out in the QAS associated with the Higher Occupational Certificate: Financial Services Practitioner:

	TOOLS AND EQUIPMENT

	Setting up an assessment centre for an External Integrated Summative written assessment requires careful planning and consideration of various factors. Here are the minimum requirements:
· Space: Sufficient space should be available to accommodate all participants comfortably. The area should be quiet and free from distractions to ensure a conducive environment for writing.
· Desks/Tables and Chairs: Ample desks or tables and chairs should be provided for each participant to write comfortably. The furniture should be ergonomic to support prolonged periods of writing.
· Writing Materials: Ensure an adequate supply of writing materials such as pens, pencils, erasers, and rulers for all participants. Consider providing additional materials in case of emergencies or shortages.
· Lighting: Proper lighting is essential to prevent eye strain and facilitate reading and writing. Natural light and adjustable artificial lighting should be available to accommodate varying preferences and needs.
· Temperature Control: The assessment centre should be temperature-controlled to ensure a comfortable environment for participants. Heating or cooling systems should be in place to maintain an appropriate temperature throughout the assessment period.
· Accessibility: The venue should be accessible to all participants, including individuals with disabilities. This includes wheelchair access, ramps, elevators, and accessible restroom facilities.
· Security Measures: Implement security measures to maintain the integrity of the assessment process. This may include monitoring systems, secure storage for personal belongings, and procedures to prevent cheating or unauthorized assistance.
· Quiet Environment: Ensure that the assessment centre is located away from noisy areas to minimize distractions. Consider soundproofing or using partition walls if necessary to create separate testing areas.
· Timing Devices: Provide timing devices such as clocks or timers to help participants manage their time effectively during the assessment. Clear instructions should be given regarding the timing and duration of each section.
· Refreshments: Consider providing refreshments such as water and snacks to keep participants hydrated and energized during the assessment. However, ensure that food and drinks are allowed in the assessment area without compromising the integrity of the assessment.
· Signage and Directions: Clearly display signs and directions to guide participants to the assessment centre and relevant facilities within the venue. This will help prevent confusion and ensure a smooth experience for all participants.
· Emergency Procedures: Establish and communicate emergency procedures to ensure the safety and well-being of participants in case of unforeseen circumstances. This includes procedures for evacuations, medical emergencies, and other potential incidents.
In addition to the basic requirements there are specific physical tools, equipment, and digital technology needed to support the assessment process effectively:
· Computers or Laptops: Provide computers or laptops equipped with word processing software for participants who prefer to type their responses rather than handwrite them. Ensure that these devices are in good working condition and have the necessary software installed.
· Internet Access: If the assessment involves online research or access to digital resources, ensure that reliable internet access is available. This is particularly important if participants are required to submit their responses electronically.
· Printers and Scanners: Have printers and scanners available for participants who need to print or scan documents during the assessment. This allows for the creation of hard copies of responses or the digitization of handwritten work if necessary.
· Projection Equipment: If the assessment includes presentations or multimedia components, provide projection equipment such as projectors and screens to display content to participants and assessors.
· Audiovisual Equipment: Ensure that audiovisual equipment such as microphones, speakers, and audio recording devices are available if the assessment involves listening or speaking tasks. This ensures clear communication and facilitates assessment of oral skills.
· Data Storage Devices: Have data storage devices such as USB flash drives or external hard drives available for participants to save their work if needed. This ensures that participants can securely store their files and access them later if necessary.
· Backup Power Supply: Install backup power supplies such as uninterruptible power supply (UPS) units to prevent disruption in case of power outages. This ensures that assessment activities can continue without interruption and that participants' work is not lost.
· Document Cameras or Visualizers: Provide document cameras or visualizers to display handwritten work or physical documents to assessors or the entire group if necessary. This allows for the sharing of written responses and facilitates discussions during the assessment.
· Headsets or Headphones: If the assessment includes listening tasks or requires participants to use audio materials, provide headsets or headphones to ensure privacy and minimize distractions.
Technical Support: Have technical support personnel available onsite to assist with any issues related to digital technology, software, or equipment during the assessment. This ensures that technical problems can be addressed promptly, minimizing disruptions to the assessment process.

	ACCESS TO EISA FOR CANDIDATES WITH SPECIAL NEEDS:

	In the case of candidates with special needs who have been allowed access to sit for the EISA for the Skills Development provider must inform the Assessment Quality Partner well in advance of the assessment regarding the details of the specific candidate needs. The AQP, in collaboration with the Assessment Centre will then make appropriate arrangements in line with accepted global and National standards. The following are some guiding principles.
When accommodating candidates with special needs who have been granted access to the External Integrated Summative Assessment (EISA) it's essential to ensure that the assessment process remains fair and equitable for all participants. Here are specific provisions that must be made to cater to the fair assessment of candidates with special needs:
•	Accessibility: Ensure that the assessment venue is accessible to candidates with physical disabilities. This includes providing ramps, elevators, accessible restrooms, and designated parking spaces for individuals with mobility impairments.
•	Alternative Formats: Provide assessment materials in alternative formats to accommodate candidates with visual impairments, such as large print, braille, or electronic text. Audio versions of assessment materials may also be necessary for candidates with print disabilities.
•	Assistive Technology: Make assistive technology available to candidates who require it, such as screen readers, magnification software, speech-to-text software, or alternative input devices. Ensure that these tools are compatible with the assessment platform and accessible to candidates during the assessment.
•	Extended Time: Consider granting extended time allowances for candidates with certain disabilities, such as visual impairments, learning disabilities, or physical impairments that affect writing speed or stamina. Extended time can provide these candidates with the opportunity to complete the assessment tasks without time-related barriers.
•	Quiet Environment: Provide a quiet and distraction-free environment for candidates who have difficulty concentrating due to sensory sensitivities or other disabilities. This may involve setting up separate testing rooms or providing noise-cancelling headphones to minimize distractions.
•	Scribe or Reader Assistance: Offer scribe or reader assistance to candidates who have difficulty writing or reading due to physical or cognitive impairments. A scribe can assist with transcribing candidates' responses, while a reader can help candidates access assessment materials or instructions.
•	Flexible Seating Arrangements: Allow candidates to choose seating arrangements that best accommodate their needs, such as adjustable desks or chairs, or seating near exits or restrooms for candidates with mobility impairments.
•	Specialised Instructions: Provide candidates with specialized instructions or accommodations based on their individual needs, as outlined in their accommodation plans or medical documentation. Clear communication and understanding of these accommodations are essential to ensure that candidates can fully participate in the assessment process.
•	Accessibility Features in Assessment Materials: Ensure that assessment materials, including written prompts, diagrams, and images, are designed with accessibility features in mind. This may include providing alternative text for images, using high-contrast colours, or avoiding reliance on visual cues for comprehension.
•	Training for Assessors: Provide training for assessors on how to effectively evaluate the performance of candidates with special needs and how to implement accommodations in a fair and unbiased manner. Assessors should be familiar with the specific needs of each candidate and understand how to assess their work accurately within the context of their disabilities.

	HUMAN RESOURCE REQUIREMENTS

	CRITERIA FOR SUBJECT MATTER EXPERTS (SME) 
SME’s may be assigned as developers, markers/assessors and moderators. 
The criteria for assessors/markers and moderators for the development/moderation of the EISA assessment instruments:
Each of the below categories must be determined by industry as required for each qualification; to be guided by the following criteria:
· Minimum three years’ experience in industry for developers, markers or assessors; evidence thereof required.
· Minimum of five years’ experience in industry for moderators; evidence thereof required.
· Occupational learning and development experience in related fields, evidence of active current practice, trained in assessment practice and recognised by the sector for experience and credibility.
· Active professional membership with professional designation is recommended.

(a) Requirements for the EISA Developers:
· Educational Requirement: A minimum of an NQF Level 6 Qualification or equivalent qualification.
· Experiential Requirement: EISA Tool Developers 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.
(b) Requirements for the EISA Markers/Assessors:
· Educational Requirement: A minimum of a NQF Level 7
· Experiential Requirement: Markers/Assessors 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.
(c) Requirements for EISA Moderators (Pre and Post):

· Educational Requirement: A minimum of a NQF Level 7 

· Experiential Requirement: Moderators 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.



3.1.3 Exemptions
The following table outlines the specific short courses, qualifications, and/or work experience that could be considered for exemption from learning in the indicated knowledge modules:
	Knowledge Module (KM)
	Basis for Exemption

	241301-001-01-KM-01
Determining Client Needs and Financial Status for providing financial services advice.
	- Qualifications: Higher Certificate in Financial Planning (NQF Level 5), National Certificate: Wealth Management (NQF Level 5).
- Work Experience: Minimum 2 years in client onboarding and financial needs analysis.
- Short Courses: FAIS Fit and Proper for Representatives; Fundamentals of Client Financial Analysis.

	241301-001-01-KM-02
Fundamental Financial Planning Techniques
	- Qualifications: Advanced Certificate in Financial Planning (NQF Level 6), Occupational Certificate: Financial Advisor (NQF Level 6).
- Work Experience: 2+ years as a financial planner or advisor.
- Short Courses: Introduction to Financial Planning; Regulatory Exam Prep (RE1 or RE5).

	241301-001-01-KM-03
Fundamental Principles of Financial Plan Development and Communication.
	- Qualifications: Postgraduate Diploma in Financial Planning (NQF Level 8), CFP® certification.
- Work Experience: 3+ years developing and presenting financial plans.
- Short Courses: Effective Communication for Financial Advisors; Financial Plan Writing Workshop.

	241301-001-01-KM-04
Fundamentals of Ethics and Compliance in Financial Services.
	- Qualifications: National Certificate: Financial Services Regulatory Framework (NQF Level 5).
- Work Experience: 2+ years in compliance or regulatory roles within financial services.
- Short Courses: FAIS Compliance; Ethics and Governance in Financial Services.

	241301-001-01-KM-05
Fundamental Principles of Health Care Benefits Advisory Services.
	- Qualifications: Occupational Certificate: Health Care Benefits Advisor (NQF Level 5).
- Work Experience: 2+ years advising clients on health care benefits.
- Short Courses: Introduction to Health Care Benefits; Fundamentals of Medical Scheme Advisory Services.

	241301-001-01-KM-06
Fundamental Principles of Retirement Fund Benefits Advisory Services.
	- Qualifications: Higher Certificate in Employee Benefits (NQF Level 5).
- Work Experience: 2+ years advising on retirement fund benefits.
- Short Courses: Fundamentals of Retirement Fund Advisory; Pension Fund Regulatory Compliance.

	241301-001-01-KM-07
Fundamental Principles of Investment Advisory Services.
	- Qualifications: National Certificate: Wealth Management (NQF Level 5), Advanced Certificate in Financial Markets (NQF Level 6).
- Work Experience: 2+ years in investment advising or portfolio management.
- Short Courses: Investment Basics for Advisors; Regulatory Exams for Investment Advisors.

	241301-001-01-KM-08
Fundamental Principles of Long-Term Insurance Advisory Services.
	- Qualifications: National Certificate in Long-Term Insurance (NQF Level 4 or 5).
- Work Experience: 2+ years in long-term insurance advisory roles.
- Short Courses: Long-Term Insurance Products and Regulations; Risk Cover Fundamentals.



Considerations for Exemptions:
1. Recognition of Prior Learning (RPL): Learners with equivalent experience or informal learning must provide verifiable evidence (e.g., portfolio of evidence, employer reference letters).
2. Alignment to Module Outcomes: Exemptions are granted only if prior learning or experience aligns with the specific outcomes and content of the module.
3. Regulatory Compliance: Where applicable, learners must demonstrate compliance with sector-specific regulatory exams or certifications, such as FAIS or RE1/RE5.
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics.


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

	241301-001-01-KM-01
	Determining Client Needs and Financial Status for providing financial services advice.
	5
	10
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended


[bookmark: _Toc149225087](a) Purpose of Knowledge Module: 
This module aims to provide learners with the essential knowledge to effectively gather and analyse client financial information, assess their current financial status, and identify potential risks. The module emphasises understanding client goals, priorities, and preferences to develop tailored financial solutions. Additionally, it covers ethical data collection practices, ensuring that all client information is gathered and handled with confidentiality and integrity.
Learners will be able to evaluate clients' financial health, identify risks, and align financial strategies with their clients' objectives. This module lays the groundwork for responsible and effective financial planning, ensuring that learners are equipped to offer personalised, ethical, and informed financial advice.
[bookmark: _Toc149225088] (b) List of Knowledge Topics:
	[bookmark: _Hlk109849590]TOPIC CODE
	TOPIC TITLE
	% OF TIME TO BE SPENT

	[bookmark: _Hlk187818995]KM-01-KT01
	Principles of Financial Information Gathering
	25%

	KM-01-KT02
	Processes for Evaluating, determining and projecting client Financial Status
	25%

	KM-01-KT03
	Financial Risk Identification tools and practices
	20%

	KM-01-KT04
	Tools and techniques for Client Goals and Priority determination
	20%

	KM-01-KT05
	Ethical Data Collection Practices and legislative requirements
	10%



[bookmark: _Toc149225089](c) Detailing each topic listed above into topic elements: 
	KM-01-KT01	PRINCIPLES OF FINANCIAL INFORMATION GATHERING (25%)

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

	KT0101
	Methods of data collection.
	15%

	KT0102
	Types of client financial data.
	5%

	KT0103
	Common tools for gathering information.
	30%

	KT0104
	Legal requirements for data collection.
	30%

	KT0105
	Handling client confidentiality.
	20%



[bookmark: _Toc149225090](d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0101
	Describe methods for gathering financial data.
	15%

	IAC0102
	Identify key types of financial data required for client analysis.
	5%

	IAC0103
	Explain the use of tools for collecting client information.
	30%

	IAC0104
	Explain the legal limitations and guidelines for collecting, storing and utilising client financial data.
	30%

	IAC0105
	Evaluate information collection scenarios and identify potential confidentiality risks, indicate what can be done to mitigate the risks.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-01-KT02	PROCESSES FOR EVALUATING, DETERMINING AND PROJECTING CLIENT FINANCIAL STATUS (25%)

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

	KT0201
	Analysing income and expenses.
	10%

	KT0202
	Evaluating assets and liabilities.
	20%

	KT0203
	Calculating net worth.
	30%

	KT0204
	Identifying financial gaps.
	30%

	KT0205
	Consolidate findings and prepare reports
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0201
	Explain the processes to analyse client income and expenses to determine and indicate how these patters will impact on the eventual financial status of an individual or family/social partnership.
	20%

	IAC0202
	Describe the typical asset classes and indicate the relevance of each of the classes of assets on the short-, medium- and long-term financial viability of the individual or social partnership.
	20%

	IAC0203
	Discuss the concept of net worth and indicate how to calculate net worth. Describe the implication of net worth at various life cycle stages.
	20%

	IAC0204
	Explain how the analysed financial data will be used in the financial planning and advisory cycle.
	20%

	IAC0205
	Discuss the concepts of societal wealth benchmarks and indicate how these benchmarks can be sourced and utilised within the financial planning processes.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-01-KT03	FINANCIAL RISK IDENTIFICATION TOOLS AND PRACTICES (20%)

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

	KT0301
	Types of financial risks.
	25%

	KT0302
	Risk factors in client profiles.
	25%

	KT0303
	Impact of economic conditions.
	20%

	KT0304
	Risk mitigation strategies.
	30%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0301
	Define typical financial risks that could impact on the financial wellbeing of individuals and different social partnerships within various socio-economic contexts.
	25%

	IAC0302
	Interpret risk indicators in a full range of client profiles including individuals and various social partnerships. 
	25%

	IAC0303
	Identify and discuss the impact of socio-economic factors on the financial stability of individuals and various social partnerships. Indicate the evolving impact of these factors on the life cycle changes of individuals and social partnerships.
	20%

	IAC0304
	Discuss different tactics that can be applied to mitigate potential risks to the financial stability of different clients.
	30%



(c) Detailing each topic listed above into topic elements: 
	KM-01-KT04	TOOLS AND TECHNIQUES FOR CLIENT GOALS AND PRIORITY DETERMINATION (20%)

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

	KT0401
	Setting realistic financial goals.
	30%

	KT0402
	Prioritising short-term vs. long-term needs.
	10%

	KT0403
	Balancing financial resources.
	30%

	KT0404
	Aligning goals with client values.
	20%

	KT0405
	Monitoring progress towards goals.
	10%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0401
	Discuss the concept of short-, medium- and long-term financial goal setting and describe the ongoing processes that must be applied to create and maintain realistic financial goals throughout the life cycle of individuals and social partnerships.
	30%

	IAC0402
	Discuss the alignment of financial goals to life priorities and indicate how the correlation between the different objectives can be managed and optimised.
	10%

	IAC0403
	Identify the available resources that clients can mobilise to achieve their financial objectives and discuss tactics for optimising the utilisation of these resources.
	30%

	IAC0404
	Discuss the concepts of human needs, desires and aspirations and map typical processes that individuals and social partners can use to optimise the alignment between them.
	20%

	IAC0405
	Discuss the importance of monitoring the financial status of clients and explain processes that can be used to ensure self-monitoring and self-improvement.
	10%



(c) Detailing each topic listed above into topic elements: 
	KM-01-KT05	ETHICAL DATA COLLECTION PRACTICES AND LEGISLATIVE REQUIREMENTS (10%)

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

	KT0501
	Client consent and data privacy.
	10%

	KT0502
	Ensuring data accuracy.
	30%

	KT0503
	Avoiding bias in data interpretation.
	25%

	KT0504
	Ethical use of client information.
	25%

	KT0505
	Reporting unethical practices.
	10%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0501
	Explain the importance of client consent in data collection.
	10%

	IAC0502
	Validate data accuracy through standard procedures.
	30%

	IAC0503
	Identify potential biases in interpreting client data.
	25%

	IAC0504
	Demonstrate ethical use of client information.
	25%

	IAC0505
	Report instances of unethical practices accurately.
	10%



[bookmark: _Toc149225093][bookmark: _Toc109733555]3.1.2. Criteria for accreditation 
The training will be delivered in various teaching and learning modes as specified in each module. The following are globally recognised definitions delineating each of these teaching and learning modes:
Definitions of Learning and Teaching Modes:
· Distance Teaching and Learning:
A mode of education where learners and instructors are physically separated, relying on asynchronous or synchronous communication through various means, such as online platforms, printed materials, or telecommunication.
· Computer-Based Teaching and Learning:
A technology-driven mode where learners engage with educational content through computers, often using interactive software, simulations, or e-learning platforms without requiring direct instructor interaction.
· Face-to-Face Teaching and Learning:
A traditional mode where learners and instructors interact in person, typically in a physical classroom or similar setting, allowing real-time interaction and immediate feedback.
· Blended Teaching and Learning:
A hybrid approach combining face-to-face and online learning, leveraging the strengths of both methods to enhance flexibility, engagement, and accessibility.

Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	· Reliable internet connectivity: Essential for distance and computer-based teaching and required for the online components of blended learning.
· Learning Management System (LMS): Platforms such as Moodle or Blackboard are essential for organising, delivering, and tracking online and blended learning.
· Communication tools: Includes email, messaging apps, and video conferencing platforms such as Zoom or MS Teams, used especially in distance and blended learning.
· Multimedia resources: Digital presentations, online videos, interactive e-learning software, and simulations for online modes; projectors, whiteboards, and printed materials for face-to-face learning.
· Provider hardware: Computers or laptops with webcams, microphones, and printers for content creation and delivery across all modes.
· Learner hardware: Devices such as computers, laptops, or mobile devices with reliable internet for accessing online content in distance, computer-based, and blended learning. 
· Applicable software applications: Word processing tools, spreadsheets, presentations, e-learning platforms, and digital communication software.
· Learning materials: Digital content such as e-books, quizzes, simulations, or printed resources depending on the mode of delivery.
· Physical infrastructure: A classroom or training space with tables, chairs, adequate lighting, and teaching tools for face-to-face and blended delivery.
· Technical support: IT assistance to manage and troubleshoot issues related to digital tools, platforms, and connectivity in computer-based, distance, and blended learning.

	CONSUMABLES 
	· Curriculum-aligned learning materials: May include printed or digital study guides, workbooks, handouts, and assessments appropriate to the mode of delivery.
· Stationery for provider use: Pens, markers, flip charts, whiteboard markers, paper, and envelopes for classroom activities and administrative correspondence.
· Stationery for learners: Notebooks, pens, pencils, rulers, and personal writing materials for note-taking and assignments during face-to-face and blended sessions.
· Printer ink and paper: Required for printing learning materials, certificates, tests, and worksheets, especially in face-to-face and blended modes.
· Electricity supply: Essential for powering devices, projectors, lighting, and internet access across all teaching modes.
· Data and internet bundles: Required for digital communication, online assessments, and learner engagement in distance, computer-based, and blended learning.
· Teaching aids: Includes both physical tools (e.g., charts, flashcards) and digital resources (e.g., videos, e-books, simulations) depending on the teaching strategy.
· Assessment materials: Printed tests, project templates, and digital quizzes aligned to learning outcomes across the different delivery modes.
· Maintenance supplies: Cleaning materials and basic equipment maintenance items for classrooms and IT infrastructure.
· Batteries and power backup: Required for uninterrupted delivery, particularly where technology such as projectors, microphones, or computers are used.



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 6 Qualification and have appropriate technical work experience in the financial services sector.
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 TEACHING: 1:25
NON-CONTACT TEACHING: 1:50


Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	To deliver training for the Higher Occupational Certificate for Financial Services Practitioners, training providers must comply with specific legislative requirements related to the financial services sector, education, labour laws, and business operation standards. Below is a comprehensive list of key legislative acts, along with their compliance requirements:

1. Skills Development Act, 1998 (Act No. 97 of 1998)
· Compliance Requirements:
· Register with the relevant Sector Education and Training Authority (SETA) to facilitate skills development programmes.
· Submit annual training reports to SETA and implement workplace skills plans.
· Ensure alignment of training programmes with the National Qualifications Framework (NQF) and QCTO standards.
· Adhere to requirements for skills development levies, including registration with SARS for levy contributions.

2. National Qualifications Framework Act, 2008 (Act No. 67 of 2008)
· Compliance Requirements:
· Align learning programmes with NQF levels, specifically at NQF Level 6 for the targeted qualification.
· Ensure compliance with policies and guidelines issued by the South African Qualifications Authority (SAQA) and the QCTO.
· Accurately register learner achievements on the National Learner Records Database (NLRD).

3. Financial Advisory and Intermediary Services Act, 2002 (FAIS Act) (Act No. 37 of 2002)
· Compliance Requirements:
· Training content must cover regulatory requirements for financial advisors and intermediaries.
· Ensure that facilitators and assessors delivering the training have appropriate financial services knowledge and are registered as Key Individuals (KIs) or representatives, if applicable.
· Maintain a curriculum that includes compliance with FAIS Fit and Proper standards for competence, honesty, and operational ability.

4. Protection of Personal Information Act, 2013 (POPIA) (Act No. 4 of 2013)
· Compliance Requirements:
· Establish policies for protecting personal learner data, including consent mechanisms for data collection.
· Secure all records, including financial, academic, and personal information, against unauthorized access.
· Appoint an Information Officer to oversee compliance with POPIA regulations.

5. Basic Conditions of Employment Act, 1997 (Act No. 75 of 1997)
· Compliance Requirements:
· Adhere to labour laws governing facilitators, assessors, and administrative staff.
· Ensure compliance with employment contracts, working hours, leave entitlements, and fair labour practices.

6. Broad-Based Black Economic Empowerment Act, 2003 (B-BBEE) (Act No. 53 of 2003)
· Compliance Requirements:
· Demonstrate compliance with B-BBEE requirements, including contributions to skills development initiatives.
· Provide evidence of workplace integration and training opportunities for historically disadvantaged individuals.

7. Companies Act, 2008 (Act No. 71 of 2008)
· Compliance Requirements:
· Ensure the training provider is a registered legal entity with proper governance structures.
· Maintain accurate financial records and adhere to annual reporting requirements.

8. Consumer Protection Act, 2008 (Act No. 68 of 2008)
· Compliance Requirements:
· Provide clear and accurate information about training programmes, costs, and expected outcomes.
· Handle complaints and grievances in accordance with the act's guidelines.

9. Employment Equity Act, 1998 (Act No. 55 of 1998)
· Compliance Requirements:
· Ensure equitable representation of designated groups in training programmes and employment practices.
· Submit annual Employment Equity Reports if the provider qualifies as a designated employer.

10. South African Revenue Service (SARS) Compliance
· Compliance Requirements:
· Register with SARS for tax purposes, including VAT, PAYE, and Skills Development Levies.
· Submit annual and monthly tax returns and ensure compliance with SARS regulations.

11. Occupational Health and Safety Act, 1993 (Act No. 85 of 1993)
· Compliance Requirements:
· Maintain a safe learning environment, ensuring compliance with health and safety standards.
· Conduct regular risk assessments and train staff and learners on health and safety practices.

12. Unemployment Insurance Act, 2001 (Act No. 63 of 2001)
· Compliance Requirements:
· Register employees for UIF and ensure monthly contributions are made.
· Provide necessary UIF documentation for employees when required.

13. Higher Education Act, 1997 (Act No. 101 of 1997)
· Compliance Requirements:
· If applicable, register as a private higher education institution if offering accredited higher education qualifications.
· Adhere to the standards and quality assurance requirements set by the Council on Higher Education (CHE).

14. Tax Administration Act, 2011 (Act No. 28 of 2011)
· Compliance Requirements:
· Keep detailed records of financial transactions related to training programmes.
· Ensure timely submission of tax documents and maintain compliance with tax regulations.

By adhering to these legislative requirements, training providers demonstrate their commitment to delivering high-quality, legally compliant training aligned with national and sectoral standards.



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 Key QCTO Organizational Requirements for Accreditation
	Category
	Requirement

	Legal and Administrative
	- Must be a registered legal entity (e.g., company, NGO, or trust) with appropriate governance structures.

	
	- Proof of registration with the relevant national authority (e.g., CIPC in South Africa).

	
	- Valid tax clearance certificate from the South African Revenue Service (SARS).

	
	- Adequate financial resources to sustain training activities.

	Learning Programme
	- Structured learning programme aligned to the occupational qualification’s curriculum and assessment specifications.

	
	- Compliance with the Occupational Qualification Document (OQD), Curriculum Document, and Qualification Assessment Specification (QAS).

	Facilities and Equipment
	- Access to adequate physical or virtual facilities for effective learning delivery (e.g., classrooms, workshops, or labs).

	
	- Provision of tools, equipment, and learning resources specified in the curriculum.

	
	- Health and safety measures in place for learners and staff.

	Staff and Facilitators
	- Qualified facilitators, assessors, and moderators registered with the relevant Assessment Quality Partner (AQP).

	
	- Proof of staff qualifications and experience in the field of the occupational qualification.

	Policies and Procedures
	- Quality management policies and procedures, including:

	
	- Admission criteria and learner enrolment processes.

	
	- Learner support services and remediation processes.

	
	- Internal and external moderation of assessments.

	
	- Complaints and appeals processes for learners.

	
	- Record-keeping and data management systems for tracking learner progress and outcomes.

	Compliance with QCTO Standards
	- Alignment with QCTO’s Quality Assurance Framework and compliance with the Skills Development Act and Regulations.

	
	- Regular internal reviews to ensure ongoing compliance with QCTO accreditation requirements.

	Stakeholder Partnerships
	- Collaboration with workplaces to facilitate structured workplace-based learning, as required by the occupational qualification.

	
	- Signed agreements with host employers or workplace partners.


Providers must prepare documentation demonstrating compliance with these requirements and undergo a site visit by the QCTO or delegated entity to verify the adequacy of their systems, resources, and infrastructure before accreditation is granted.



	ASSESSMENT CENTRE

	Assessment centres are registered to conduct the External Integrated Summative Assessments (EISA) The criteria that the assessment centres must meet is set out in the Qualification Assessment Specification (QAS). A valid and approved QAS is registered on the QCTO Website for each Occupational Qualification.
As described in the Qualification Assessment Specification (QAS)
The following is the minimum criteria set out in the QAS associated with the Higher Occupational Certificate: Financial Services Practitioner:

	TOOLS AND EQUIPMENT

	Setting up an assessment centre for an External Integrated Summative written assessment requires careful planning and consideration of various factors. Here are the minimum requirements:
· Space: Sufficient space should be available to accommodate all participants comfortably. The area should be quiet and free from distractions to ensure a conducive environment for writing.
· Desks/Tables and Chairs: Ample desks or tables and chairs should be provided for each participant to write comfortably. The furniture should be ergonomic to support prolonged periods of writing.
· Writing Materials: Ensure an adequate supply of writing materials such as pens, pencils, erasers, and rulers for all participants. Consider providing additional materials in case of emergencies or shortages.
· Lighting: Proper lighting is essential to prevent eye strain and facilitate reading and writing. Natural light and adjustable artificial lighting should be available to accommodate varying preferences and needs.
· Temperature Control: The assessment centre should be temperature-controlled to ensure a comfortable environment for participants. Heating or cooling systems should be in place to maintain an appropriate temperature throughout the assessment period.
· Accessibility: The venue should be accessible to all participants, including individuals with disabilities. This includes wheelchair access, ramps, elevators, and accessible restroom facilities.
· Security Measures: Implement security measures to maintain the integrity of the assessment process. This may include monitoring systems, secure storage for personal belongings, and procedures to prevent cheating or unauthorized assistance.
· Quiet Environment: Ensure that the assessment centre is located away from noisy areas to minimize distractions. Consider soundproofing or using partition walls if necessary to create separate testing areas.
· Timing Devices: Provide timing devices such as clocks or timers to help participants manage their time effectively during the assessment. Clear instructions should be given regarding the timing and duration of each section.
· Refreshments: Consider providing refreshments such as water and snacks to keep participants hydrated and energized during the assessment. However, ensure that food and drinks are allowed in the assessment area without compromising the integrity of the assessment.
· Signage and Directions: Clearly display signs and directions to guide participants to the assessment centre and relevant facilities within the venue. This will help prevent confusion and ensure a smooth experience for all participants.
· Emergency Procedures: Establish and communicate emergency procedures to ensure the safety and well-being of participants in case of unforeseen circumstances. This includes procedures for evacuations, medical emergencies, and other potential incidents.
In addition to the basic requirements there are specific physical tools, equipment, and digital technology needed to support the assessment process effectively:
· Computers or Laptops: Provide computers or laptops equipped with word processing software for participants who prefer to type their responses rather than handwrite them. Ensure that these devices are in good working condition and have the necessary software installed.
· Internet Access: If the assessment involves online research or access to digital resources, ensure that reliable internet access is available. This is particularly important if participants are required to submit their responses electronically.
· Printers and Scanners: Have printers and scanners available for participants who need to print or scan documents during the assessment. This allows for the creation of hard copies of responses or the digitization of handwritten work if necessary.
· Projection Equipment: If the assessment includes presentations or multimedia components, provide projection equipment such as projectors and screens to display content to participants and assessors.
· Audiovisual Equipment: Ensure that audiovisual equipment such as microphones, speakers, and audio recording devices are available if the assessment involves listening or speaking tasks. This ensures clear communication and facilitates assessment of oral skills.
· Data Storage Devices: Have data storage devices such as USB flash drives or external hard drives available for participants to save their work if needed. This ensures that participants can securely store their files and access them later if necessary.
· Backup Power Supply: Install backup power supplies such as uninterruptible power supply (UPS) units to prevent disruption in case of power outages. This ensures that assessment activities can continue without interruption and that participants' work is not lost.
· Document Cameras or Visualizers: Provide document cameras or visualizers to display handwritten work or physical documents to assessors or the entire group if necessary. This allows for the sharing of written responses and facilitates discussions during the assessment.
· Headsets or Headphones: If the assessment includes listening tasks or requires participants to use audio materials, provide headsets or headphones to ensure privacy and minimize distractions.
Technical Support: Have technical support personnel available onsite to assist with any issues related to digital technology, software, or equipment during the assessment. This ensures that technical problems can be addressed promptly, minimizing disruptions to the assessment process.

	ACCESS TO EISA FOR CANDIDATES WITH SPECIAL NEEDS:

	In the case of candidates with special needs who have been allowed access to sit for the EISA for the Skills Development provider must inform the Assessment Quality Partner well in advance of the assessment regarding the details of the specific candidate needs. The AQP, in collaboration with the Assessment Centre will then make appropriate arrangements in line with accepted global and National standards. The following are some guiding principles.
When accommodating candidates with special needs who have been granted access to the External Integrated Summative Assessment (EISA) it's essential to ensure that the assessment process remains fair and equitable for all participants. Here are specific provisions that must be made to cater to the fair assessment of candidates with special needs:
•	Accessibility: Ensure that the assessment venue is accessible to candidates with physical disabilities. This includes providing ramps, elevators, accessible restrooms, and designated parking spaces for individuals with mobility impairments.
•	Alternative Formats: Provide assessment materials in alternative formats to accommodate candidates with visual impairments, such as large print, braille, or electronic text. Audio versions of assessment materials may also be necessary for candidates with print disabilities.
•	Assistive Technology: Make assistive technology available to candidates who require it, such as screen readers, magnification software, speech-to-text software, or alternative input devices. Ensure that these tools are compatible with the assessment platform and accessible to candidates during the assessment.
•	Extended Time: Consider granting extended time allowances for candidates with certain disabilities, such as visual impairments, learning disabilities, or physical impairments that affect writing speed or stamina. Extended time can provide these candidates with the opportunity to complete the assessment tasks without time-related barriers.
•	Quiet Environment: Provide a quiet and distraction-free environment for candidates who have difficulty concentrating due to sensory sensitivities or other disabilities. This may involve setting up separate testing rooms or providing noise-cancelling headphones to minimize distractions.
•	Scribe or Reader Assistance: Offer scribe or reader assistance to candidates who have difficulty writing or reading due to physical or cognitive impairments. A scribe can assist with transcribing candidates' responses, while a reader can help candidates access assessment materials or instructions.
•	Flexible Seating Arrangements: Allow candidates to choose seating arrangements that best accommodate their needs, such as adjustable desks or chairs, or seating near exits or restrooms for candidates with mobility impairments.
•	Specialised Instructions: Provide candidates with specialized instructions or accommodations based on their individual needs, as outlined in their accommodation plans or medical documentation. Clear communication and understanding of these accommodations are essential to ensure that candidates can fully participate in the assessment process.
•	Accessibility Features in Assessment Materials: Ensure that assessment materials, including written prompts, diagrams, and images, are designed with accessibility features in mind. This may include providing alternative text for images, using high-contrast colours, or avoiding reliance on visual cues for comprehension.
•	Training for Assessors: Provide training for assessors on how to effectively evaluate the performance of candidates with special needs and how to implement accommodations in a fair and unbiased manner. Assessors should be familiar with the specific needs of each candidate and understand how to assess their work accurately within the context of their disabilities.

	HUMAN RESOURCE REQUIREMENTS

	CRITERIA FOR SUBJECT MATTER EXPERTS (SME) 
SME’s may be assigned as developers, markers/assessors and moderators. 
The criteria for assessors/markers and moderators for the development/moderation of the EISA assessment instruments:
Each of the below categories must be determined by industry as required for each qualification; to be guided by the following criteria:
· Minimum three years’ experience in industry for developers, markers or assessors; evidence thereof required.
· Minimum of five years’ experience in industry for moderators; evidence thereof required.
· Occupational learning and development experience in related fields, evidence of active current practice, trained in assessment practice and recognised by the sector for experience and credibility.
· Active professional membership with professional designation is recommended.

(a) Requirements for the EISA Developers:
· Educational Requirement: A minimum of an NQF Level 6 Qualification or equivalent qualification.
· Experiential Requirement: EISA Tool Developers 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.
(b) Requirements for the EISA Markers/Assessors:
· Educational Requirement: A minimum of a NQF Level 7
· Experiential Requirement: Markers/Assessors 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.
(c)  Requirements for EISA Moderators (Pre and Post):
· Educational Requirement: A minimum of a NQF Level 7 

· Experiential Requirement: Moderators 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.



3.1.3 Exemptions
The following table outlines the specific short courses, qualifications, and/or work experience that could be considered for exemption from learning in the indicated knowledge modules:
	Knowledge Module (KM)
	Basis for Exemption

	241301-001-01-KM-01
Determining Client Needs and Financial Status for providing financial services advice.
	- Qualifications: Higher Certificate in Financial Planning (NQF Level 5), National Certificate: Wealth Management (NQF Level 5).
- Work Experience: Minimum 2 years in client onboarding and financial needs analysis.
- Short Courses: FAIS Fit and Proper for Representatives; Fundamentals of Client Financial Analysis.

	241301-001-01-KM-02
Fundamental Financial Planning Techniques
	- Qualifications: Advanced Certificate in Financial Planning (NQF Level 6), Occupational Certificate: Financial Advisor (NQF Level 6).
- Work Experience: 2+ years as a financial planner or advisor.
- Short Courses: Introduction to Financial Planning; Regulatory Exam Prep (RE1 or RE5).

	241301-001-01-KM-03
Fundamental Principles of Financial Plan Development and Communication.
	- Qualifications: Postgraduate Diploma in Financial Planning (NQF Level 8), CFP® certification.
- Work Experience: 3+ years developing and presenting financial plans.
- Short Courses: Effective Communication for Financial Advisors; Financial Plan Writing Workshop.

	241301-001-01-KM-04
Fundamentals of Ethics and Compliance in Financial Services.
	- Qualifications: National Certificate: Financial Services Regulatory Framework (NQF Level 5).
- Work Experience: 2+ years in compliance or regulatory roles within financial services.
- Short Courses: FAIS Compliance; Ethics and Governance in Financial Services.

	241301-001-01-KM-05
Fundamental Principles of Health Care Benefits Advisory Services.
	- Qualifications: Occupational Certificate: Health Care Benefits Advisor (NQF Level 5).
- Work Experience: 2+ years advising clients on health care benefits.
- Short Courses: Introduction to Health Care Benefits; Fundamentals of Medical Scheme Advisory Services.

	241301-001-01-KM-06
Fundamental Principles of Retirement Fund Benefits Advisory Services.
	- Qualifications: Higher Certificate in Employee Benefits (NQF Level 5).
- Work Experience: 2+ years advising on retirement fund benefits.
- Short Courses: Fundamentals of Retirement Fund Advisory; Pension Fund Regulatory Compliance.

	241301-001-01-KM-07
Fundamental Principles of Investment Advisory Services.
	- Qualifications: National Certificate: Wealth Management (NQF Level 5), Advanced Certificate in Financial Markets (NQF Level 6).
- Work Experience: 2+ years in investment advising or portfolio management.
- Short Courses: Investment Basics for Advisors; Regulatory Exams for Investment Advisors.

	241301-001-01-KM-08
Fundamental Principles of Long-Term Insurance Advisory Services.
	- Qualifications: National Certificate in Long-Term Insurance (NQF Level 4 or 5).
- Work Experience: 2+ years in long-term insurance advisory roles.
- Short Courses: Long-Term Insurance Products and Regulations; Risk Cover Fundamentals.



Considerations for Exemptions:
· Recognition of Prior Learning (RPL): Learners with equivalent experience or informal learning must provide verifiable evidence (e.g., portfolio of evidence, employer reference letters).
· Alignment to Module Outcomes: Exemptions are granted only if prior learning or experience aligns with the specific outcomes and content of the module.
· Regulatory Compliance: Where applicable, learners must demonstrate compliance with sector-specific regulatory exams or certifications, such as FAIS or RE1/RE5.
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics.


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

	241301-001-01-KM-02
	Fundamentals of Financial Planning and financial planning techniques 
	5
	10
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended



(a) Purpose of Knowledge Module: 
The purpose of the module is to equip learners with a foundational understanding of the techniques and tools used in financial planning. This module covers the core principles of financial planning, providing learners with the foundational knowledge needed to develop robust financial solutions. The module also delves into financial analysis techniques, investment basics, and problem-solving methods to address a variety of financial challenges that clients may face.
 (b) List of Knowledge Topics:
	[bookmark: _Hlk187999453]TOPIC CODE
	TOPIC TITLE
	% OF TIME TO BE SPENT

	KM-02-KT01
	Financial planning purpose and frameworks
	25%

	KM-02-KT02
	Ongoing Cash Flow Management Techniques
	15%

	KM-02-KT03
	Providing advice to clients regarding the selection and maintenance of long-term insurance to protect and enhance a financial plan
	15%

	KM-02-KT04
	Foundational Investment Planning Principles
	15%

	KM-02-KT05
	Fundamentals of Retirement and Estate Planning
	15%

	KM-02-KT06
	Principles of Lifelong healthcare benefits management
	15%



(c) Detailing each topic listed above into topic elements: 
	KM-02-KT01	FINANCIAL PLANNING PURPOSE AND FRAMEWORKS (10%)

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

	KT0101
	Origin definition and evolution of financial planning.
	20%

	KT0102
	Globally accepted steps for effective financial planning
	15%

	KT0103
	Roles, responsibilities and limitations of a financial planner
	15%

	KT0104
	Impact of time value of money on financial planning
	20%

	KT0105
	Impact of ineffective financial planning on individuals, social partnerships, communities and the overall national economy
	15%

	KT0106
	Cultural and psychological issues that create barriers to facilitating effective and sustainable financial planning.
	15%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0101
	Explain the origin, definition and evolution of financial planning indicating how the financial planner is generally perceived in society and how this perception impacts on the overall effectiveness of financial planning in the community.
	20%

	IAC0102
	List and describe the globally accepted steps for effective financial planning and indicate how these steps are entrenched in the south African legislation and the industry standards.
	15%

	IAC0103
	Identify and describe the key roles, responsibilities and limitations of a financial planner giving practical examples to demonstrate the ethical aspects related to the responsibilities.
	15%

	IAC0104
	Discuss the concept of the time value of money, elaborate on how this impacts on the financial status of individuals and social partnerships and contextualise it within the typical financial planning value chain.
	20%

	IAC0105
	Give examples of the impact of ineffective financial planning on individuals, social partnerships, communities and the overall national economy and speculate on how an effective financial planning practitioner could positively influence the situations.
	15%

	IAC0106
	Discuss specific cultural and psychological issues that create barriers for financial planning practitioners when they attempt to facilitate effective and sustainable financial planning.
	15%



(c) Detailing each topic listed above into topic elements: 
	KM-02-KT02	ONGOING CASH FLOW MANAGEMENT TECHNIQUES (15%)

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

	KT0201
	Principles and methods of cash flow analysis.
	10%

	KT0202
	Fundamental budgeting methods for individuals and social partnerships.
	20%

	KT0203
	Expenditure ratio analysis and its impact on financial health.
	25%

	KT0204
	Fundamentals of economic scenario planning for individuals and social partners.
	25%

	KT0205
	Fundamental group dynamics and its impact on budgeting and cash flow management.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0201
	Explain what cash flow management is and describe the core principles and methods of cash flow analysis and planning.
	10%

	IAC0202
	Explain the basic steps of budgeting and describe different basic budgeting processes and techniques for individuals and social partnerships.
	20%

	IAC0203
	Explain what an expenditure ratio analysis is and discuss how such an analysis can be used to improve budgeting and overall financial health.
	25%

	IAC0204
	Explain what economic scenario planning is and discuss how scenario planning can be applied by individuals and social partners to improve their financial planning, mitigate potential risks and capitalise on appropriate opportunities for financial prosperity.
	25%

	IAC0205
	Discuss the impact of group dynamics on budgeting and cash flow management and indicate specific techniques that can be used to prevent the negative impact of peers and family on effective financial decision making.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-02-KT03	PROVIDING ADVICE TO CLIENTS REGARDING THE SELECTION AND MAINTENANCE OF LONG-TERM INSURANCE TO PROTECT AND ENHACE A FINANCIAL PLAN (15%)

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

	KT0301
	Structure, purpose and utilisation of the different categories of long-term insurance.
RANGE: Cover at least the following categories of long-term insurance.
· Life Insurance - Term Life Insurance, Whole Life Insurance and Universal Life Insurance.
· Critical Illness Insurance - Provides a lump-sum payout upon diagnosis of specific critical illnesses (e.g., cancer, heart attack, stroke). And might cover medical and non-medical costs related to the illness.
· Dread Disease Cover
· Income Protection cover
· Endowment Policies
· Annuities
· Group Life Insurance
· Credit Life Insurance
	20%

	KT0302
	Risk management principles and long-term insurance needs analysis
RANGE: Cover at least the following:
· The role of long-term insurance in mitigating financial risks.
· Techniques for calculating insurance needs. Such as: Human Life Value (HLV) approach - Income Replacement approach - Expense Protection approach.
· Financial implications of underinsurance and over insurance
	15%

	KT0303
	Actuarial and Financial Concepts Related to Insurance
RANGE: Cover at least the following:
· Fundamentals of premium calculation: age, health, occupation, lifestyle, and policy term.
· The impact of inflation on long-term insurance benefits and premium adjustments.
· Fundamentals of risk pooling, underwriting, and mortality/morbidity tables.
· The role of guaranteed vs. non-guaranteed components in insurance products.
	15%

	KT0304
	Fundamental regulatory and compliance requirements related to recommending the use of long-term insurance products.
	15%

	KT0305
	Long term insurance policy structuring and customisation
RANGE: Cover at least the following:
· How to structure policies to meet client-specific needs, including:
· Selecting riders or add-ons (e.g., accidental death, waiver of premium).
· Tailoring coverage amounts and benefit payout structures.
· Optimizing tax implications for the client.
· Adjusting policies for life events such as marriage, childbirth, or retirement.
	15%

	KT0306
	Long term insurance policy maintenance and claims management
RANGE: Cover at least the following:
· The process of policy review and adjustments to keep coverage relevant.
· Basics of claim procedures and documentation requirements.
· Common causes of claim rejections and how to avoid them.
· Reinstating lapsed policies or modifying coverage as needed.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0301
	Explain the structure, purpose and utilisation of the different categories of long-term insurance and contextualise these products relevant to different client conditions and vendor offerings.
	20%

	IAC0302
	Explain the fundamental risk management principles and long-term insurance needs analysis required for the recommendation of appropriate long term insurance products.
	15%

	IAC0303
	Identify and discuss the fundamental actuarial and financial concepts related to long term insurance and contextualise them using practical real-world examples. 
	15%

	IAC0304
	Identify and describe the fundamental regulatory and compliance requirements related to the selling and use of long-term insurance products.
	15%

	IAC0305
	Explain what can be restructured and customised relating to long term insurance product and discuss the processes and risk of making such customisations.
	15%

	IAC0306
	Discuss the importance of and processes to ensure long term insurance policy maintenance and effective claims management.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-02-KT04	FOUNDATIONAL INVESTMENT PLANNING PRINCIPLES (15%)

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

	KT0401
	Types of investment products.
	20%

	KT0402
	Risk-return relationship.
	20%

	KT0403
	Diversification principles.
	20%

	KT0404
	Tax-efficient investments.
	20%

	KT0405
	Role of inflation and interest rates.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0401
	Identify different types of investment products.
	20%

	IAC0402
	Analyse the risk-return profile of a portfolio.
	20%

	IAC0403
	Apply diversification strategies in portfolio management.
	20%

	IAC0404
	Evaluate tax-efficient investment options.
	20%

	IAC0405
	Assess the impact of inflation and interest rates.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-02-KT05	FUNDAMENTALS OF RETIREMENT AND ESTATE PLANNING (15%)

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

	KT0501
	Principles of Retirement Planning
RANGE: Cover at least the following:
· Understanding Retirement Needs:
· Estimating retirement expenses based on lifestyle and inflation.
· Identifying sources of retirement income (e.g., pensions, savings, investments).
· Planning for Longevity:
· Strategies to ensure retirement funds last through an extended retirement period.
· Addressing healthcare and long-term care costs in retirement.
· Retirement Savings Vehicles:
· Overview of retirement annuities (RAs), provident funds, pension funds, and tax-free savings accounts in South Africa.
	17%

	KT0502
	Retirement Investment Strategies
RANGE: Cover at least the following:
· Risk Management:
· Adjusting investment risk profiles as clients approach retirement.
· Asset Allocation:
· Diversifying investments across asset classes (e.g., equities, bonds, and property).
· Income Drawdown Strategies:
· Managing withdrawals from retirement funds to balance income needs and preserve capital.
	17%

	KT0503
	Principles of Estate Planning
RANGE: Cover at least the following:
· Purpose of Estate Planning:
· Ensuring the orderly distribution of assets upon death.
· Minimizing taxes and legal costs for beneficiaries.
· Key Estate Planning Tools:
· Wills, trusts, power of attorney, and beneficiary designations.
· Strategies to protect family wealth and ensure liquidity for estate expenses.
	17%

	KT0504
	Legal and Regulatory Frameworks
RANGE: Cover at least the following:
· Retirement Legislation:
· Understanding tax implications of retirement contributions and withdrawals (e.g., Section 10C and Section 11F of the Income Tax Act in South Africa).
· Estate Laws:
· Understanding South African laws related to inheritance, probate, and intestacy (e.g., the Administration of Estates Act).
· Implications of marital regimes (e.g., in community of property, out of community of property) on estate planning.
	17%

	KT0505
	Risk Management in Retirement and Estate Planning
RANGE: Cover at least the following:

· Insurance Solutions:
· The role of life insurance, disability cover, and critical illness cover in estate and retirement planning.
· Debt Management:
· Ensuring debt is managed and addressed in retirement and estate plans.
· Contingency Planning:
· Preparing for unexpected events such as market downturns or medical emergencies.
	16%

	
	Intergenerational Wealth Transfer
RANGE: Cover at least the following:
· Strategies for Passing Wealth to Heirs:
· Structuring estates to minimize taxes and disputes among beneficiaries.
· Trusts and other vehicles for preserving and distributing wealth.
· Philanthropic Planning:
· Options for charitable giving through estates or during retirement.
· Family Communication:
· Educating heirs about financial responsibilities and ensuring alignment of goals.
	16%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0501
	Identify, explain and discuss the principles of retirement planning within the context of defining needs, planning for longevity and utilising appropriate savings products.
	17%

	IAC0502
	Discuss different retirement investment strategies and contextualise them within specific client situations and product availability.
	17%

	IAC0503
	Explain the fundamental principles of estate planning using practical real world examples.
	17%

	IAC0504
	Identify and discuss the specific legal and regulatory frameworks applicable to retirement and estate planning.
	17%

	IAC0505
	Explain the processes of conducting risk assessment in retirement and estate planning.
	16%

	IAC0506
	Explain the concept of intergenerational wealth transfer and use real world examples to illustrate its benefits and challenges within a range of socio economic settings.
	16%



	KM-02-KT06	PRINCIPLES OF LIFELONG HEALTHCARE BENEFITS MANAGEMENT (15%)

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

	KT0501
	Overview of the current status and evolution of healthcare cover in South Africa
	25%

	KT0502
	Managed care as it is applied in Medical Scheme Administration in South Africa
	25%

	KT0503
	Control of fraud in the Healthcare Benefits Administration.
	25%

	KT0504
	Options for healthcare cover 
	25%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0501
	Discuss the current status and evolution of healthcare cover in South Africa and indicate valid and legal strategies to plan for the future needs of individuals and a range of different social partnerships.
	25%

	IAC0502
	Explain managed care as it is applied in medical scheme administration in South Africa
	25%

	IAC0503
	Explain the processes to control of fraud in the healthcare benefits administration.
	25%

	IAC0504
	Discuss fundamental options for healthcare cover and contextualise these options to meet a range of needs posed by different individuals and social partnerships.
	25%



3.1.2. Criteria for accreditation 
The training will be delivered in various teaching and learning modes as specified in each module. The following are globally recognised definitions delineating each of these teaching and learning modes:
Definitions of Learning and Teaching Modes:
· Distance Teaching and Learning:
A mode of education where learners and instructors are physically separated, relying on asynchronous or synchronous communication through various means, such as online platforms, printed materials, or telecommunication.
· Computer-Based Teaching and Learning:
A technology-driven mode where learners engage with educational content through computers, often using interactive software, simulations, or e-learning platforms without requiring direct instructor interaction.
· Face-to-Face Teaching and Learning:
A traditional mode where learners and instructors interact in person, typically in a physical classroom or similar setting, allowing real-time interaction and immediate feedback.
· Blended Teaching and Learning:
A hybrid approach combining face-to-face and online learning, leveraging the strengths of both methods to enhance flexibility, engagement, and accessibility.

Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	· Reliable internet connectivity: Essential for distance and computer-based teaching and required for the online components of blended learning.
· Learning Management System (LMS): Platforms such as Moodle or Blackboard are essential for organising, delivering, and tracking online and blended learning.
· Communication tools: Includes email, messaging apps, and video conferencing platforms such as Zoom or MS Teams, used especially in distance and blended learning.
· Multimedia resources: Digital presentations, online videos, interactive e-learning software, and simulations for online modes; projectors, whiteboards, and printed materials for face-to-face learning.
· Provider hardware: Computers or laptops with webcams, microphones, and printers for content creation and delivery across all modes.
· Learner hardware: Devices such as computers, laptops, or mobile devices with reliable internet for accessing online content in distance, computer-based, and blended learning. 
· Applicable software applications: Word processing tools, spreadsheets, presentations, e-learning platforms, and digital communication software.
· Learning materials: Digital content such as e-books, quizzes, simulations, or printed resources depending on the mode of delivery.
· Physical infrastructure: A classroom or training space with tables, chairs, adequate lighting, and teaching tools for face-to-face and blended delivery.
· Technical support: IT assistance to manage and troubleshoot issues related to digital tools, platforms, and connectivity in computer-based, distance, and blended learning.

	CONSUMABLES 
	· Curriculum-aligned learning materials: May include printed or digital study guides, workbooks, handouts, and assessments appropriate to the mode of delivery.
· Stationery for provider use: Pens, markers, flip charts, whiteboard markers, paper, and envelopes for classroom activities and administrative correspondence.
· Stationery for learners: Notebooks, pens, pencils, rulers, and personal writing materials for note-taking and assignments during face-to-face and blended sessions.
· Printer ink and paper: Required for printing learning materials, certificates, tests, and worksheets, especially in face-to-face and blended modes.
· Electricity supply: Essential for powering devices, projectors, lighting, and internet access across all teaching modes.
· Data and internet bundles: Required for digital communication, online assessments, and learner engagement in distance, computer-based, and blended learning.
· Teaching aids: Includes both physical tools (e.g., charts, flashcards) and digital resources (e.g., videos, e-books, simulations) depending on the teaching strategy.
· Assessment materials: Printed tests, project templates, and digital quizzes aligned to learning outcomes across the different delivery modes.
· Maintenance supplies: Cleaning materials and basic equipment maintenance items for classrooms and IT infrastructure.
· Batteries and power backup: Required for uninterrupted delivery, particularly where technology such as projectors, microphones, or computers are used.



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 6 Qualification and have appropriate technical work experience in the financial services sector.
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 TEACHING: 1:25
NON-CONTACT TEACHING: 1:50


Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	To deliver training for the Higher Occupational Certificate for Financial Services Practitioners, training providers must comply with specific legislative requirements related to the financial services sector, education, labour laws, and business operation standards. Below is a comprehensive list of key legislative acts, along with their compliance requirements:

1. Skills Development Act, 1998 (Act No. 97 of 1998)
· Compliance Requirements:
· Register with the relevant Sector Education and Training Authority (SETA) to facilitate skills development programmes.
· Submit annual training reports to SETA and implement workplace skills plans.
· Ensure alignment of training programmes with the National Qualifications Framework (NQF) and QCTO standards.
· Adhere to requirements for skills development levies, including registration with SARS for levy contributions.

2. National Qualifications Framework Act, 2008 (Act No. 67 of 2008)
· Compliance Requirements:
· Align learning programmes with NQF levels, specifically at NQF Level 6 for the targeted qualification.
· Ensure compliance with policies and guidelines issued by the South African Qualifications Authority (SAQA) and the QCTO.
· Accurately register learner achievements on the National Learner Records Database (NLRD).

3. Financial Advisory and Intermediary Services Act, 2002 (FAIS Act) (Act No. 37 of 2002)
· Compliance Requirements:
· Training content must cover regulatory requirements for financial advisors and intermediaries.
· Ensure that facilitators and assessors delivering the training have appropriate financial services knowledge and are registered as Key Individuals (KIs) or representatives, if applicable.
· Maintain a curriculum that includes compliance with FAIS Fit and Proper standards for competence, honesty, and operational ability.

4. Protection of Personal Information Act, 2013 (POPIA) (Act No. 4 of 2013)
· Compliance Requirements:
· Establish policies for protecting personal learner data, including consent mechanisms for data collection.
· Secure all records, including financial, academic, and personal information, against unauthorized access.
· Appoint an Information Officer to oversee compliance with POPIA regulations.

5. Basic Conditions of Employment Act, 1997 (Act No. 75 of 1997)
· Compliance Requirements:
· Adhere to labour laws governing facilitators, assessors, and administrative staff.
· Ensure compliance with employment contracts, working hours, leave entitlements, and fair labour practices.

6. Broad-Based Black Economic Empowerment Act, 2003 (B-BBEE) (Act No. 53 of 2003)
· Compliance Requirements:
· Demonstrate compliance with B-BBEE requirements, including contributions to skills development initiatives.
· Provide evidence of workplace integration and training opportunities for historically disadvantaged individuals.

7. Companies Act, 2008 (Act No. 71 of 2008)
· Compliance Requirements:
· Ensure the training provider is a registered legal entity with proper governance structures.
· Maintain accurate financial records and adhere to annual reporting requirements.

8. Consumer Protection Act, 2008 (Act No. 68 of 2008)
· Compliance Requirements:
· Provide clear and accurate information about training programmes, costs, and expected outcomes.
· Handle complaints and grievances in accordance with the act's guidelines.

9. Employment Equity Act, 1998 (Act No. 55 of 1998)
· Compliance Requirements:
· Ensure equitable representation of designated groups in training programmes and employment practices.
· Submit annual Employment Equity Reports if the provider qualifies as a designated employer.

10. South African Revenue Service (SARS) Compliance
· Compliance Requirements:
· Register with SARS for tax purposes, including VAT, PAYE, and Skills Development Levies.
· Submit annual and monthly tax returns and ensure compliance with SARS regulations.

11. Occupational Health and Safety Act, 1993 (Act No. 85 of 1993)
· Compliance Requirements:
· Maintain a safe learning environment, ensuring compliance with health and safety standards.
· Conduct regular risk assessments and train staff and learners on health and safety practices.

12. Unemployment Insurance Act, 2001 (Act No. 63 of 2001)
· Compliance Requirements:
· Register employees for UIF and ensure monthly contributions are made.
· Provide necessary UIF documentation for employees when required.

13. Higher Education Act, 1997 (Act No. 101 of 1997)
· Compliance Requirements:
· If applicable, register as a private higher education institution if offering accredited higher education qualifications.
· Adhere to the standards and quality assurance requirements set by the Council on Higher Education (CHE).

14. Tax Administration Act, 2011 (Act No. 28 of 2011)
· Compliance Requirements:
· Keep detailed records of financial transactions related to training programmes.
· Ensure timely submission of tax documents and maintain compliance with tax regulations.

By adhering to these legislative requirements, training providers demonstrate their commitment to delivering high-quality, legally compliant training aligned with national and sectoral standards.



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 Key QCTO Organizational Requirements for Accreditation
	Category
	Requirement

	Legal and Administrative
	- Must be a registered legal entity (e.g., company, NGO, or trust) with appropriate governance structures.

	
	- Proof of registration with the relevant national authority (e.g., CIPC in South Africa).

	
	- Valid tax clearance certificate from the South African Revenue Service (SARS).

	
	- Adequate financial resources to sustain training activities.

	Learning Programme
	- Structured learning programme aligned to the occupational qualification’s curriculum and assessment specifications.

	
	- Compliance with the Occupational Qualification Document (OQD), Curriculum Document, and Qualification Assessment Specification (QAS).

	Facilities and Equipment
	- Access to adequate physical or virtual facilities for effective learning delivery (e.g., classrooms, workshops, or labs).

	
	- Provision of tools, equipment, and learning resources specified in the curriculum.

	
	- Health and safety measures in place for learners and staff.

	Staff and Facilitators
	- Qualified facilitators, assessors, and moderators registered with the relevant Assessment Quality Partner (AQP).

	
	- Proof of staff qualifications and experience in the field of the occupational qualification.

	Policies and Procedures
	- Quality management policies and procedures, including:

	
	- Admission criteria and learner enrolment processes.

	
	- Learner support services and remediation processes.

	
	- Internal and external moderation of assessments.

	
	- Complaints and appeals processes for learners.

	
	- Record-keeping and data management systems for tracking learner progress and outcomes.

	Compliance with QCTO Standards
	- Alignment with QCTO’s Quality Assurance Framework and compliance with the Skills Development Act and Regulations.

	
	- Regular internal reviews to ensure ongoing compliance with QCTO accreditation requirements.

	Stakeholder Partnerships
	- Collaboration with workplaces to facilitate structured workplace-based learning, as required by the occupational qualification.

	
	- Signed agreements with host employers or workplace partners.


Providers must prepare documentation demonstrating compliance with these requirements and undergo a site visit by the QCTO or delegated entity to verify the adequacy of their systems, resources, and infrastructure before accreditation is granted.



	ASSESSMENT CENTRE

	Assessment centres are registered to conduct the External Integrated Summative Assessments (EISA) The criteria that the assessment centres must meet is set out in the Qualification Assessment Specification (QAS). A valid and approved QAS is registered on the QCTO Website for each Occupational Qualification.
As described in the Qualification Assessment Specification (QAS)
The following is the minimum criteria set out in the QAS associated with the Higher Occupational Certificate: Financial Services Practitioner:

	TOOLS AND EQUIPMENT

	Setting up an assessment centre for an External Integrated Summative written assessment requires careful planning and consideration of various factors. Here are the minimum requirements:
· Space: Sufficient space should be available to accommodate all participants comfortably. The area should be quiet and free from distractions to ensure a conducive environment for writing.
· Desks/Tables and Chairs: Ample desks or tables and chairs should be provided for each participant to write comfortably. The furniture should be ergonomic to support prolonged periods of writing.
· Writing Materials: Ensure an adequate supply of writing materials such as pens, pencils, erasers, and rulers for all participants. Consider providing additional materials in case of emergencies or shortages.
· Lighting: Proper lighting is essential to prevent eye strain and facilitate reading and writing. Natural light and adjustable artificial lighting should be available to accommodate varying preferences and needs.
· Temperature Control: The assessment centre should be temperature-controlled to ensure a comfortable environment for participants. Heating or cooling systems should be in place to maintain an appropriate temperature throughout the assessment period.
· Accessibility: The venue should be accessible to all participants, including individuals with disabilities. This includes wheelchair access, ramps, elevators, and accessible restroom facilities.
· Security Measures: Implement security measures to maintain the integrity of the assessment process. This may include monitoring systems, secure storage for personal belongings, and procedures to prevent cheating or unauthorized assistance.
· Quiet Environment: Ensure that the assessment centre is located away from noisy areas to minimize distractions. Consider soundproofing or using partition walls if necessary to create separate testing areas.
· Timing Devices: Provide timing devices such as clocks or timers to help participants manage their time effectively during the assessment. Clear instructions should be given regarding the timing and duration of each section.
· Refreshments: Consider providing refreshments such as water and snacks to keep participants hydrated and energized during the assessment. However, ensure that food and drinks are allowed in the assessment area without compromising the integrity of the assessment.
· Signage and Directions: Clearly display signs and directions to guide participants to the assessment centre and relevant facilities within the venue. This will help prevent confusion and ensure a smooth experience for all participants.
· Emergency Procedures: Establish and communicate emergency procedures to ensure the safety and well-being of participants in case of unforeseen circumstances. This includes procedures for evacuations, medical emergencies, and other potential incidents.
In addition to the basic requirements there are specific physical tools, equipment, and digital technology needed to support the assessment process effectively:
· Computers or Laptops: Provide computers or laptops equipped with word processing software for participants who prefer to type their responses rather than handwrite them. Ensure that these devices are in good working condition and have the necessary software installed.
· Internet Access: If the assessment involves online research or access to digital resources, ensure that reliable internet access is available. This is particularly important if participants are required to submit their responses electronically.
· Printers and Scanners: Have printers and scanners available for participants who need to print or scan documents during the assessment. This allows for the creation of hard copies of responses or the digitization of handwritten work if necessary.
· Projection Equipment: If the assessment includes presentations or multimedia components, provide projection equipment such as projectors and screens to display content to participants and assessors.
· Audiovisual Equipment: Ensure that audiovisual equipment such as microphones, speakers, and audio recording devices are available if the assessment involves listening or speaking tasks. This ensures clear communication and facilitates assessment of oral skills.
· Data Storage Devices: Have data storage devices such as USB flash drives or external hard drives available for participants to save their work if needed. This ensures that participants can securely store their files and access them later if necessary.
· Backup Power Supply: Install backup power supplies such as uninterruptible power supply (UPS) units to prevent disruption in case of power outages. This ensures that assessment activities can continue without interruption and that participants' work is not lost.
· Document Cameras or Visualizers: Provide document cameras or visualizers to display handwritten work or physical documents to assessors or the entire group if necessary. This allows for the sharing of written responses and facilitates discussions during the assessment.
· Headsets or Headphones: If the assessment includes listening tasks or requires participants to use audio materials, provide headsets or headphones to ensure privacy and minimize distractions.
Technical Support: Have technical support personnel available onsite to assist with any issues related to digital technology, software, or equipment during the assessment. This ensures that technical problems can be addressed promptly, minimizing disruptions to the assessment process.

	ACCESS TO EISA FOR CANDIDATES WITH SPECIAL NEEDS:

	In the case of candidates with special needs who have been allowed access to sit for the EISA for the Skills Development provider must inform the Assessment Quality Partner well in advance of the assessment regarding the details of the specific candidate needs. The AQP, in collaboration with the Assessment Centre will then make appropriate arrangements in line with accepted global and National standards. The following are some guiding principles.
When accommodating candidates with special needs who have been granted access to the External Integrated Summative Assessment (EISA) it's essential to ensure that the assessment process remains fair and equitable for all participants. Here are specific provisions that must be made to cater to the fair assessment of candidates with special needs:
•	Accessibility: Ensure that the assessment venue is accessible to candidates with physical disabilities. This includes providing ramps, elevators, accessible restrooms, and designated parking spaces for individuals with mobility impairments.
•	Alternative Formats: Provide assessment materials in alternative formats to accommodate candidates with visual impairments, such as large print, braille, or electronic text. Audio versions of assessment materials may also be necessary for candidates with print disabilities.
•	Assistive Technology: Make assistive technology available to candidates who require it, such as screen readers, magnification software, speech-to-text software, or alternative input devices. Ensure that these tools are compatible with the assessment platform and accessible to candidates during the assessment.
•	Extended Time: Consider granting extended time allowances for candidates with certain disabilities, such as visual impairments, learning disabilities, or physical impairments that affect writing speed or stamina. Extended time can provide these candidates with the opportunity to complete the assessment tasks without time-related barriers.
•	Quiet Environment: Provide a quiet and distraction-free environment for candidates who have difficulty concentrating due to sensory sensitivities or other disabilities. This may involve setting up separate testing rooms or providing noise-cancelling headphones to minimize distractions.
•	Scribe or Reader Assistance: Offer scribe or reader assistance to candidates who have difficulty writing or reading due to physical or cognitive impairments. A scribe can assist with transcribing candidates' responses, while a reader can help candidates access assessment materials or instructions.
•	Flexible Seating Arrangements: Allow candidates to choose seating arrangements that best accommodate their needs, such as adjustable desks or chairs, or seating near exits or restrooms for candidates with mobility impairments.
•	Specialised Instructions: Provide candidates with specialized instructions or accommodations based on their individual needs, as outlined in their accommodation plans or medical documentation. Clear communication and understanding of these accommodations are essential to ensure that candidates can fully participate in the assessment process.
•	Accessibility Features in Assessment Materials: Ensure that assessment materials, including written prompts, diagrams, and images, are designed with accessibility features in mind. This may include providing alternative text for images, using high-contrast colours, or avoiding reliance on visual cues for comprehension.
•	Training for Assessors: Provide training for assessors on how to effectively evaluate the performance of candidates with special needs and how to implement accommodations in a fair and unbiased manner. Assessors should be familiar with the specific needs of each candidate and understand how to assess their work accurately within the context of their disabilities.

	HUMAN RESOURCE REQUIREMENTS

	CRITERIA FOR SUBJECT MATTER EXPERTS (SME) 
SME’s may be assigned as developers, markers/assessors and moderators. 
The criteria for assessors/markers and moderators for the development/moderation of the EISA assessment instruments:
Each of the below categories must be determined by industry as required for each qualification; to be guided by the following criteria:
· Minimum three years’ experience in industry for developers, markers or assessors; evidence thereof required.
· Minimum of five years’ experience in industry for moderators; evidence thereof required.
· Occupational learning and development experience in related fields, evidence of active current practice, trained in assessment practice and recognised by the sector for experience and credibility.
· Active professional membership with professional designation is recommended.

(d) Requirements for the EISA Developers:
· Educational Requirement: A minimum of an NQF Level 6 Qualification or equivalent qualification.
· Experiential Requirement: EISA Tool Developers 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.
(e) Requirements for the EISA Markers/Assessors:
· Educational Requirement: A minimum of a NQF Level 7
· Experiential Requirement: Markers/Assessors 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.
(f)  Requirements for EISA Moderators (Pre and Post):
· Educational Requirement: A minimum of a NQF Level 7 

· Experiential Requirement: Moderators 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.



3.1.3 Exemptions
The following table outlines the specific short courses, qualifications, and/or work experience that could be considered for exemption from learning in the indicated knowledge modules:
	Knowledge Module (KM)
	Basis for Exemption

	241301-001-01-KM-01
Determining Client Needs and Financial Status for providing financial services advice.
	- Qualifications: Higher Certificate in Financial Planning (NQF Level 5), National Certificate: Wealth Management (NQF Level 5).
- Work Experience: Minimum 2 years in client onboarding and financial needs analysis.
- Short Courses: FAIS Fit and Proper for Representatives; Fundamentals of Client Financial Analysis.

	241301-001-01-KM-02
Fundamental Financial Planning Techniques
	- Qualifications: Advanced Certificate in Financial Planning (NQF Level 6), Occupational Certificate: Financial Advisor (NQF Level 6).
- Work Experience: 2+ years as a financial planner or advisor.
- Short Courses: Introduction to Financial Planning; Regulatory Exam Prep (RE1 or RE5).

	241301-001-01-KM-03
Fundamental Principles of Financial Plan Development and Communication.
	- Qualifications: Postgraduate Diploma in Financial Planning (NQF Level 8), CFP® certification.
- Work Experience: 3+ years developing and presenting financial plans.
- Short Courses: Effective Communication for Financial Advisors; Financial Plan Writing Workshop.

	241301-001-01-KM-04
Fundamentals of Ethics and Compliance in Financial Services.
	- Qualifications: National Certificate: Financial Services Regulatory Framework (NQF Level 5).
- Work Experience: 2+ years in compliance or regulatory roles within financial services.
- Short Courses: FAIS Compliance; Ethics and Governance in Financial Services.

	241301-001-01-KM-05
Fundamental Principles of Health Care Benefits Advisory Services.
	- Qualifications: Occupational Certificate: Health Care Benefits Advisor (NQF Level 5).
- Work Experience: 2+ years advising clients on health care benefits.
- Short Courses: Introduction to Health Care Benefits; Fundamentals of Medical Scheme Advisory Services.

	241301-001-01-KM-06
Fundamental Principles of Retirement Fund Benefits Advisory Services.
	- Qualifications: Higher Certificate in Employee Benefits (NQF Level 5).
- Work Experience: 2+ years advising on retirement fund benefits.
- Short Courses: Fundamentals of Retirement Fund Advisory; Pension Fund Regulatory Compliance.

	241301-001-01-KM-07
Fundamental Principles of Investment Advisory Services.
	- Qualifications: National Certificate: Wealth Management (NQF Level 5), Advanced Certificate in Financial Markets (NQF Level 6).
- Work Experience: 2+ years in investment advising or portfolio management.
- Short Courses: Investment Basics for Advisors; Regulatory Exams for Investment Advisors.

	241301-001-01-KM-08
Fundamental Principles of Long-Term Insurance Advisory Services.
	- Qualifications: National Certificate in Long-Term Insurance (NQF Level 4 or 5).
- Work Experience: 2+ years in long-term insurance advisory roles.
- Short Courses: Long-Term Insurance Products and Regulations; Risk Cover Fundamentals.



Considerations for Exemptions:
· Recognition of Prior Learning (RPL): Learners with equivalent experience or informal learning must provide verifiable evidence (e.g., portfolio of evidence, employer reference letters).
· Alignment to Module Outcomes: Exemptions are granted only if prior learning or experience aligns with the specific outcomes and content of the module.
· Regulatory Compliance: Where applicable, learners must demonstrate compliance with sector-specific regulatory exams or certifications, such as FAIS or RE1/RE5.
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics.


3.1.1 Detailing Knowledge Module (KM) contents
Knowledge Module (KM) - 03
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-001-01-KM-03
	Fundamental principles of Financial Plan Development and Communication.
	5
	10
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended



(a) Purpose of Knowledge Module: 
The purpose of the module is to provide learners with the essential knowledge required to develop, communicate, and implement basic financial plans for clients. This module covers the foundational principles of financial planning, including the tools, models, and methodologies used to create effective plans tailored to clients' specific financial situations and goals. Learners will explore how to assess client data, select appropriate financial solutions, and clearly communicate these plans to clients, ensuring they understand the rationale behind recommendations.
 (b) List of Knowledge Topics:
	TOPIC CODE
	TOPIC TITLE
	% OF TIME TO BE SPENT

	[bookmark: _Hlk187819198]KM-03-KT01
	Introduction to Financial Plan Development
	20%

	KM-03-KT02
	Financial Planning Models and Tools
	20%

	KM-03-KT03
	Creating Financial Plans Based on Client Data
	20%

	KM-03-KT04
	Communication of Financial Plans
	20%

	KM-03-KT05
	Ethical and Legal Considerations in Financial Planning
	20%



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

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

	KT0101
	Purpose of a financial plan.
	20%

	KT0102
	Basic components of a financial plan.
	20%

	KT0103
	Steps involved in developing a financial plan.
	20%

	KT0104
	Client collaboration in the financial planning process.
	20%

	KT0105
	Common challenges in plan development.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0101
	Describe the purpose and importance of a financial plan.
	20%

	IAC0102
	Identify the key components of a financial plan.
	20%

	IAC0103
	Outline the steps involved in developing a financial plan.
	20%

	IAC0104
	Demonstrate collaboration with clients in the planning process.
	20%

	IAC0105
	Analyse challenges that can arise during the plan development.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-03-KT02	FINANCIAL PLANNING MODELS AND TOOLS (20%)

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

	KT0201
	Overview of financial planning models.
	20%

	KT0202
	Tools for budget and cash flow planning.
	20%

	KT0203
	Risk assessment tools in planning.
	20%

	KT0204
	Investment planning models.
	20%

	KT0205
	Tax planning and minimisation strategies.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0201
	Compare different financial planning models used in practice.
	20%

	IAC0202
	Apply budgeting and cash flow planning tools to client data.
	20%

	IAC0203
	Utilise risk assessment tools in the financial planning process.
	20%

	IAC0204
	Analyse investment planning models and their applicability.
	20%

	IAC0205
	Evaluate tax planning strategies for clients.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-03-KT03	CREATING FINANCIAL PLANS BASED ON CLIENT DATA (20%)

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

	KT0301
	Client data integration into financial plans.
	20%

	KT0302
	Setting financial goals and objectives.
	20%

	KT0303
	Prioritising financial objectives.
	20%

	KT0304
	Identifying gaps and opportunities in financial plans.
	20%

	KT0305
	Adjusting plans based on changing circumstances.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0301
	Integrate client financial data into a coherent plan.
	20%

	IAC0302
	Set clear and achievable financial goals for clients.
	20%

	IAC0303
	Prioritise financial objectives based on client needs.
	20%

	IAC0304
	Identify gaps or opportunities in a client's financial plan.
	20%

	IAC0305
	Adjust financial plans in response to changes in client circumstances.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-03-KT04	COMMUNICATION OF FINANCIAL PLANS (20%)

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

	KT0401
	Importance of clear financial plan communication.
	20%

	KT0402
	Using financial terminology effectively.
	20%

	KT0403
	Tailoring communication to client understanding.
	20%

	KT0404
	Communicating risks and benefits clearly.
	20%

	KT0405
	Documenting and presenting financial plans professionally.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0401
	Explain the importance of clear communication in presenting financial plans.
	20%

	IAC0402
	Use appropriate financial terminology in communication.
	20%

	IAC0403
	Adapt communication style to client understanding levels.
	20%

	IAC0404
	Communicate risks and benefits clearly in a plan presentation.
	20%

	IAC0405
	Present a financial plan professionally, ensuring all relevant information is included.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-03-KT05	ETHICAL AND LEGAL CONSIDERATIONS IN FINANCIAL PLANNING (20%)

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

	KT0501
	Legal requirements in financial planning.
	20%

	KT0502
	Ethical considerations in plan development.
	20%

	KT0503
	Client consent and disclosure.
	20%

	KT0504
	Transparency in fees and charges.
	20%

	KT0505
	Handling client conflicts and complaints.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0501
	Identify the legal requirements related to financial planning.
	20%

	IAC0502
	Describe the ethical considerations in financial plan development.
	20%

	IAC0503
	Ensure client consent and disclosure are obtained appropriately.
	20%

	IAC0504
	Explain the importance of transparency regarding fees and charges.
	20%

	IAC0505
	Manage conflicts and complaints in an ethical manner.
	20%


3.1.2. Criteria for accreditation 
The training will be delivered in various teaching and learning modes as specified in each module. The following are globally recognised definitions delineating each of these teaching and learning modes:
Definitions of Learning and Teaching Modes:
· Distance Teaching and Learning:
A mode of education where learners and instructors are physically separated, relying on asynchronous or synchronous communication through various means, such as online platforms, printed materials, or telecommunication.
· Computer-Based Teaching and Learning:
A technology-driven mode where learners engage with educational content through computers, often using interactive software, simulations, or e-learning platforms without requiring direct instructor interaction.
· Face-to-Face Teaching and Learning:
A traditional mode where learners and instructors interact in person, typically in a physical classroom or similar setting, allowing real-time interaction and immediate feedback.
· Blended Teaching and Learning:
A hybrid approach combining face-to-face and online learning, leveraging the strengths of both methods to enhance flexibility, engagement, and accessibility.

Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	· Reliable internet connectivity: Essential for distance and computer-based teaching and required for the online components of blended learning.
· Learning Management System (LMS): Platforms such as Moodle or Blackboard are essential for organising, delivering, and tracking online and blended learning.
· Communication tools: Includes email, messaging apps, and video conferencing platforms such as Zoom or MS Teams, used especially in distance and blended learning.
· Multimedia resources: Digital presentations, online videos, interactive e-learning software, and simulations for online modes; projectors, whiteboards, and printed materials for face-to-face learning.
· Provider hardware: Computers or laptops with webcams, microphones, and printers for content creation and delivery across all modes.
· Learner hardware: Devices such as computers, laptops, or mobile devices with reliable internet for accessing online content in distance, computer-based, and blended learning. 
· Applicable software applications: Word processing tools, spreadsheets, presentations, e-learning platforms, and digital communication software.
· Learning materials: Digital content such as e-books, quizzes, simulations, or printed resources depending on the mode of delivery.
· Physical infrastructure: A classroom or training space with tables, chairs, adequate lighting, and teaching tools for face-to-face and blended delivery.
· Technical support: IT assistance to manage and troubleshoot issues related to digital tools, platforms, and connectivity in computer-based, distance, and blended learning.

	CONSUMABLES 
	· Curriculum-aligned learning materials: May include printed or digital study guides, workbooks, handouts, and assessments appropriate to the mode of delivery.
· Stationery for provider use: Pens, markers, flip charts, whiteboard markers, paper, and envelopes for classroom activities and administrative correspondence.
· Stationery for learners: Notebooks, pens, pencils, rulers, and personal writing materials for note-taking and assignments during face-to-face and blended sessions.
· Printer ink and paper: Required for printing learning materials, certificates, tests, and worksheets, especially in face-to-face and blended modes.
· Electricity supply: Essential for powering devices, projectors, lighting, and internet access across all teaching modes.
· Data and internet bundles: Required for digital communication, online assessments, and learner engagement in distance, computer-based, and blended learning.
· Teaching aids: Includes both physical tools (e.g., charts, flashcards) and digital resources (e.g., videos, e-books, simulations) depending on the teaching strategy.
· Assessment materials: Printed tests, project templates, and digital quizzes aligned to learning outcomes across the different delivery modes.
· Maintenance supplies: Cleaning materials and basic equipment maintenance items for classrooms and IT infrastructure.
· Batteries and power backup: Required for uninterrupted delivery, particularly where technology such as projectors, microphones, or computers are used.



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 6 Qualification and have appropriate technical work experience in the financial services sector.
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 TEACHING: 1:25
NON-CONTACT TEACHING: 1:50


Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	To deliver training for the Higher Occupational Certificate for Financial Services Practitioners, training providers must comply with specific legislative requirements related to the financial services sector, education, labour laws, and business operation standards. Below is a comprehensive list of key legislative acts, along with their compliance requirements:

1. Skills Development Act, 1998 (Act No. 97 of 1998)
· Compliance Requirements:
· Register with the relevant Sector Education and Training Authority (SETA) to facilitate skills development programmes.
· Submit annual training reports to SETA and implement workplace skills plans.
· Ensure alignment of training programmes with the National Qualifications Framework (NQF) and QCTO standards.
· Adhere to requirements for skills development levies, including registration with SARS for levy contributions.

2. National Qualifications Framework Act, 2008 (Act No. 67 of 2008)
· Compliance Requirements:
· Align learning programmes with NQF levels, specifically at NQF Level 6 for the targeted qualification.
· Ensure compliance with policies and guidelines issued by the South African Qualifications Authority (SAQA) and the QCTO.
· Accurately register learner achievements on the National Learner Records Database (NLRD).

3. Financial Advisory and Intermediary Services Act, 2002 (FAIS Act) (Act No. 37 of 2002)
· Compliance Requirements:
· Training content must cover regulatory requirements for financial advisors and intermediaries.
· Ensure that facilitators and assessors delivering the training have appropriate financial services knowledge and are registered as Key Individuals (KIs) or representatives, if applicable.
· Maintain a curriculum that includes compliance with FAIS Fit and Proper standards for competence, honesty, and operational ability.

4. Protection of Personal Information Act, 2013 (POPIA) (Act No. 4 of 2013)
· Compliance Requirements:
· Establish policies for protecting personal learner data, including consent mechanisms for data collection.
· Secure all records, including financial, academic, and personal information, against unauthorized access.
· Appoint an Information Officer to oversee compliance with POPIA regulations.

5. Basic Conditions of Employment Act, 1997 (Act No. 75 of 1997)
· Compliance Requirements:
· Adhere to labour laws governing facilitators, assessors, and administrative staff.
· Ensure compliance with employment contracts, working hours, leave entitlements, and fair labour practices.

6. Broad-Based Black Economic Empowerment Act, 2003 (B-BBEE) (Act No. 53 of 2003)
· Compliance Requirements:
· Demonstrate compliance with B-BBEE requirements, including contributions to skills development initiatives.
· Provide evidence of workplace integration and training opportunities for historically disadvantaged individuals.

7. Companies Act, 2008 (Act No. 71 of 2008)
· Compliance Requirements:
· Ensure the training provider is a registered legal entity with proper governance structures.
· Maintain accurate financial records and adhere to annual reporting requirements.

8. Consumer Protection Act, 2008 (Act No. 68 of 2008)
· Compliance Requirements:
· Provide clear and accurate information about training programmes, costs, and expected outcomes.
· Handle complaints and grievances in accordance with the act's guidelines.

9. Employment Equity Act, 1998 (Act No. 55 of 1998)
· Compliance Requirements:
· Ensure equitable representation of designated groups in training programmes and employment practices.
· Submit annual Employment Equity Reports if the provider qualifies as a designated employer.

10. South African Revenue Service (SARS) Compliance
· Compliance Requirements:
· Register with SARS for tax purposes, including VAT, PAYE, and Skills Development Levies.
· Submit annual and monthly tax returns and ensure compliance with SARS regulations.

11. Occupational Health and Safety Act, 1993 (Act No. 85 of 1993)
· Compliance Requirements:
· Maintain a safe learning environment, ensuring compliance with health and safety standards.
· Conduct regular risk assessments and train staff and learners on health and safety practices.

12. Unemployment Insurance Act, 2001 (Act No. 63 of 2001)
· Compliance Requirements:
· Register employees for UIF and ensure monthly contributions are made.
· Provide necessary UIF documentation for employees when required.

13. Higher Education Act, 1997 (Act No. 101 of 1997)
· Compliance Requirements:
· If applicable, register as a private higher education institution if offering accredited higher education qualifications.
· Adhere to the standards and quality assurance requirements set by the Council on Higher Education (CHE).

14. Tax Administration Act, 2011 (Act No. 28 of 2011)
· Compliance Requirements:
· Keep detailed records of financial transactions related to training programmes.
· Ensure timely submission of tax documents and maintain compliance with tax regulations.

By adhering to these legislative requirements, training providers demonstrate their commitment to delivering high-quality, legally compliant training aligned with national and sectoral standards.



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 Key QCTO Organizational Requirements for Accreditation
	Category
	Requirement

	Legal and Administrative
	- Must be a registered legal entity (e.g., company, NGO, or trust) with appropriate governance structures.

	
	- Proof of registration with the relevant national authority (e.g., CIPC in South Africa).

	
	- Valid tax clearance certificate from the South African Revenue Service (SARS).

	
	- Adequate financial resources to sustain training activities.

	Learning Programme
	- Structured learning programme aligned to the occupational qualification’s curriculum and assessment specifications.

	
	- Compliance with the Occupational Qualification Document (OQD), Curriculum Document, and Qualification Assessment Specification (QAS).

	Facilities and Equipment
	- Access to adequate physical or virtual facilities for effective learning delivery (e.g., classrooms, workshops, or labs).

	
	- Provision of tools, equipment, and learning resources specified in the curriculum.

	
	- Health and safety measures in place for learners and staff.

	Staff and Facilitators
	- Qualified facilitators, assessors, and moderators registered with the relevant Assessment Quality Partner (AQP).

	
	- Proof of staff qualifications and experience in the field of the occupational qualification.

	Policies and Procedures
	- Quality management policies and procedures, including:

	
	- Admission criteria and learner enrolment processes.

	
	- Learner support services and remediation processes.

	
	- Internal and external moderation of assessments.

	
	- Complaints and appeals processes for learners.

	
	- Record-keeping and data management systems for tracking learner progress and outcomes.

	Compliance with QCTO Standards
	- Alignment with QCTO’s Quality Assurance Framework and compliance with the Skills Development Act and Regulations.

	
	- Regular internal reviews to ensure ongoing compliance with QCTO accreditation requirements.

	Stakeholder Partnerships
	- Collaboration with workplaces to facilitate structured workplace-based learning, as required by the occupational qualification.

	
	- Signed agreements with host employers or workplace partners.


Providers must prepare documentation demonstrating compliance with these requirements and undergo a site visit by the QCTO or delegated entity to verify the adequacy of their systems, resources, and infrastructure before accreditation is granted.



	ASSESSMENT CENTRE

	Assessment centres are registered to conduct the External Integrated Summative Assessments (EISA) The criteria that the assessment centres must meet is set out in the Qualification Assessment Specification (QAS). A valid and approved QAS is registered on the QCTO Website for each Occupational Qualification.
As described in the Qualification Assessment Specification (QAS)
The following is the minimum criteria set out in the QAS associated with the Higher Occupational Certificate: Financial Services Practitioner:

	TOOLS AND EQUIPMENT

	Setting up an assessment centre for an External Integrated Summative written assessment requires careful planning and consideration of various factors. Here are the minimum requirements:
· Space: Sufficient space should be available to accommodate all participants comfortably. The area should be quiet and free from distractions to ensure a conducive environment for writing.
· Desks/Tables and Chairs: Ample desks or tables and chairs should be provided for each participant to write comfortably. The furniture should be ergonomic to support prolonged periods of writing.
· Writing Materials: Ensure an adequate supply of writing materials such as pens, pencils, erasers, and rulers for all participants. Consider providing additional materials in case of emergencies or shortages.
· Lighting: Proper lighting is essential to prevent eye strain and facilitate reading and writing. Natural light and adjustable artificial lighting should be available to accommodate varying preferences and needs.
· Temperature Control: The assessment centre should be temperature-controlled to ensure a comfortable environment for participants. Heating or cooling systems should be in place to maintain an appropriate temperature throughout the assessment period.
· Accessibility: The venue should be accessible to all participants, including individuals with disabilities. This includes wheelchair access, ramps, elevators, and accessible restroom facilities.
· Security Measures: Implement security measures to maintain the integrity of the assessment process. This may include monitoring systems, secure storage for personal belongings, and procedures to prevent cheating or unauthorized assistance.
· Quiet Environment: Ensure that the assessment centre is located away from noisy areas to minimize distractions. Consider soundproofing or using partition walls if necessary to create separate testing areas.
· Timing Devices: Provide timing devices such as clocks or timers to help participants manage their time effectively during the assessment. Clear instructions should be given regarding the timing and duration of each section.
· Refreshments: Consider providing refreshments such as water and snacks to keep participants hydrated and energized during the assessment. However, ensure that food and drinks are allowed in the assessment area without compromising the integrity of the assessment.
· Signage and Directions: Clearly display signs and directions to guide participants to the assessment centre and relevant facilities within the venue. This will help prevent confusion and ensure a smooth experience for all participants.
· Emergency Procedures: Establish and communicate emergency procedures to ensure the safety and well-being of participants in case of unforeseen circumstances. This includes procedures for evacuations, medical emergencies, and other potential incidents.
In addition to the basic requirements there are specific physical tools, equipment, and digital technology needed to support the assessment process effectively:
· Computers or Laptops: Provide computers or laptops equipped with word processing software for participants who prefer to type their responses rather than handwrite them. Ensure that these devices are in good working condition and have the necessary software installed.
· Internet Access: If the assessment involves online research or access to digital resources, ensure that reliable internet access is available. This is particularly important if participants are required to submit their responses electronically.
· Printers and Scanners: Have printers and scanners available for participants who need to print or scan documents during the assessment. This allows for the creation of hard copies of responses or the digitization of handwritten work if necessary.
· Projection Equipment: If the assessment includes presentations or multimedia components, provide projection equipment such as projectors and screens to display content to participants and assessors.
· Audiovisual Equipment: Ensure that audiovisual equipment such as microphones, speakers, and audio recording devices are available if the assessment involves listening or speaking tasks. This ensures clear communication and facilitates assessment of oral skills.
· Data Storage Devices: Have data storage devices such as USB flash drives or external hard drives available for participants to save their work if needed. This ensures that participants can securely store their files and access them later if necessary.
· Backup Power Supply: Install backup power supplies such as uninterruptible power supply (UPS) units to prevent disruption in case of power outages. This ensures that assessment activities can continue without interruption and that participants' work is not lost.
· Document Cameras or Visualizers: Provide document cameras or visualizers to display handwritten work or physical documents to assessors or the entire group if necessary. This allows for the sharing of written responses and facilitates discussions during the assessment.
· Headsets or Headphones: If the assessment includes listening tasks or requires participants to use audio materials, provide headsets or headphones to ensure privacy and minimize distractions.
Technical Support: Have technical support personnel available onsite to assist with any issues related to digital technology, software, or equipment during the assessment. This ensures that technical problems can be addressed promptly, minimizing disruptions to the assessment process.

	ACCESS TO EISA FOR CANDIDATES WITH SPECIAL NEEDS:

	In the case of candidates with special needs who have been allowed access to sit for the EISA for the Skills Development provider must inform the Assessment Quality Partner well in advance of the assessment regarding the details of the specific candidate needs. The AQP, in collaboration with the Assessment Centre will then make appropriate arrangements in line with accepted global and National standards. The following are some guiding principles.
When accommodating candidates with special needs who have been granted access to the External Integrated Summative Assessment (EISA) it's essential to ensure that the assessment process remains fair and equitable for all participants. Here are specific provisions that must be made to cater to the fair assessment of candidates with special needs:
•	Accessibility: Ensure that the assessment venue is accessible to candidates with physical disabilities. This includes providing ramps, elevators, accessible restrooms, and designated parking spaces for individuals with mobility impairments.
•	Alternative Formats: Provide assessment materials in alternative formats to accommodate candidates with visual impairments, such as large print, braille, or electronic text. Audio versions of assessment materials may also be necessary for candidates with print disabilities.
•	Assistive Technology: Make assistive technology available to candidates who require it, such as screen readers, magnification software, speech-to-text software, or alternative input devices. Ensure that these tools are compatible with the assessment platform and accessible to candidates during the assessment.
•	Extended Time: Consider granting extended time allowances for candidates with certain disabilities, such as visual impairments, learning disabilities, or physical impairments that affect writing speed or stamina. Extended time can provide these candidates with the opportunity to complete the assessment tasks without time-related barriers.
•	Quiet Environment: Provide a quiet and distraction-free environment for candidates who have difficulty concentrating due to sensory sensitivities or other disabilities. This may involve setting up separate testing rooms or providing noise-cancelling headphones to minimize distractions.
•	Scribe or Reader Assistance: Offer scribe or reader assistance to candidates who have difficulty writing or reading due to physical or cognitive impairments. A scribe can assist with transcribing candidates' responses, while a reader can help candidates access assessment materials or instructions.
•	Flexible Seating Arrangements: Allow candidates to choose seating arrangements that best accommodate their needs, such as adjustable desks or chairs, or seating near exits or restrooms for candidates with mobility impairments.
•	Specialised Instructions: Provide candidates with specialized instructions or accommodations based on their individual needs, as outlined in their accommodation plans or medical documentation. Clear communication and understanding of these accommodations are essential to ensure that candidates can fully participate in the assessment process.
•	Accessibility Features in Assessment Materials: Ensure that assessment materials, including written prompts, diagrams, and images, are designed with accessibility features in mind. This may include providing alternative text for images, using high-contrast colours, or avoiding reliance on visual cues for comprehension.
•	Training for Assessors: Provide training for assessors on how to effectively evaluate the performance of candidates with special needs and how to implement accommodations in a fair and unbiased manner. Assessors should be familiar with the specific needs of each candidate and understand how to assess their work accurately within the context of their disabilities.

	HUMAN RESOURCE REQUIREMENTS

	CRITERIA FOR SUBJECT MATTER EXPERTS (SME) 
SME’s may be assigned as developers, markers/assessors and moderators. 
The criteria for assessors/markers and moderators for the development/moderation of the EISA assessment instruments:
Each of the below categories must be determined by industry as required for each qualification; to be guided by the following criteria:
· Minimum three years’ experience in industry for developers, markers or assessors; evidence thereof required.
· Minimum of five years’ experience in industry for moderators; evidence thereof required.
· Occupational learning and development experience in related fields, evidence of active current practice, trained in assessment practice and recognised by the sector for experience and credibility.
· Active professional membership with professional designation is recommended.

(g) Requirements for the EISA Developers:
· Educational Requirement: A minimum of an NQF Level 6 Qualification or equivalent qualification.
· Experiential Requirement: EISA Tool Developers 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.
(h) Requirements for the EISA Markers/Assessors:
· Educational Requirement: A minimum of a NQF Level 7
· Experiential Requirement: Markers/Assessors 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.
(i)  Requirements for EISA Moderators (Pre and Post):
· Educational Requirement: A minimum of a NQF Level 7 

· Experiential Requirement: Moderators 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.



3.1.3 Exemptions
The following table outlines the specific short courses, qualifications, and/or work experience that could be considered for exemption from learning in the indicated knowledge modules:
	Knowledge Module (KM)
	Basis for Exemption

	241301-001-01-KM-01
Determining Client Needs and Financial Status for providing financial services advice.
	- Qualifications: Higher Certificate in Financial Planning (NQF Level 5), National Certificate: Wealth Management (NQF Level 5).
- Work Experience: Minimum 2 years in client onboarding and financial needs analysis.
- Short Courses: FAIS Fit and Proper for Representatives; Fundamentals of Client Financial Analysis.

	241301-001-01-KM-02
Fundamental Financial Planning Techniques
	- Qualifications: Advanced Certificate in Financial Planning (NQF Level 6), Occupational Certificate: Financial Advisor (NQF Level 6).
- Work Experience: 2+ years as a financial planner or advisor.
- Short Courses: Introduction to Financial Planning; Regulatory Exam Prep (RE1 or RE5).

	241301-001-01-KM-03
Fundamental Principles of Financial Plan Development and Communication.
	- Qualifications: Postgraduate Diploma in Financial Planning (NQF Level 8), CFP® certification.
- Work Experience: 3+ years developing and presenting financial plans.
- Short Courses: Effective Communication for Financial Advisors; Financial Plan Writing Workshop.

	241301-001-01-KM-04
Fundamentals of Ethics and Compliance in Financial Services.
	- Qualifications: National Certificate: Financial Services Regulatory Framework (NQF Level 5).
- Work Experience: 2+ years in compliance or regulatory roles within financial services.
- Short Courses: FAIS Compliance; Ethics and Governance in Financial Services.

	241301-001-01-KM-05
Fundamental Principles of Health Care Benefits Advisory Services.
	- Qualifications: Occupational Certificate: Health Care Benefits Advisor (NQF Level 5).
- Work Experience: 2+ years advising clients on health care benefits.
- Short Courses: Introduction to Health Care Benefits; Fundamentals of Medical Scheme Advisory Services.

	241301-001-01-KM-06
Fundamental Principles of Retirement Fund Benefits Advisory Services.
	- Qualifications: Higher Certificate in Employee Benefits (NQF Level 5).
- Work Experience: 2+ years advising on retirement fund benefits.
- Short Courses: Fundamentals of Retirement Fund Advisory; Pension Fund Regulatory Compliance.

	241301-001-01-KM-07
Fundamental Principles of Investment Advisory Services.
	- Qualifications: National Certificate: Wealth Management (NQF Level 5), Advanced Certificate in Financial Markets (NQF Level 6).
- Work Experience: 2+ years in investment advising or portfolio management.
- Short Courses: Investment Basics for Advisors; Regulatory Exams for Investment Advisors.

	241301-001-01-KM-08
Fundamental Principles of Long-Term Insurance Advisory Services.
	- Qualifications: National Certificate in Long-Term Insurance (NQF Level 4 or 5).
- Work Experience: 2+ years in long-term insurance advisory roles.
- Short Courses: Long-Term Insurance Products and Regulations; Risk Cover Fundamentals.



Considerations for Exemptions:
· Recognition of Prior Learning (RPL): Learners with equivalent experience or informal learning must provide verifiable evidence (e.g., portfolio of evidence, employer reference letters).
· Alignment to Module Outcomes: Exemptions are granted only if prior learning or experience aligns with the specific outcomes and content of the module.
· Regulatory Compliance: Where applicable, learners must demonstrate compliance with sector-specific regulatory exams or certifications, such as FAIS or RE1/RE5.
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics.



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

	241301-001-01-KM-04
	Fundamentals of Ethics and Compliance in Financial Services
	5
	10
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended



(a) Purpose of Knowledge Module: 
The purpose of the module is to provide learners with the foundational knowledge and understanding of the ethical and legal frameworks that govern the financial services industry. This module covers key regulatory requirements ensuring that learners are equipped to recognise, interpret, and apply these regulations in their day-to-day activities as financial service practitioners. Learners will gain insight into ethical decision-making processes, the importance of maintaining client confidentiality, and the responsibilities financial practitioners have towards clients, the industry, and regulatory bodies.
 (b) List of Knowledge Topics:
	TOPIC CODE
	TOPIC TITLE
	% OF TIME TO BE SPENT

	[bookmark: _Hlk187819319]KM-04-KT01
	Principles of Ethical Financial Practice
	20%

	KM-04-KT02
	Regulatory and Legal Framework
	20%

	KM-04-KT03
	Client Confidentiality and Privacy
	20%

	KM-04-KT04
	Ethical Marketing and Sales Practices
	20%

	KM-04-KT05
	Professionalism and Accountability
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-04-KT01	PRINCIPLES OF ETHICAL FINANCIAL PRACTICE (20%)

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

	KT0101
	Definition of ethical practice in financial services.
	20%

	KT0102
	Importance of client-centric service.
	20%

	KT0103
	Professional codes of conduct and ethical standards.
	20%

	KT0104
	Ethical decision-making in financial services.
	20%

	KT0105
	Consequences of unethical practices.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0101
	Define ethical practice in the context of financial services.
	20%

	IAC0102
	Explain the importance of client-centric service.
	20%

	IAC0103
	Identify professional codes of conduct relevant to financial services.
	20%

	IAC0104
	Apply ethical decision-making in financial planning.
	20%

	IAC0105
	Evaluate the consequences of unethical practices in the industry.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-04-KT02	REGULATORY AND LEGAL FRAMEWORK (20%)

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

	KT0201
	Overview of financial services regulations.
	20%

	KT0202
	Regulatory bodies and their roles.
	20%

	KT0203
	Key financial services legislation 
	20%

	KT0204
	Compliance requirements for financial services practitioners.
	20%

	KT0205
	Reporting requirements and procedures.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0201
	Describe the main financial services regulations.
	20%

	IAC0202
	Identify the roles of regulatory bodies in financial services.
	20%

	IAC0203
	Explain key pieces of legislation affecting financial services practitioners.
	20%

	IAC0204
	Outline compliance requirements for financial services practitioners.
	20%

	IAC0205
	Demonstrate the correct reporting procedures for compliance.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-04-KT03 CLIENT CONFIDENTIALITY AND PRIVACY (20%)

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

	KT0301
	Importance of client confidentiality.
	20%

	KT0302
	Legal frameworks supporting confidentiality.
	20%

	KT0303
	Handling sensitive client data.
	20%

	KT0304
	Breach of confidentiality and consequences.
	20%

	KT0305
	Procedures for safeguarding client information.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0301
	Explain the importance of maintaining client confidentiality.
	20%

	IAC0302
	Identify the legal frameworks that protect client privacy.
	20%

	IAC0303
	Demonstrate how to handle sensitive client data properly.
	20%

	IAC0304
	Describe the consequences of breaching confidentiality.
	20%

	IAC0305
	Implement procedures to safeguard client information.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-04-KT04	ETHICAL MARKETING AND SALES PRACTICES	(20%)

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

	KT0401
	Ethical standards in financial product marketing.
	20%

	KT0402
	Transparent sales practices.
	20%

	KT0403
	Managing client expectations.
	20%

	KT0404
	Avoiding misleading or deceptive practices.
	20%

	KT0405
	Monitoring and reporting ethical breaches.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0401
	Explain the ethical standards in marketing financial products.
	20%

	IAC0402
	Demonstrate transparent sales practices with clients.
	20%

	IAC0403
	Manage client expectations effectively.
	20%

	IAC0404
	Avoid misleading or deceptive marketing and sales tactics.
	20%

	IAC0405
	Report ethical breaches in sales or marketing practices.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-04-KT05	PROFESSIONALISM AND ACCOUNTABILITY (20%)

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

	KT0501
	Role of financial services practitioners in upholding ethics.
	20%

	KT0502
	Accountability to clients and regulatory bodies.
	20%

	KT0503
	Building trust with clients through ethical behaviour.
	20%

	KT0504
	Continuous professional development in ethics.
	20%

	KT0505
	Maintaining a professional demeanour.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0501
	Explain the role of a financial services practitioner in maintaining ethical standards.
	20%

	IAC0502
	Outline the accountability of financial services practitioners to clients and regulatory bodies.
	20%

	IAC0503
	Build trust with clients through ethical and professional conduct.
	20%

	IAC0504
	Participate in continuous professional development on ethical issues.
	20%

	IAC0505
	Demonstrate professional behaviour and accountability in practice.
	20%



3.1.2. Criteria for accreditation 
The training will be delivered in various teaching and learning modes as specified in each module. The following are globally recognised definitions delineating each of these teaching and learning modes:
Definitions of Learning and Teaching Modes:
· Distance Teaching and Learning:
A mode of education where learners and instructors are physically separated, relying on asynchronous or synchronous communication through various means, such as online platforms, printed materials, or telecommunication.
· Computer-Based Teaching and Learning:
A technology-driven mode where learners engage with educational content through computers, often using interactive software, simulations, or e-learning platforms without requiring direct instructor interaction.
· Face-to-Face Teaching and Learning:
A traditional mode where learners and instructors interact in person, typically in a physical classroom or similar setting, allowing real-time interaction and immediate feedback.
· Blended Teaching and Learning:
A hybrid approach combining face-to-face and online learning, leveraging the strengths of both methods to enhance flexibility, engagement, and accessibility.

Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	· Reliable internet connectivity: Essential for distance and computer-based teaching and required for the online components of blended learning.
· Learning Management System (LMS): Platforms such as Moodle or Blackboard are essential for organising, delivering, and tracking online and blended learning.
· Communication tools: Includes email, messaging apps, and video conferencing platforms such as Zoom or MS Teams, used especially in distance and blended learning.
· Multimedia resources: Digital presentations, online videos, interactive e-learning software, and simulations for online modes; projectors, whiteboards, and printed materials for face-to-face learning.
· Provider hardware: Computers or laptops with webcams, microphones, and printers for content creation and delivery across all modes.
· Learner hardware: Devices such as computers, laptops, or mobile devices with reliable internet for accessing online content in distance, computer-based, and blended learning. 
· Applicable software applications: Word processing tools, spreadsheets, presentations, e-learning platforms, and digital communication software.
· Learning materials: Digital content such as e-books, quizzes, simulations, or printed resources depending on the mode of delivery.
· Physical infrastructure: A classroom or training space with tables, chairs, adequate lighting, and teaching tools for face-to-face and blended delivery.
· Technical support: IT assistance to manage and troubleshoot issues related to digital tools, platforms, and connectivity in computer-based, distance, and blended learning.

	CONSUMABLES 
	· Curriculum-aligned learning materials: May include printed or digital study guides, workbooks, handouts, and assessments appropriate to the mode of delivery.
· Stationery for provider use: Pens, markers, flip charts, whiteboard markers, paper, and envelopes for classroom activities and administrative correspondence.
· Stationery for learners: Notebooks, pens, pencils, rulers, and personal writing materials for note-taking and assignments during face-to-face and blended sessions.
· Printer ink and paper: Required for printing learning materials, certificates, tests, and worksheets, especially in face-to-face and blended modes.
· Electricity supply: Essential for powering devices, projectors, lighting, and internet access across all teaching modes.
· Data and internet bundles: Required for digital communication, online assessments, and learner engagement in distance, computer-based, and blended learning.
· Teaching aids: Includes both physical tools (e.g., charts, flashcards) and digital resources (e.g., videos, e-books, simulations) depending on the teaching strategy.
· Assessment materials: Printed tests, project templates, and digital quizzes aligned to learning outcomes across the different delivery modes.
· Maintenance supplies: Cleaning materials and basic equipment maintenance items for classrooms and IT infrastructure.
· Batteries and power backup: Required for uninterrupted delivery, particularly where technology such as projectors, microphones, or computers are used.



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 6 Qualification and have appropriate technical work experience in the financial services sector.
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 TEACHING: 1:25
NON-CONTACT TEACHING: 1:50


Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	To deliver training for the Higher Occupational Certificate for Financial Services Practitioners, training providers must comply with specific legislative requirements related to the financial services sector, education, labour laws, and business operation standards. Below is a comprehensive list of key legislative acts, along with their compliance requirements:

1. Skills Development Act, 1998 (Act No. 97 of 1998)
· Compliance Requirements:
· Register with the relevant Sector Education and Training Authority (SETA) to facilitate skills development programmes.
· Submit annual training reports to SETA and implement workplace skills plans.
· Ensure alignment of training programmes with the National Qualifications Framework (NQF) and QCTO standards.
· Adhere to requirements for skills development levies, including registration with SARS for levy contributions.

2. National Qualifications Framework Act, 2008 (Act No. 67 of 2008)
· Compliance Requirements:
· Align learning programmes with NQF levels, specifically at NQF Level 6 for the targeted qualification.
· Ensure compliance with policies and guidelines issued by the South African Qualifications Authority (SAQA) and the QCTO.
· Accurately register learner achievements on the National Learner Records Database (NLRD).

3. Financial Advisory and Intermediary Services Act, 2002 (FAIS Act) (Act No. 37 of 2002)
· Compliance Requirements:
· Training content must cover regulatory requirements for financial advisors and intermediaries.
· Ensure that facilitators and assessors delivering the training have appropriate financial services knowledge and are registered as Key Individuals (KIs) or representatives, if applicable.
· Maintain a curriculum that includes compliance with FAIS Fit and Proper standards for competence, honesty, and operational ability.

4. Protection of Personal Information Act, 2013 (POPIA) (Act No. 4 of 2013)
· Compliance Requirements:
· Establish policies for protecting personal learner data, including consent mechanisms for data collection.
· Secure all records, including financial, academic, and personal information, against unauthorized access.
· Appoint an Information Officer to oversee compliance with POPIA regulations.

5. Basic Conditions of Employment Act, 1997 (Act No. 75 of 1997)
· Compliance Requirements:
· Adhere to labour laws governing facilitators, assessors, and administrative staff.
· Ensure compliance with employment contracts, working hours, leave entitlements, and fair labour practices.

6. Broad-Based Black Economic Empowerment Act, 2003 (B-BBEE) (Act No. 53 of 2003)
· Compliance Requirements:
· Demonstrate compliance with B-BBEE requirements, including contributions to skills development initiatives.
· Provide evidence of workplace integration and training opportunities for historically disadvantaged individuals.

7. Companies Act, 2008 (Act No. 71 of 2008)
· Compliance Requirements:
· Ensure the training provider is a registered legal entity with proper governance structures.
· Maintain accurate financial records and adhere to annual reporting requirements.

8. Consumer Protection Act, 2008 (Act No. 68 of 2008)
· Compliance Requirements:
· Provide clear and accurate information about training programmes, costs, and expected outcomes.
· Handle complaints and grievances in accordance with the act's guidelines.

9. Employment Equity Act, 1998 (Act No. 55 of 1998)
· Compliance Requirements:
· Ensure equitable representation of designated groups in training programmes and employment practices.
· Submit annual Employment Equity Reports if the provider qualifies as a designated employer.

10. South African Revenue Service (SARS) Compliance
· Compliance Requirements:
· Register with SARS for tax purposes, including VAT, PAYE, and Skills Development Levies.
· Submit annual and monthly tax returns and ensure compliance with SARS regulations.

11. Occupational Health and Safety Act, 1993 (Act No. 85 of 1993)
· Compliance Requirements:
· Maintain a safe learning environment, ensuring compliance with health and safety standards.
· Conduct regular risk assessments and train staff and learners on health and safety practices.

12. Unemployment Insurance Act, 2001 (Act No. 63 of 2001)
· Compliance Requirements:
· Register employees for UIF and ensure monthly contributions are made.
· Provide necessary UIF documentation for employees when required.

13. Higher Education Act, 1997 (Act No. 101 of 1997)
· Compliance Requirements:
· If applicable, register as a private higher education institution if offering accredited higher education qualifications.
· Adhere to the standards and quality assurance requirements set by the Council on Higher Education (CHE).

14. Tax Administration Act, 2011 (Act No. 28 of 2011)
· Compliance Requirements:
· Keep detailed records of financial transactions related to training programmes.
· Ensure timely submission of tax documents and maintain compliance with tax regulations.

By adhering to these legislative requirements, training providers demonstrate their commitment to delivering high-quality, legally compliant training aligned with national and sectoral standards.



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 Key QCTO Organizational Requirements for Accreditation
	Category
	Requirement

	Legal and Administrative
	- Must be a registered legal entity (e.g., company, NGO, or trust) with appropriate governance structures.

	
	- Proof of registration with the relevant national authority (e.g., CIPC in South Africa).

	
	- Valid tax clearance certificate from the South African Revenue Service (SARS).

	
	- Adequate financial resources to sustain training activities.

	Learning Programme
	- Structured learning programme aligned to the occupational qualification’s curriculum and assessment specifications.

	
	- Compliance with the Occupational Qualification Document (OQD), Curriculum Document, and Qualification Assessment Specification (QAS).

	Facilities and Equipment
	- Access to adequate physical or virtual facilities for effective learning delivery (e.g., classrooms, workshops, or labs).

	
	- Provision of tools, equipment, and learning resources specified in the curriculum.

	
	- Health and safety measures in place for learners and staff.

	Staff and Facilitators
	- Qualified facilitators, assessors, and moderators registered with the relevant Assessment Quality Partner (AQP).

	
	- Proof of staff qualifications and experience in the field of the occupational qualification.

	Policies and Procedures
	- Quality management policies and procedures, including:

	
	- Admission criteria and learner enrolment processes.

	
	- Learner support services and remediation processes.

	
	- Internal and external moderation of assessments.

	
	- Complaints and appeals processes for learners.

	
	- Record-keeping and data management systems for tracking learner progress and outcomes.

	Compliance with QCTO Standards
	- Alignment with QCTO’s Quality Assurance Framework and compliance with the Skills Development Act and Regulations.

	
	- Regular internal reviews to ensure ongoing compliance with QCTO accreditation requirements.

	Stakeholder Partnerships
	- Collaboration with workplaces to facilitate structured workplace-based learning, as required by the occupational qualification.

	
	- Signed agreements with host employers or workplace partners.


Providers must prepare documentation demonstrating compliance with these requirements and undergo a site visit by the QCTO or delegated entity to verify the adequacy of their systems, resources, and infrastructure before accreditation is granted.



	ASSESSMENT CENTRE

	Assessment centres are registered to conduct the External Integrated Summative Assessments (EISA) The criteria that the assessment centres must meet is set out in the Qualification Assessment Specification (QAS). A valid and approved QAS is registered on the QCTO Website for each Occupational Qualification.
As described in the Qualification Assessment Specification (QAS)
The following is the minimum criteria set out in the QAS associated with the Higher Occupational Certificate: Financial Services Practitioner:

	TOOLS AND EQUIPMENT

	Setting up an assessment centre for an External Integrated Summative written assessment requires careful planning and consideration of various factors. Here are the minimum requirements:
· Space: Sufficient space should be available to accommodate all participants comfortably. The area should be quiet and free from distractions to ensure a conducive environment for writing.
· Desks/Tables and Chairs: Ample desks or tables and chairs should be provided for each participant to write comfortably. The furniture should be ergonomic to support prolonged periods of writing.
· Writing Materials: Ensure an adequate supply of writing materials such as pens, pencils, erasers, and rulers for all participants. Consider providing additional materials in case of emergencies or shortages.
· Lighting: Proper lighting is essential to prevent eye strain and facilitate reading and writing. Natural light and adjustable artificial lighting should be available to accommodate varying preferences and needs.
· Temperature Control: The assessment centre should be temperature-controlled to ensure a comfortable environment for participants. Heating or cooling systems should be in place to maintain an appropriate temperature throughout the assessment period.
· Accessibility: The venue should be accessible to all participants, including individuals with disabilities. This includes wheelchair access, ramps, elevators, and accessible restroom facilities.
· Security Measures: Implement security measures to maintain the integrity of the assessment process. This may include monitoring systems, secure storage for personal belongings, and procedures to prevent cheating or unauthorized assistance.
· Quiet Environment: Ensure that the assessment centre is located away from noisy areas to minimize distractions. Consider soundproofing or using partition walls if necessary to create separate testing areas.
· Timing Devices: Provide timing devices such as clocks or timers to help participants manage their time effectively during the assessment. Clear instructions should be given regarding the timing and duration of each section.
· Refreshments: Consider providing refreshments such as water and snacks to keep participants hydrated and energized during the assessment. However, ensure that food and drinks are allowed in the assessment area without compromising the integrity of the assessment.
· Signage and Directions: Clearly display signs and directions to guide participants to the assessment centre and relevant facilities within the venue. This will help prevent confusion and ensure a smooth experience for all participants.
· Emergency Procedures: Establish and communicate emergency procedures to ensure the safety and well-being of participants in case of unforeseen circumstances. This includes procedures for evacuations, medical emergencies, and other potential incidents.
In addition to the basic requirements there are specific physical tools, equipment, and digital technology needed to support the assessment process effectively:
· Computers or Laptops: Provide computers or laptops equipped with word processing software for participants who prefer to type their responses rather than handwrite them. Ensure that these devices are in good working condition and have the necessary software installed.
· Internet Access: If the assessment involves online research or access to digital resources, ensure that reliable internet access is available. This is particularly important if participants are required to submit their responses electronically.
· Printers and Scanners: Have printers and scanners available for participants who need to print or scan documents during the assessment. This allows for the creation of hard copies of responses or the digitization of handwritten work if necessary.
· Projection Equipment: If the assessment includes presentations or multimedia components, provide projection equipment such as projectors and screens to display content to participants and assessors.
· Audiovisual Equipment: Ensure that audiovisual equipment such as microphones, speakers, and audio recording devices are available if the assessment involves listening or speaking tasks. This ensures clear communication and facilitates assessment of oral skills.
· Data Storage Devices: Have data storage devices such as USB flash drives or external hard drives available for participants to save their work if needed. This ensures that participants can securely store their files and access them later if necessary.
· Backup Power Supply: Install backup power supplies such as uninterruptible power supply (UPS) units to prevent disruption in case of power outages. This ensures that assessment activities can continue without interruption and that participants' work is not lost.
· Document Cameras or Visualizers: Provide document cameras or visualizers to display handwritten work or physical documents to assessors or the entire group if necessary. This allows for the sharing of written responses and facilitates discussions during the assessment.
· Headsets or Headphones: If the assessment includes listening tasks or requires participants to use audio materials, provide headsets or headphones to ensure privacy and minimize distractions.
Technical Support: Have technical support personnel available onsite to assist with any issues related to digital technology, software, or equipment during the assessment. This ensures that technical problems can be addressed promptly, minimizing disruptions to the assessment process.

	ACCESS TO EISA FOR CANDIDATES WITH SPECIAL NEEDS:

	In the case of candidates with special needs who have been allowed access to sit for the EISA for the Skills Development provider must inform the Assessment Quality Partner well in advance of the assessment regarding the details of the specific candidate needs. The AQP, in collaboration with the Assessment Centre will then make appropriate arrangements in line with accepted global and National standards. The following are some guiding principles.
When accommodating candidates with special needs who have been granted access to the External Integrated Summative Assessment (EISA) it's essential to ensure that the assessment process remains fair and equitable for all participants. Here are specific provisions that must be made to cater to the fair assessment of candidates with special needs:
•	Accessibility: Ensure that the assessment venue is accessible to candidates with physical disabilities. This includes providing ramps, elevators, accessible restrooms, and designated parking spaces for individuals with mobility impairments.
•	Alternative Formats: Provide assessment materials in alternative formats to accommodate candidates with visual impairments, such as large print, braille, or electronic text. Audio versions of assessment materials may also be necessary for candidates with print disabilities.
•	Assistive Technology: Make assistive technology available to candidates who require it, such as screen readers, magnification software, speech-to-text software, or alternative input devices. Ensure that these tools are compatible with the assessment platform and accessible to candidates during the assessment.
•	Extended Time: Consider granting extended time allowances for candidates with certain disabilities, such as visual impairments, learning disabilities, or physical impairments that affect writing speed or stamina. Extended time can provide these candidates with the opportunity to complete the assessment tasks without time-related barriers.
•	Quiet Environment: Provide a quiet and distraction-free environment for candidates who have difficulty concentrating due to sensory sensitivities or other disabilities. This may involve setting up separate testing rooms or providing noise-cancelling headphones to minimize distractions.
•	Scribe or Reader Assistance: Offer scribe or reader assistance to candidates who have difficulty writing or reading due to physical or cognitive impairments. A scribe can assist with transcribing candidates' responses, while a reader can help candidates access assessment materials or instructions.
•	Flexible Seating Arrangements: Allow candidates to choose seating arrangements that best accommodate their needs, such as adjustable desks or chairs, or seating near exits or restrooms for candidates with mobility impairments.
•	Specialised Instructions: Provide candidates with specialized instructions or accommodations based on their individual needs, as outlined in their accommodation plans or medical documentation. Clear communication and understanding of these accommodations are essential to ensure that candidates can fully participate in the assessment process.
•	Accessibility Features in Assessment Materials: Ensure that assessment materials, including written prompts, diagrams, and images, are designed with accessibility features in mind. This may include providing alternative text for images, using high-contrast colours, or avoiding reliance on visual cues for comprehension.
•	Training for Assessors: Provide training for assessors on how to effectively evaluate the performance of candidates with special needs and how to implement accommodations in a fair and unbiased manner. Assessors should be familiar with the specific needs of each candidate and understand how to assess their work accurately within the context of their disabilities.

	HUMAN RESOURCE REQUIREMENTS

	CRITERIA FOR SUBJECT MATTER EXPERTS (SME) 
SME’s may be assigned as developers, markers/assessors and moderators. 
The criteria for assessors/markers and moderators for the development/moderation of the EISA assessment instruments:
Each of the below categories must be determined by industry as required for each qualification; to be guided by the following criteria:
· Minimum three years’ experience in industry for developers, markers or assessors; evidence thereof required.
· Minimum of five years’ experience in industry for moderators; evidence thereof required.
· Occupational learning and development experience in related fields, evidence of active current practice, trained in assessment practice and recognised by the sector for experience and credibility.
· Active professional membership with professional designation is recommended.

(j) Requirements for the EISA Developers:
· Educational Requirement: A minimum of an NQF Level 6 Qualification or equivalent qualification.
· Experiential Requirement: EISA Tool Developers 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.
(k) Requirements for the EISA Markers/Assessors:
· Educational Requirement: A minimum of a NQF Level 7
· Experiential Requirement: Markers/Assessors 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.
(l)  Requirements for EISA Moderators (Pre and Post):
· Educational Requirement: A minimum of a NQF Level 7 

· Experiential Requirement: Moderators 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.



3.1.3 Exemptions
The following table outlines the specific short courses, qualifications, and/or work experience that could be considered for exemption from learning in the indicated knowledge modules:
	Knowledge Module (KM)
	Basis for Exemption

	241301-001-01-KM-01
Determining Client Needs and Financial Status for providing financial services advice.
	- Qualifications: Higher Certificate in Financial Planning (NQF Level 5), National Certificate: Wealth Management (NQF Level 5).
- Work Experience: Minimum 2 years in client onboarding and financial needs analysis.
- Short Courses: FAIS Fit and Proper for Representatives; Fundamentals of Client Financial Analysis.

	241301-001-01-KM-02
Fundamental Financial Planning Techniques
	- Qualifications: Advanced Certificate in Financial Planning (NQF Level 6), Occupational Certificate: Financial Advisor (NQF Level 6).
- Work Experience: 2+ years as a financial planner or advisor.
- Short Courses: Introduction to Financial Planning; Regulatory Exam Prep (RE1 or RE5).

	241301-001-01-KM-03
Fundamental Principles of Financial Plan Development and Communication.
	- Qualifications: Postgraduate Diploma in Financial Planning (NQF Level 8), CFP® certification.
- Work Experience: 3+ years developing and presenting financial plans.
- Short Courses: Effective Communication for Financial Advisors; Financial Plan Writing Workshop.

	241301-001-01-KM-04
Fundamentals of Ethics and Compliance in Financial Services.
	- Qualifications: National Certificate: Financial Services Regulatory Framework (NQF Level 5).
- Work Experience: 2+ years in compliance or regulatory roles within financial services.
- Short Courses: FAIS Compliance; Ethics and Governance in Financial Services.

	241301-001-01-KM-05
Fundamental Principles of Health Care Benefits Advisory Services.
	- Qualifications: Occupational Certificate: Health Care Benefits Advisor (NQF Level 5).
- Work Experience: 2+ years advising clients on health care benefits.
- Short Courses: Introduction to Health Care Benefits; Fundamentals of Medical Scheme Advisory Services.

	241301-001-01-KM-06
Fundamental Principles of Retirement Fund Benefits Advisory Services.
	- Qualifications: Higher Certificate in Employee Benefits (NQF Level 5).
- Work Experience: 2+ years advising on retirement fund benefits.
- Short Courses: Fundamentals of Retirement Fund Advisory; Pension Fund Regulatory Compliance.

	241301-001-01-KM-07
Fundamental Principles of Investment Advisory Services.
	- Qualifications: National Certificate: Wealth Management (NQF Level 5), Advanced Certificate in Financial Markets (NQF Level 6).
- Work Experience: 2+ years in investment advising or portfolio management.
- Short Courses: Investment Basics for Advisors; Regulatory Exams for Investment Advisors.

	241301-001-01-KM-08
Fundamental Principles of Long-Term Insurance Advisory Services.
	- Qualifications: National Certificate in Long-Term Insurance (NQF Level 4 or 5).
- Work Experience: 2+ years in long-term insurance advisory roles.
- Short Courses: Long-Term Insurance Products and Regulations; Risk Cover Fundamentals.



Considerations for Exemptions:
· Recognition of Prior Learning (RPL): Learners with equivalent experience or informal learning must provide verifiable evidence (e.g., portfolio of evidence, employer reference letters).
· Alignment to Module Outcomes: Exemptions are granted only if prior learning or experience aligns with the specific outcomes and content of the module.
· Regulatory Compliance: Where applicable, learners must demonstrate compliance with sector-specific regulatory exams or certifications, such as FAIS or RE1/RE5.
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics.


[bookmark: _Hlk188018069]3.1.1 Detailing Elective Knowledge Module (KM) contents
Knowledge Module (KM) – 05 
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-001-01-KM05
	Health Care benefits advisory services.
	5
	20
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended



(a) Purpose of Knowledge Module: 
This knowledge module prepares Financial Services Practitioners to advise clients on health care benefits by developing an understanding of healthcare product categories, legislation, client needs, and healthcare solutions. It enables practitioners to assess healthcare-related risks, interpret market developments, and integrate healthcare products into broader financial planning strategies.
(b) List of Knowledge Topics:
	TOPIC CODE
	TOPIC TITLE
	% OF TIME TO BE SPENT

	KM-05-KT01
	Characteristics, benefits and features of the different categories of Healthcare Products
	12.5%

	KM-05-KT02
	Healthcare Legislation and Regulatory Frameworks
	12.5%

	KM-05-KT03
	Employee Benefits and Corporate Healthcare Solutions
	12.5%

	KM-05-KT04
	Healthcare Risk Assessment and Needs Analysis
	12.5%

	KM-05-KT05
	Healthcare Market Trends and Innovations
	12.5%

	KM-05-KT06
	Healthcare Sales and Marketing Strategies
	12.5%

	KM-05-KT07
	Healthcare Claims Management and Policy Administration
	12.5%

	KM-05-KT08
	Integrating Healthcare products into Financial Planning processes.
	12.5%



(c) Detailing each topic listed above into topic elements: 
	KM-05-KT01	CHARACTERISTICS, BENEFITS AND FEATURES OF THE DIFFERENT CATEGORIES OF HEALTHCARE PRODUCTS (12.5%)

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

	KT0101
	Structure and coverage of medical aid schemes, including comprehensive plans, hospital plans, and network-based options.
	20%

	KT0102
	Role of gap cover policies in bridging shortfalls between medical aid payouts and actual healthcare costs.
	20%

	KT0103
	Benefits and limitations of chronic illness benefits and disease management programs offered by healthcare providers.
	20%

	KT0104
	Wellness and preventative care programs, including their integration with healthcare plans to promote healthier lifestyles.
	20%

	KT0105
	Indemnity-based health insurance products with managed healthcare solutions, focusing on cost and accessibility.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0101
	Explain the structure and coverage of medical aid schemes, including comprehensive plans, hospital plans, and network-based options.
	20%

	IAC0102
	Analyse the role of gap cover policies in bridging shortfalls between medical aid payouts and actual healthcare costs.
	20%

	IAC0103
	Evaluate the benefits and limitations of chronic illness benefits and disease management programs offered by healthcare providers.
	20%

	IAC0104
	Describe wellness and preventative care programs, including their integration with healthcare plans to promote healthier lifestyles.
	20%

	IAC0105
	Compare indemnity-based health insurance products with managed healthcare solutions, focusing on cost and accessibility.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-05-KT02	HEALTHCARE LEGISLATION AND REGULATORY FRAMEWORKS (12.5%)

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

	KT0201
	The Medical Schemes Act and its role in regulating medical aid schemes in South Africa.
	20%

	KT0202
	Prescribed minimum benefits (PMBs) and how they affect policyholder entitlements.
	20%

	KT0203
	Role of the Council for Medical Schemes (CMS) in overseeing compliance and consumer protection.
	20%

	KT0204
	Impact of data privacy laws (e.g., POPIA) on the management of healthcare client information.
	20%

	KT0205
	Implications of the National Health Insurance (NHI) initiative on private healthcare and medical schemes.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0201
	Interpret the Medical Schemes Act and its role in regulating medical aid schemes in South Africa.
	20%

	IAC0202
	Explain prescribed minimum benefits (PMBs) and how they affect policyholder entitlements.
	20%

	IAC0203
	Discuss the role of the Council for Medical Schemes (CMS) in overseeing compliance and consumer protection.
	20%

	IAC0204
	Evaluate the impact of data privacy laws (e.g., POPIA) on the management of healthcare client information.
	20%

	IAC0205
	Analyse the implications of the National Health Insurance (NHI) initiative on private healthcare and medical schemes.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-05-KT03	EMPLOYEE BENEFITS AND CORPORATE HEALTHCARE SOLUTIONS (12.5%)

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

	KT0301
	Cost-effective group healthcare plans tailored to workforce demographics and employer budgets.
	20%

	KT0302
	Employer-funded vs. employee-contributed healthcare plan structures and their tax implications.
	20%

	KT0303
	Integration of healthcare plans with other employee benefits, such as retirement funds and wellness programs.
	20%

	KT0304
	Strategies to communicate and educate employees about their healthcare benefits.
	20%

	KT0305
	Impact of corporate healthcare solutions on employee retention, productivity, and satisfaction.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0301
	Design cost-effective group healthcare plans tailored to workforce demographics and employer budgets.
	20%

	IAC0302
	Explain employer-funded vs. employee-contributed healthcare plan structures and their tax implications.
	20%

	IAC0303
	Discuss the integration of healthcare plans with other employee benefits, such as retirement funds and wellness programs.
	20%

	IAC0304
	Evaluate strategies to communicate and educate employees about their healthcare benefits.
	20%

	IAC0305
	Analyse the impact of corporate healthcare solutions on employee retention, productivity, and satisfaction.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-05-KT04	HEALTHCARE RISK ASSESSMENT AND NEEDS ANALYSIS (12.5%)

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

	KT0401
	Processes to conduct comprehensive health risk assessments for individuals, couples, and employee groups.
	20%

	KT0402
	Healthcare risks based on age, lifestyle, family history, and existing medical conditions.
	20%

	KT0403
	Process to tailor healthcare solutions to meet unique needs, including coverage for chronic conditions, maternity, and mental health.
	20%

	KT0404
	Affordability and balance coverage levels with premium costs for individuals and employers.
	20%

	KT0405
	Strategies to address underinsurance and over insurance in healthcare planning.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0401
	Explain the processes to conduct comprehensive health risk assessments for individuals, couples, and employee groups.
	20%

	IAC0402
	Identify specific healthcare risks based on age, lifestyle, family history, and existing medical conditions.
	20%

	IAC0403
	Discuss the process to tailor healthcare solutions to meet unique needs, including coverage for chronic conditions, maternity, and mental health.
	20%

	IAC0404
	Evaluate affordability and balance coverage levels with premium costs for individuals and employers.
	20%

	IAC0405
	Discuss available strategies to address underinsurance and over insurance in healthcare planning.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-05-KT05	HEALTHCARE MARKET TRENDS AND INNOVATIONS (12.5%)

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

	KT0501
	Role of telemedicine and virtual healthcare consultations in modern healthcare delivery.
	20%

	KT0502
	Impact of wearable health devices and apps on preventative care and health tracking.
	20%

	KT0503
	Modular and customisable healthcare plans to suit diverse client needs.
	20%

	KT0504
	Role of AI and data analytics in improving risk profiling and claims management.
	20%

	KT0505
	Global trends like universal healthcare models and their influence on the private healthcare sector.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0501
	Discuss the growing role of telemedicine and virtual healthcare consultations in modern healthcare delivery.
	20%

	IAC0502
	Evaluate the impact of wearable health devices and apps on preventative care and health tracking.
	20%

	IAC0503
	Analyse the emergence of modular and customizable healthcare plans to suit diverse client needs.
	20%

	IAC0504
	Explain the role of AI and data analytics in improving risk profiling and claims management.
	20%

	IAC0505
	Discuss global trends like universal healthcare models and their influence on the private healthcare sector.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-05-KT06	HEALTHCARE SALES AND MARKETING STRATEGIES (12.5%)

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

	KT0601
	Targeted marketing campaigns that address the specific needs of individuals, life partners, and employers.
	20%

	KT0602
	Importance of trust-building and client education in selling complex healthcare products.
	20%

	KT0603
	Role of digital tools and platforms in reaching potential clients and managing leads.
	20%

	KT0604
	Sales strategies that highlight the cost-benefit advantages of different healthcare solutions.
	20%

	KT0605
	Wellness programmes and preventative care as added value in healthcare plans.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0601
	Develop targeted marketing campaigns that address the specific needs of individuals, life partners, and employers.
	20%

	IAC0602
	Explain the importance of trust-building and client education in selling complex healthcare products.
	20%

	IAC0603
	Discuss the role of digital tools and platforms in reaching potential clients and managing leads.
	20%

	IAC0604
	Design sales strategies that highlight the cost-benefit advantages of different healthcare solutions.
	20%

	IAC0605
	Explain how to effectively position wellness programs and preventative care as added value in healthcare plans.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-05-KT07	HEALTHCARE CLAIMS MANAGEMENT AND POLICY ADMINISTRATION (12.5%)

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

	KT0701
	Claims processes, including documentation requirements and timelines for medical aid and gap cover claims.
	20%

	KT0702
	Reasons for claim rejections and strategies to minimise these risks for clients.
	20%

	KT0703
	Role of policy administrators in ensuring efficient claims processing and client satisfaction.
	20%

	KT0704
	Dispute resolution mechanisms for contested claims in healthcare plans.
	20%

	KT0705
	Procedures for policy upgrades, downgrades, and beneficiary changes during a plan’s lifecycle.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0701
	Explain the claims process, including documentation requirements and timelines for medical aid and gap cover claims.
	20%

	IAC0702
	Analyse common reasons for claim rejections and strategies to minimize these risks for clients.
	20%

	IAC0703
	Discuss the role of policy administrators in ensuring efficient claims processing and client satisfaction.
	20%

	IAC0704
	Evaluate dispute resolution mechanisms for contested claims in healthcare plans.
	20%

	IAC0705
	Describe the procedures for policy upgrades, downgrades, and beneficiary changes during a plan’s lifecycle.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-05-KT08	INTEGRATING HEALTHCARE PRODUCTS INTO FINANCIAL PLANNING PROCESSES. (12.5%)

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

	KT0801
	Role of healthcare products in comprehensive financial plans, focusing on risk mitigation.
	20%

	KT0802
	Impact of healthcare expenses on retirement planning and long-term financial goals.
	20%

	KT0803
	Integrating healthcare coverage with life insurance and disability protection.
	20%

	KT0804
	Tax benefits of healthcare contributions for individuals and employers within broader financial planning.
	20%

	KT0805
	Incorporating healthcare coverage into succession planning and estate management.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0801
	Explain the role of healthcare products in comprehensive financial plans, focusing on risk mitigation.
	20%

	IAC0802
	Assess how healthcare expenses affect retirement planning and long-term financial goals.
	20%

	IAC0803
	Develop strategies for integrating healthcare coverage with life insurance and disability protection.
	20%

	IAC0804
	Evaluate the tax benefits of healthcare contributions for individuals and employers within broader financial planning.
	20%

	IAC0805
	Discuss how to incorporate healthcare coverage into succession planning and estate management.
	20%


3.1.2. Criteria for accreditation 
The training will be delivered in various teaching and learning modes as specified in each module. The following are globally recognised definitions delineating each of these teaching and learning modes:
Definitions of Learning and Teaching Modes:
· Distance Teaching and Learning:
A mode of education where learners and instructors are physically separated, relying on asynchronous or synchronous communication through various means, such as online platforms, printed materials, or telecommunication.
· Computer-Based Teaching and Learning:
A technology-driven mode where learners engage with educational content through computers, often using interactive software, simulations, or e-learning platforms without requiring direct instructor interaction.
· Face-to-Face Teaching and Learning:
A traditional mode where learners and instructors interact in person, typically in a physical classroom or similar setting, allowing real-time interaction and immediate feedback.
· Blended Teaching and Learning:
A hybrid approach combining face-to-face and online learning, leveraging the strengths of both methods to enhance flexibility, engagement, and accessibility.

Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	· Reliable internet connectivity: Essential for distance and computer-based teaching and required for the online components of blended learning.
· Learning Management System (LMS): Platforms such as Moodle or Blackboard are essential for organising, delivering, and tracking online and blended learning.
· Communication tools: Includes email, messaging apps, and video conferencing platforms such as Zoom or MS Teams, used especially in distance and blended learning.
· Multimedia resources: Digital presentations, online videos, interactive e-learning software, and simulations for online modes; projectors, whiteboards, and printed materials for face-to-face learning.
· Provider hardware: Computers or laptops with webcams, microphones, and printers for content creation and delivery across all modes.
· Learner hardware: Devices such as computers, laptops, or mobile devices with reliable internet for accessing online content in distance, computer-based, and blended learning. 
· Applicable software applications: Word processing tools, spreadsheets, presentations, e-learning platforms, and digital communication software.
· Learning materials: Digital content such as e-books, quizzes, simulations, or printed resources depending on the mode of delivery.
· Physical infrastructure: A classroom or training space with tables, chairs, adequate lighting, and teaching tools for face-to-face and blended delivery.
· Technical support: IT assistance to manage and troubleshoot issues related to digital tools, platforms, and connectivity in computer-based, distance, and blended learning.

	CONSUMABLES 
	· Curriculum-aligned learning materials: May include printed or digital study guides, workbooks, handouts, and assessments appropriate to the mode of delivery.
· Stationery for provider use: Pens, markers, flip charts, whiteboard markers, paper, and envelopes for classroom activities and administrative correspondence.
· Stationery for learners: Notebooks, pens, pencils, rulers, and personal writing materials for note-taking and assignments during face-to-face and blended sessions.
· Printer ink and paper: Required for printing learning materials, certificates, tests, and worksheets, especially in face-to-face and blended modes.
· Electricity supply: Essential for powering devices, projectors, lighting, and internet access across all teaching modes.
· Data and internet bundles: Required for digital communication, online assessments, and learner engagement in distance, computer-based, and blended learning.
· Teaching aids: Includes both physical tools (e.g., charts, flashcards) and digital resources (e.g., videos, e-books, simulations) depending on the teaching strategy.
· Assessment materials: Printed tests, project templates, and digital quizzes aligned to learning outcomes across the different delivery modes.
· Maintenance supplies: Cleaning materials and basic equipment maintenance items for classrooms and IT infrastructure.
· Batteries and power backup: Required for uninterrupted delivery, particularly where technology such as projectors, microphones, or computers are used.



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 6 Qualification and have appropriate technical work experience in the financial services sector.
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 TEACHING: 1:25
NON-CONTACT TEACHING: 1:50


Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	To deliver training for the Higher Occupational Certificate for Financial Services Practitioners, training providers must comply with specific legislative requirements related to the financial services sector, education, labour laws, and business operation standards. Below is a comprehensive list of key legislative acts, along with their compliance requirements:

1. Skills Development Act, 1998 (Act No. 97 of 1998)
· Compliance Requirements:
· Register with the relevant Sector Education and Training Authority (SETA) to facilitate skills development programmes.
· Submit annual training reports to SETA and implement workplace skills plans.
· Ensure alignment of training programmes with the National Qualifications Framework (NQF) and QCTO standards.
· Adhere to requirements for skills development levies, including registration with SARS for levy contributions.

2. National Qualifications Framework Act, 2008 (Act No. 67 of 2008)
· Compliance Requirements:
· Align learning programmes with NQF levels, specifically at NQF Level 6 for the targeted qualification.
· Ensure compliance with policies and guidelines issued by the South African Qualifications Authority (SAQA) and the QCTO.
· Accurately register learner achievements on the National Learner Records Database (NLRD).

3. Financial Advisory and Intermediary Services Act, 2002 (FAIS Act) (Act No. 37 of 2002)
· Compliance Requirements:
· Training content must cover regulatory requirements for financial advisors and intermediaries.
· Ensure that facilitators and assessors delivering the training have appropriate financial services knowledge and are registered as Key Individuals (KIs) or representatives, if applicable.
· Maintain a curriculum that includes compliance with FAIS Fit and Proper standards for competence, honesty, and operational ability.

4. Protection of Personal Information Act, 2013 (POPIA) (Act No. 4 of 2013)
· Compliance Requirements:
· Establish policies for protecting personal learner data, including consent mechanisms for data collection.
· Secure all records, including financial, academic, and personal information, against unauthorized access.
· Appoint an Information Officer to oversee compliance with POPIA regulations.

5. Basic Conditions of Employment Act, 1997 (Act No. 75 of 1997)
· Compliance Requirements:
· Adhere to labour laws governing facilitators, assessors, and administrative staff.
· Ensure compliance with employment contracts, working hours, leave entitlements, and fair labour practices.

6. Broad-Based Black Economic Empowerment Act, 2003 (B-BBEE) (Act No. 53 of 2003)
· Compliance Requirements:
· Demonstrate compliance with B-BBEE requirements, including contributions to skills development initiatives.
· Provide evidence of workplace integration and training opportunities for historically disadvantaged individuals.

7. Companies Act, 2008 (Act No. 71 of 2008)
· Compliance Requirements:
· Ensure the training provider is a registered legal entity with proper governance structures.
· Maintain accurate financial records and adhere to annual reporting requirements.

8. Consumer Protection Act, 2008 (Act No. 68 of 2008)
· Compliance Requirements:
· Provide clear and accurate information about training programmes, costs, and expected outcomes.
· Handle complaints and grievances in accordance with the act's guidelines.

9. Employment Equity Act, 1998 (Act No. 55 of 1998)
· Compliance Requirements:
· Ensure equitable representation of designated groups in training programmes and employment practices.
· Submit annual Employment Equity Reports if the provider qualifies as a designated employer.

10. South African Revenue Service (SARS) Compliance
· Compliance Requirements:
· Register with SARS for tax purposes, including VAT, PAYE, and Skills Development Levies.
· Submit annual and monthly tax returns and ensure compliance with SARS regulations.

11. Occupational Health and Safety Act, 1993 (Act No. 85 of 1993)
· Compliance Requirements:
· Maintain a safe learning environment, ensuring compliance with health and safety standards.
· Conduct regular risk assessments and train staff and learners on health and safety practices.

12. Unemployment Insurance Act, 2001 (Act No. 63 of 2001)
· Compliance Requirements:
· Register employees for UIF and ensure monthly contributions are made.
· Provide necessary UIF documentation for employees when required.

13. Higher Education Act, 1997 (Act No. 101 of 1997)
· Compliance Requirements:
· If applicable, register as a private higher education institution if offering accredited higher education qualifications.
· Adhere to the standards and quality assurance requirements set by the Council on Higher Education (CHE).

14. Tax Administration Act, 2011 (Act No. 28 of 2011)
· Compliance Requirements:
· Keep detailed records of financial transactions related to training programmes.
· Ensure timely submission of tax documents and maintain compliance with tax regulations.

By adhering to these legislative requirements, training providers demonstrate their commitment to delivering high-quality, legally compliant training aligned with national and sectoral standards.



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 Key QCTO Organizational Requirements for Accreditation
	Category
	Requirement

	Legal and Administrative
	- Must be a registered legal entity (e.g., company, NGO, or trust) with appropriate governance structures.

	
	- Proof of registration with the relevant national authority (e.g., CIPC in South Africa).

	
	- Valid tax clearance certificate from the South African Revenue Service (SARS).

	
	- Adequate financial resources to sustain training activities.

	Learning Programme
	- Structured learning programme aligned to the occupational qualification’s curriculum and assessment specifications.

	
	- Compliance with the Occupational Qualification Document (OQD), Curriculum Document, and Qualification Assessment Specification (QAS).

	Facilities and Equipment
	- Access to adequate physical or virtual facilities for effective learning delivery (e.g., classrooms, workshops, or labs).

	
	- Provision of tools, equipment, and learning resources specified in the curriculum.

	
	- Health and safety measures in place for learners and staff.

	Staff and Facilitators
	- Qualified facilitators, assessors, and moderators registered with the relevant Assessment Quality Partner (AQP).

	
	- Proof of staff qualifications and experience in the field of the occupational qualification.

	Policies and Procedures
	- Quality management policies and procedures, including:

	
	- Admission criteria and learner enrolment processes.

	
	- Learner support services and remediation processes.

	
	- Internal and external moderation of assessments.

	
	- Complaints and appeals processes for learners.

	
	- Record-keeping and data management systems for tracking learner progress and outcomes.

	Compliance with QCTO Standards
	- Alignment with QCTO’s Quality Assurance Framework and compliance with the Skills Development Act and Regulations.

	
	- Regular internal reviews to ensure ongoing compliance with QCTO accreditation requirements.

	Stakeholder Partnerships
	- Collaboration with workplaces to facilitate structured workplace-based learning, as required by the occupational qualification.

	
	- Signed agreements with host employers or workplace partners.


Providers must prepare documentation demonstrating compliance with these requirements and undergo a site visit by the QCTO or delegated entity to verify the adequacy of their systems, resources, and infrastructure before accreditation is granted.



	ASSESSMENT CENTRE

	Assessment centres are registered to conduct the External Integrated Summative Assessments (EISA) The criteria that the assessment centres must meet is set out in the Qualification Assessment Specification (QAS). A valid and approved QAS is registered on the QCTO Website for each Occupational Qualification.
As described in the Qualification Assessment Specification (QAS)
The following is the minimum criteria set out in the QAS associated with the Higher Occupational Certificate: Financial Services Practitioner:

	TOOLS AND EQUIPMENT

	Setting up an assessment centre for an External Integrated Summative written assessment requires careful planning and consideration of various factors. Here are the minimum requirements:
· Space: Sufficient space should be available to accommodate all participants comfortably. The area should be quiet and free from distractions to ensure a conducive environment for writing.
· Desks/Tables and Chairs: Ample desks or tables and chairs should be provided for each participant to write comfortably. The furniture should be ergonomic to support prolonged periods of writing.
· Writing Materials: Ensure an adequate supply of writing materials such as pens, pencils, erasers, and rulers for all participants. Consider providing additional materials in case of emergencies or shortages.
· Lighting: Proper lighting is essential to prevent eye strain and facilitate reading and writing. Natural light and adjustable artificial lighting should be available to accommodate varying preferences and needs.
· Temperature Control: The assessment centre should be temperature-controlled to ensure a comfortable environment for participants. Heating or cooling systems should be in place to maintain an appropriate temperature throughout the assessment period.
· Accessibility: The venue should be accessible to all participants, including individuals with disabilities. This includes wheelchair access, ramps, elevators, and accessible restroom facilities.
· Security Measures: Implement security measures to maintain the integrity of the assessment process. This may include monitoring systems, secure storage for personal belongings, and procedures to prevent cheating or unauthorized assistance.
· Quiet Environment: Ensure that the assessment centre is located away from noisy areas to minimize distractions. Consider soundproofing or using partition walls if necessary to create separate testing areas.
· Timing Devices: Provide timing devices such as clocks or timers to help participants manage their time effectively during the assessment. Clear instructions should be given regarding the timing and duration of each section.
· Refreshments: Consider providing refreshments such as water and snacks to keep participants hydrated and energized during the assessment. However, ensure that food and drinks are allowed in the assessment area without compromising the integrity of the assessment.
· Signage and Directions: Clearly display signs and directions to guide participants to the assessment centre and relevant facilities within the venue. This will help prevent confusion and ensure a smooth experience for all participants.
· Emergency Procedures: Establish and communicate emergency procedures to ensure the safety and well-being of participants in case of unforeseen circumstances. This includes procedures for evacuations, medical emergencies, and other potential incidents.
In addition to the basic requirements there are specific physical tools, equipment, and digital technology needed to support the assessment process effectively:
· Computers or Laptops: Provide computers or laptops equipped with word processing software for participants who prefer to type their responses rather than handwrite them. Ensure that these devices are in good working condition and have the necessary software installed.
· Internet Access: If the assessment involves online research or access to digital resources, ensure that reliable internet access is available. This is particularly important if participants are required to submit their responses electronically.
· Printers and Scanners: Have printers and scanners available for participants who need to print or scan documents during the assessment. This allows for the creation of hard copies of responses or the digitization of handwritten work if necessary.
· Projection Equipment: If the assessment includes presentations or multimedia components, provide projection equipment such as projectors and screens to display content to participants and assessors.
· Audiovisual Equipment: Ensure that audiovisual equipment such as microphones, speakers, and audio recording devices are available if the assessment involves listening or speaking tasks. This ensures clear communication and facilitates assessment of oral skills.
· Data Storage Devices: Have data storage devices such as USB flash drives or external hard drives available for participants to save their work if needed. This ensures that participants can securely store their files and access them later if necessary.
· Backup Power Supply: Install backup power supplies such as uninterruptible power supply (UPS) units to prevent disruption in case of power outages. This ensures that assessment activities can continue without interruption and that participants' work is not lost.
· Document Cameras or Visualizers: Provide document cameras or visualizers to display handwritten work or physical documents to assessors or the entire group if necessary. This allows for the sharing of written responses and facilitates discussions during the assessment.
· Headsets or Headphones: If the assessment includes listening tasks or requires participants to use audio materials, provide headsets or headphones to ensure privacy and minimize distractions.
Technical Support: Have technical support personnel available onsite to assist with any issues related to digital technology, software, or equipment during the assessment. This ensures that technical problems can be addressed promptly, minimizing disruptions to the assessment process.

	ACCESS TO EISA FOR CANDIDATES WITH SPECIAL NEEDS:

	In the case of candidates with special needs who have been allowed access to sit for the EISA for the Skills Development provider must inform the Assessment Quality Partner well in advance of the assessment regarding the details of the specific candidate needs. The AQP, in collaboration with the Assessment Centre will then make appropriate arrangements in line with accepted global and National standards. The following are some guiding principles.
When accommodating candidates with special needs who have been granted access to the External Integrated Summative Assessment (EISA) it's essential to ensure that the assessment process remains fair and equitable for all participants. Here are specific provisions that must be made to cater to the fair assessment of candidates with special needs:
•	Accessibility: Ensure that the assessment venue is accessible to candidates with physical disabilities. This includes providing ramps, elevators, accessible restrooms, and designated parking spaces for individuals with mobility impairments.
•	Alternative Formats: Provide assessment materials in alternative formats to accommodate candidates with visual impairments, such as large print, braille, or electronic text. Audio versions of assessment materials may also be necessary for candidates with print disabilities.
•	Assistive Technology: Make assistive technology available to candidates who require it, such as screen readers, magnification software, speech-to-text software, or alternative input devices. Ensure that these tools are compatible with the assessment platform and accessible to candidates during the assessment.
•	Extended Time: Consider granting extended time allowances for candidates with certain disabilities, such as visual impairments, learning disabilities, or physical impairments that affect writing speed or stamina. Extended time can provide these candidates with the opportunity to complete the assessment tasks without time-related barriers.
•	Quiet Environment: Provide a quiet and distraction-free environment for candidates who have difficulty concentrating due to sensory sensitivities or other disabilities. This may involve setting up separate testing rooms or providing noise-cancelling headphones to minimize distractions.
•	Scribe or Reader Assistance: Offer scribe or reader assistance to candidates who have difficulty writing or reading due to physical or cognitive impairments. A scribe can assist with transcribing candidates' responses, while a reader can help candidates access assessment materials or instructions.
•	Flexible Seating Arrangements: Allow candidates to choose seating arrangements that best accommodate their needs, such as adjustable desks or chairs, or seating near exits or restrooms for candidates with mobility impairments.
•	Specialised Instructions: Provide candidates with specialized instructions or accommodations based on their individual needs, as outlined in their accommodation plans or medical documentation. Clear communication and understanding of these accommodations are essential to ensure that candidates can fully participate in the assessment process.
•	Accessibility Features in Assessment Materials: Ensure that assessment materials, including written prompts, diagrams, and images, are designed with accessibility features in mind. This may include providing alternative text for images, using high-contrast colours, or avoiding reliance on visual cues for comprehension.
•	Training for Assessors: Provide training for assessors on how to effectively evaluate the performance of candidates with special needs and how to implement accommodations in a fair and unbiased manner. Assessors should be familiar with the specific needs of each candidate and understand how to assess their work accurately within the context of their disabilities.

	HUMAN RESOURCE REQUIREMENTS

	CRITERIA FOR SUBJECT MATTER EXPERTS (SME) 
SME’s may be assigned as developers, markers/assessors and moderators. 
The criteria for assessors/markers and moderators for the development/moderation of the EISA assessment instruments:
Each of the below categories must be determined by industry as required for each qualification; to be guided by the following criteria:
· Minimum three years’ experience in industry for developers, markers or assessors; evidence thereof required.
· Minimum of five years’ experience in industry for moderators; evidence thereof required.
· Occupational learning and development experience in related fields, evidence of active current practice, trained in assessment practice and recognised by the sector for experience and credibility.
· Active professional membership with professional designation is recommended.

(m) Requirements for the EISA Developers:
· Educational Requirement: A minimum of an NQF Level 6 Qualification or equivalent qualification.
· Experiential Requirement: EISA Tool Developers 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.
(n) Requirements for the EISA Markers/Assessors:
· Educational Requirement: A minimum of a NQF Level 7
· Experiential Requirement: Markers/Assessors 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.
(o)  Requirements for EISA Moderators (Pre and Post):
· Educational Requirement: A minimum of a NQF Level 7 

· Experiential Requirement: Moderators 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.



3.1.3 Exemptions
The following table outlines the specific short courses, qualifications, and/or work experience that could be considered for exemption from learning in the indicated knowledge modules:
	Knowledge Module (KM)
	Basis for Exemption

	241301-001-01-KM-01
Determining Client Needs and Financial Status for providing financial services advice.
	- Qualifications: Higher Certificate in Financial Planning (NQF Level 5), National Certificate: Wealth Management (NQF Level 5).
- Work Experience: Minimum 2 years in client onboarding and financial needs analysis.
- Short Courses: FAIS Fit and Proper for Representatives; Fundamentals of Client Financial Analysis.

	241301-001-01-KM-02
Fundamental Financial Planning Techniques
	- Qualifications: Advanced Certificate in Financial Planning (NQF Level 6), Occupational Certificate: Financial Advisor (NQF Level 6).
- Work Experience: 2+ years as a financial planner or advisor.
- Short Courses: Introduction to Financial Planning; Regulatory Exam Prep (RE1 or RE5).

	241301-001-01-KM-03
Fundamental Principles of Financial Plan Development and Communication.
	- Qualifications: Postgraduate Diploma in Financial Planning (NQF Level 8), CFP® certification.
- Work Experience: 3+ years developing and presenting financial plans.
- Short Courses: Effective Communication for Financial Advisors; Financial Plan Writing Workshop.

	241301-001-01-KM-04
Fundamentals of Ethics and Compliance in Financial Services.
	- Qualifications: National Certificate: Financial Services Regulatory Framework (NQF Level 5).
- Work Experience: 2+ years in compliance or regulatory roles within financial services.
- Short Courses: FAIS Compliance; Ethics and Governance in Financial Services.

	241301-001-01-KM-05
Fundamental Principles of Health Care Benefits Advisory Services.
	- Qualifications: Occupational Certificate: Health Care Benefits Advisor (NQF Level 5).
- Work Experience: 2+ years advising clients on health care benefits.
- Short Courses: Introduction to Health Care Benefits; Fundamentals of Medical Scheme Advisory Services.

	241301-001-01-KM-06
Fundamental Principles of Retirement Fund Benefits Advisory Services.
	- Qualifications: Higher Certificate in Employee Benefits (NQF Level 5).
- Work Experience: 2+ years advising on retirement fund benefits.
- Short Courses: Fundamentals of Retirement Fund Advisory; Pension Fund Regulatory Compliance.

	241301-001-01-KM-07
Fundamental Principles of Investment Advisory Services.
	- Qualifications: National Certificate: Wealth Management (NQF Level 5), Advanced Certificate in Financial Markets (NQF Level 6).
- Work Experience: 2+ years in investment advising or portfolio management.
- Short Courses: Investment Basics for Advisors; Regulatory Exams for Investment Advisors.

	241301-001-01-KM-08
Fundamental Principles of Long-Term Insurance Advisory Services.
	- Qualifications: National Certificate in Long-Term Insurance (NQF Level 4 or 5).
- Work Experience: 2+ years in long-term insurance advisory roles.
- Short Courses: Long-Term Insurance Products and Regulations; Risk Cover Fundamentals.



Considerations for Exemptions:
· Recognition of Prior Learning (RPL): Learners with equivalent experience or informal learning must provide verifiable evidence (e.g., portfolio of evidence, employer reference letters).
· Alignment to Module Outcomes: Exemptions are granted only if prior learning or experience aligns with the specific outcomes and content of the module.
· Regulatory Compliance: Where applicable, learners must demonstrate compliance with sector-specific regulatory exams or certifications, such as FAIS or RE1/RE5.
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics.





3.1.1 Detailing Knowledge Module (KM) contents
Knowledge Module (KM) – 06 (ELECTIVE)
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-001-01-KM06
	Retirement fund benefits advisory services.
	6
	20
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended



(a) Purpose of Knowledge Module: 
The purpose of this knowledge module is to provide Financial Services Practitioners with in-depth understanding of retirement fund structures, governance, taxation, and strategic planning. It enables practitioners to offer informed advisory services that support effective retirement planning, fund management, and compliance with legislative and stakeholder requirements.
(b) List of Knowledge Topics:
	TOPIC CODE
	TOPIC TITLE
	% OF TIME TO BE SPENT

	KM-06-KT01
	Retirement Fund Structures
	12.5%

	KM-06-KT02
	Investment Strategies for Retirement Funds
	12.5%

	KM-06-KT03
	Taxation of Retirement Funds
	12.5%

	KM-06-KT04
	Governance and Compliance
	12.5%

	KM-06-KT05
	Risk Management in Retirement Funds
	12.5%

	KM-06-KT06
	Annuity Products and Post-Retirement Planning
	12.5%

	KM-06-KT07
	Customising Retirement Solutions for Employers and Social Partnerships
	12.5%

	KM-06-KT08
	Global Trends and Innovations in Retirement Fund Management
	12.5%



(c) Detailing each topic listed above into topic elements: 
	KM-06-KT01 RETIREMENT FUND STRUCTURES (12.5%)

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

	KT0101
	Defined Benefit (DB) vs. Defined Contribution (DC) nuances.
	20%

	KT0102
	Hybrid fund structures and their applications.
	20%

	KT0103
	Umbrella funds and their suitability for SMEs and large employers.
	20%

	KT0104
	Preservation funds and their role in portability.
	20%

	KT0105
	Global retirement fund models and benchmarking.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0101
	Defined Benefit (DB) vs. Defined Contribution (DC) nuances.
	20%

	IAC0102
	Hybrid fund structures and their applications.
	20%

	IAC0103
	Umbrella funds and their suitability for SMEs and large employers.
	20%

	IAC0104
	Preservation funds and their role in portability.
	20%

	IAC0105
	Global retirement fund models and benchmarking.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-06-KT02 INVESTMENT STRATEGIES FOR RETIREMENT FUNDS (12.5%)

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

	KT0201
	Life-stage (glide path) investment models.
	10%

	KT0202
	Diversification across asset classes (e.g., equities, fixed income, real estate, alternatives).
	15%

	KT0203
	Application of investment diversification to meet Regulation 28 compliance requirements in South Africa.
	20%

	KT0204
	Inflation-linked investments to protect purchasing power.
	20%

	KT0205
	ESG (Environmental, Social, and Governance) integration in retirement fund portfolios.
	10%

	KT0206
	Hedging strategies to protect against market downturns.
	15%

	KT0207
	Currency risk management for offshore investments.
	10%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0101
	Explain the principles and mechanics of life-stage investment models, including how asset allocations are adjusted over time to align with the member's proximity to retirement and changing risk tolerance.
	10%

	IAC0102
	Analyse the role of diversification across multiple asset classes in mitigating investment risk while optimising returns in a pension fund portfolio.
	15%

	IAC0103
	Evaluate how asset allocation limits specified under Regulation 28 are applied to ensure compliant and diversified pension fund investments.
	20%

	IAC0104
	Assess the effectiveness of inflation-linked bonds and other inflation-protected investments in preserving the real value of retirement savings over time.
	20%

	IAC0105
	Discuss how Environment, Societal and Governance (ESG) criteria can be integrated into retirement fund investment strategies to align with ethical standards, member preferences, and long-term sustainability goals.
	10%

	IAC0106
	Describe the use of derivative instruments and other hedging strategies in pension fund portfolios to reduce exposure to significant market volatility and downside risk.
	15%

	IAC0107
	Explain methods for managing currency risk in offshore investments, including the use of hedging tools such as forward contracts and currency swaps, to protect against adverse exchange rate fluctuations.
	10%



(c) Detailing each topic listed above into topic elements: 
	KM-06-KT03 TAXATION OF RETIREMENT FUNDS (12.5%)

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

	KT0301
	Limits and rules under Section 11F of the Income Tax Act.
	12.5%

	KT0302
	Differences in tax treatment for individuals vs. employers.
	12.5%

	KT0303
	Lump-sum withdrawal tax tables.
	12.5%

	KT0304
	Implications of early withdrawals and partial withdrawals.
	12.5%

	KT0305
	Maximizing tax-free portions.
	12.5%

	KT0306
	Combining annuity and lump-sum payouts to reduce overall tax liability.
	12.5%

	KT0307
	Capital gains, interest, and dividends within the fund structure.
	12.5%

	KT0308
	International tax considerations for cross-border members.
	12.5%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0301
	Explain the limits and conditions under Section 11F of the Income Tax Act that determine tax-deductible contributions to retirement funds.
	12.5%

	IAC0302
	Compare the tax treatment of contributions and benefits for individuals versus employers in the context of pension funds.
	12.5%

	IAC0303
	Interpret the lump-sum withdrawal tax tables and apply them to calculate tax liabilities for retirement fund members.
	12.5%

	IAC0304
	Analyse the tax implications and penalties associated with early withdrawals and partial withdrawals from retirement funds.
	12.5%

	IAC0305
	Evaluate strategies for maximizing tax-free portions of retirement payouts to enhance after-tax benefits.
	12.5%

	IAC0306
	Demonstrate how combining annuity and lump-sum payouts can be structured to minimize overall tax liability for retirees.
	12.5%

	IAC0307
	Assess the tax treatment of capital gains, interest, and dividends generated within a retirement fund structure.
	12.5%

	IAC0308
	Explain international tax considerations, including double taxation agreements, for cross-border members of retirement funds.
	12.5%



(c) Detailing each topic listed above into topic elements: 
	KM-06-KT04 GOVERNANCE AND COMPLIANCE (12.5%)

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

	[bookmark: _Hlk188112453]KT0401
	Fiduciary duties of trustees and fund administrators
	11%

	KT0402
	Roles and responsibilities of key stakeholders.
	12%

	KT0403
	Conflict of interest management.
	11%

	KT0404
	Pension Funds Act and Financial Sector Conduct Authority (FSCA) guidelines.
	11%

	KT0405
	Regulation 37 (default investment options) and Regulation 38 (default preservation options).
	11%

	KT0406
	Annual benefit statements and transparency obligations.
	11%

	KT0407
	Disclosure of fees, performance, and conflicts of interest.
	11%

	KT0408
	Risk management frameworks specific to retirement funds.
	11%

	KT0409
	Trustee education and continuous professional development requirements.
	11%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0401
	Explain the fiduciary duties of trustees and fund administrators, including their legal and ethical responsibilities to act in the best interests of fund members.
	11%

	IAC0402
	Describe the roles and responsibilities of key stakeholders in pension fund governance, including trustees, fund administrators, employers, and advisors.
	12%

	IAC0403
	Analyse strategies for identifying, managing, and mitigating conflicts of interest within the management of pension funds.
	11%

	IAC0404
	Interpret the key provisions of the Pension Funds Act and the guidelines issued by the Financial Sector Conduct Authority (FSCA) as they relate to compliance and governance.
	11%

	IAC0405
	Evaluate the requirements and implementation of Regulation 37 (default investment options) and Regulation 38 (default preservation options) in retirement fund management.
	11%

	IAC0406
	Discuss the obligations for preparing and communicating annual benefit statements to ensure transparency and compliance.
	11%

	IAC0407
	Assess the requirements for disclosing fees, performance metrics, and conflicts of interest to ensure informed decision-making by fund members.
	11%

	IAC0408
	Explain the components and application of risk management frameworks specific to the operation and investment activities of retirement funds.
	11%

	IAC0409
	Describe the requirements for trustee education and continuous professional development to maintain governance standards and regulatory compliance.
	11%



(c) Detailing each topic listed above into topic elements: 
	KM-06-KT05 RISK MANAGEMENT IN RETIREMENT FUNDS (12.5%)

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

	KT0101
	Longevity risk: Solutions like annuities and life-stage investment strategies.
	20%

	KT0102
	Market risk: Techniques to mitigate short-term volatility in member accounts
	20%

	KT0103
	Liquidity risk: Balancing member withdrawals with fund assets.
	20%

	KT0104
	Operational risk: Fraud prevention and cybersecurity measures for fund administration.
	20%

	KT0105
	Demographic risk: Tailoring solutions for diverse member populations (age, income levels, industries).
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0101
	Explain solutions for addressing longevity risk, including the use of annuities and life-stage investment strategies, to ensure sufficient income throughout retirement.
	20%

	IAC0102
	Analyse techniques to mitigate market risk and reduce short-term volatility in retirement fund member accounts while maintaining long-term growth.
	20%

	IAC0103
	Assess methods for managing liquidity risk by balancing member withdrawal demands with the availability of fund assets.
	20%

	IAC0104
	Describe strategies for preventing operational risks, including fraud and cybersecurity breaches, in the administration of pension funds.
	20%

	IAC0105
	Evaluate approaches to addressing demographic risk by tailoring pension fund solutions to meet the specific needs of diverse member populations based on age, income levels, and industry characteristics.
	20%


(c) Detailing each topic listed above into topic elements: 
	KM-06-KT06 ANNUITY PRODUCTS AND POST-RETIREMENT PLANNING (12.5%)

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

	KT0101
	Life annuities (guaranteed income for life).
	12.5%

	KT0102
	Living annuities (flexible drawdown rates).
	12.5%

	KT0103
	Hybrid annuities combining guaranteed and flexible features.
	12.5%

	KT0104
	Sustainable withdrawal rates to avoid depleting savings.
	12.5%

	KT0105
	Impact of longevity on drawdown strategies.
	12.5%

	KT0106
	Cost-of-living adjustments in annuities.
	12.5%

	KT0107
	Transitioning from living to life annuities.
	12.5%

	KT0108
	Treatment of income and structuring withdrawals to optimize after-tax income.
	12.5%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0101
	Explain the features and benefits of life annuities, including how they provide guaranteed income for life and mitigate longevity risk.
	12.5%

	IAC0102
	Describe the characteristics and flexibility of living annuities, focusing on adjustable drawdown rates and their suitability for varying retirement needs.
	12.5%

	IAC0103
	Analyse the structure and benefits of hybrid annuities that combine guaranteed income with flexible withdrawal options.
	12.5%

	IAC0104
	Evaluate methods for determining sustainable withdrawal rates to ensure retirement savings last throughout a retiree's lifetime.
	12.5%

	IAC0105
	Assess the impact of longevity on drawdown strategies and recommend adjustments to maintain financial stability in retirement.
	12.5%

	IAC0106
	Explain the role of cost-of-living adjustments in annuities to preserve retirees' purchasing power over time.
	12.5%

	IAC0107
	Discuss the process and considerations involved in transitioning from living annuities to life annuities to manage financial risk in later retirement stages.
	12.5%

	IAC0108
	Explain the tax treatment of annuity income and recommend strategies for structuring withdrawals to optimize after-tax retirement income.
	12.5%


(c) Detailing each topic listed above into topic elements: 
	KM-06-KT07 CUSTOMISING RETIREMENT SOLUTIONS FOR EMPLOYERS AND SOCIAL PARTNERSHIPS (12.5%)

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

	KT0701
	Contribution structures (e.g., employee/employer splits).
	10%

	KT0702
	Incentives for employee participation (matching contributions).
	12%

	KT0703
	Options for flexible benefits (e.g., voluntary contributions).
	11%

	KT0704
	Community-based retirement funds and cooperatives.
	11%

	KT0705
	Collaborative funding models (e.g., unions or industry-specific funds).
	12%

	KT0706
	Balancing affordability with robust benefits.
	10%

	KT0707
	Negotiating lower fees through group purchasing power.
	12%

	KT0708
	Designing tailored solutions for industries with high turnover or seasonal workers.
	12%

	KT0709
	Combining retirement funds with medical aid or insurance offerings.
	10%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0701
	Explain the design and implications of various contribution structures, including employee and employer splits, for retirement funds.
	10%

	IAC0702
	Analyse the role of incentives such as matching contributions in encouraging employee participation in retirement funds.
	12%

	IAC0703
	Evaluate options for offering flexible benefits, including voluntary contributions, to accommodate diverse employee financial needs.
	12%

	IAC0704
	Discuss the structure, governance, and benefits of community-based retirement funds and cooperatives for enhancing retirement savings in underserved populations.
	12%

	IAC0705
	Explain collaborative funding models, such as union or industry-specific funds, and their impact on fund sustainability and member benefits.
	12%

	IAC0706
	Assess strategies for balancing affordability with the provision of robust retirement benefits to meet member expectations and financial constraints.
	12%

	IAC0707
	Describe methods for negotiating lower administration and investment fees through group purchasing power in retirement fund structures.
	10%

	IAC0708
	Design tailored retirement fund solutions to address the unique needs of industries with high employee turnover or seasonal workforces.
	10%

	IAC0709
	Explain the integration of retirement funds with medical aid or insurance offerings to provide comprehensive employee benefits.
	10%



(c) Detailing each topic listed above into topic elements: 
	KM-06-KT08	GLOBAL TRENDS AND INNOVATIONS IN RETIREMENT FUND MANAGEMENT (12.5%)

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

	[bookmark: _Hlk188169204]KT0801
	Use of fintech in fund management and member engagement.
	14%

	KT0802
	Online portals and apps for member self-service and fund monitoring.
	14%

	KT0803
	Adoption of ESG principles and impact investing.
	14%

	KT0804
	Long-term sustainability of fund portfolios.
	16%

	KT0805
	Flexible and portable retirement savings solutions for freelancers and contractors.
	10%

	KT0806
	New annuity products and flexible withdrawal options.
	12%

	KT0807
	Managing retirement funds for expatriates and international employees.
	10%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0801
	Explain how fintech innovations enhance fund management efficiency and improve member engagement through data analytics and digital tools.
	14%

	IAC0802
	Describe the functionality and benefits of online portals and mobile apps for member self-service, fund monitoring, and transparency.
	14%

	IAC0803
	Analyse the integration of ESG principles and impact investing into retirement fund portfolios to align with ethical and sustainable investment practices.
	14%

	IAC0804
	Evaluate strategies for ensuring the long-term sustainability of fund portfolios, balancing growth, risk, and member needs.
	16%

	IAC0805
	Design flexible and portable retirement savings solutions tailored to the needs of freelancers and contractors, ensuring accessibility and compliance.
	10%

	IAC0806
	Explain the features of new annuity products and flexible withdrawal options, focusing on how they meet diverse member retirement needs.
	12%

	IAC0807
	Discuss the management of retirement funds for expatriates and international employees, including cross-border compliance and tax considerations.
	10%



3.1.2. Criteria for accreditation 
The training will be delivered in various teaching and learning modes as specified in each module. The following are globally recognised definitions delineating each of these teaching and learning modes:
Definitions of Learning and Teaching Modes:
· Distance Teaching and Learning:
A mode of education where learners and instructors are physically separated, relying on asynchronous or synchronous communication through various means, such as online platforms, printed materials, or telecommunication.
· Computer-Based Teaching and Learning:
A technology-driven mode where learners engage with educational content through computers, often using interactive software, simulations, or e-learning platforms without requiring direct instructor interaction.
· Face-to-Face Teaching and Learning:
A traditional mode where learners and instructors interact in person, typically in a physical classroom or similar setting, allowing real-time interaction and immediate feedback.
· Blended Teaching and Learning:
A hybrid approach combining face-to-face and online learning, leveraging the strengths of both methods to enhance flexibility, engagement, and accessibility.

Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	· Reliable internet connectivity: Essential for distance and computer-based teaching and required for the online components of blended learning.
· Learning Management System (LMS): Platforms such as Moodle or Blackboard are essential for organising, delivering, and tracking online and blended learning.
· Communication tools: Includes email, messaging apps, and video conferencing platforms such as Zoom or MS Teams, used especially in distance and blended learning.
· Multimedia resources: Digital presentations, online videos, interactive e-learning software, and simulations for online modes; projectors, whiteboards, and printed materials for face-to-face learning.
· Provider hardware: Computers or laptops with webcams, microphones, and printers for content creation and delivery across all modes.
· Learner hardware: Devices such as computers, laptops, or mobile devices with reliable internet for accessing online content in distance, computer-based, and blended learning. 
· Applicable software applications: Word processing tools, spreadsheets, presentations, e-learning platforms, and digital communication software.
· Learning materials: Digital content such as e-books, quizzes, simulations, or printed resources depending on the mode of delivery.
· Physical infrastructure: A classroom or training space with tables, chairs, adequate lighting, and teaching tools for face-to-face and blended delivery.
· Technical support: IT assistance to manage and troubleshoot issues related to digital tools, platforms, and connectivity in computer-based, distance, and blended learning.

	CONSUMABLES 
	· Curriculum-aligned learning materials: May include printed or digital study guides, workbooks, handouts, and assessments appropriate to the mode of delivery.
· Stationery for provider use: Pens, markers, flip charts, whiteboard markers, paper, and envelopes for classroom activities and administrative correspondence.
· Stationery for learners: Notebooks, pens, pencils, rulers, and personal writing materials for note-taking and assignments during face-to-face and blended sessions.
· Printer ink and paper: Required for printing learning materials, certificates, tests, and worksheets, especially in face-to-face and blended modes.
· Electricity supply: Essential for powering devices, projectors, lighting, and internet access across all teaching modes.
· Data and internet bundles: Required for digital communication, online assessments, and learner engagement in distance, computer-based, and blended learning.
· Teaching aids: Includes both physical tools (e.g., charts, flashcards) and digital resources (e.g., videos, e-books, simulations) depending on the teaching strategy.
· Assessment materials: Printed tests, project templates, and digital quizzes aligned to learning outcomes across the different delivery modes.
· Maintenance supplies: Cleaning materials and basic equipment maintenance items for classrooms and IT infrastructure.
· Batteries and power backup: Required for uninterrupted delivery, particularly where technology such as projectors, microphones, or computers are used.



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 6 Qualification and have appropriate technical work experience in the financial services sector.
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 TEACHING: 1:25
NON-CONTACT TEACHING: 1:50


Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	To deliver training for the Higher Occupational Certificate for Financial Services Practitioners, training providers must comply with specific legislative requirements related to the financial services sector, education, labour laws, and business operation standards. Below is a comprehensive list of key legislative acts, along with their compliance requirements:

1. Skills Development Act, 1998 (Act No. 97 of 1998)
· Compliance Requirements:
· Register with the relevant Sector Education and Training Authority (SETA) to facilitate skills development programmes.
· Submit annual training reports to SETA and implement workplace skills plans.
· Ensure alignment of training programmes with the National Qualifications Framework (NQF) and QCTO standards.
· Adhere to requirements for skills development levies, including registration with SARS for levy contributions.

2. National Qualifications Framework Act, 2008 (Act No. 67 of 2008)
· Compliance Requirements:
· Align learning programmes with NQF levels, specifically at NQF Level 6 for the targeted qualification.
· Ensure compliance with policies and guidelines issued by the South African Qualifications Authority (SAQA) and the QCTO.
· Accurately register learner achievements on the National Learner Records Database (NLRD).

3. Financial Advisory and Intermediary Services Act, 2002 (FAIS Act) (Act No. 37 of 2002)
· Compliance Requirements:
· Training content must cover regulatory requirements for financial advisors and intermediaries.
· Ensure that facilitators and assessors delivering the training have appropriate financial services knowledge and are registered as Key Individuals (KIs) or representatives, if applicable.
· Maintain a curriculum that includes compliance with FAIS Fit and Proper standards for competence, honesty, and operational ability.

4. Protection of Personal Information Act, 2013 (POPIA) (Act No. 4 of 2013)
· Compliance Requirements:
· Establish policies for protecting personal learner data, including consent mechanisms for data collection.
· Secure all records, including financial, academic, and personal information, against unauthorized access.
· Appoint an Information Officer to oversee compliance with POPIA regulations.

5. Basic Conditions of Employment Act, 1997 (Act No. 75 of 1997)
· Compliance Requirements:
· Adhere to labour laws governing facilitators, assessors, and administrative staff.
· Ensure compliance with employment contracts, working hours, leave entitlements, and fair labour practices.

6. Broad-Based Black Economic Empowerment Act, 2003 (B-BBEE) (Act No. 53 of 2003)
· Compliance Requirements:
· Demonstrate compliance with B-BBEE requirements, including contributions to skills development initiatives.
· Provide evidence of workplace integration and training opportunities for historically disadvantaged individuals.

7. Companies Act, 2008 (Act No. 71 of 2008)
· Compliance Requirements:
· Ensure the training provider is a registered legal entity with proper governance structures.
· Maintain accurate financial records and adhere to annual reporting requirements.

8. Consumer Protection Act, 2008 (Act No. 68 of 2008)
· Compliance Requirements:
· Provide clear and accurate information about training programmes, costs, and expected outcomes.
· Handle complaints and grievances in accordance with the act's guidelines.

9. Employment Equity Act, 1998 (Act No. 55 of 1998)
· Compliance Requirements:
· Ensure equitable representation of designated groups in training programmes and employment practices.
· Submit annual Employment Equity Reports if the provider qualifies as a designated employer.

10. South African Revenue Service (SARS) Compliance
· Compliance Requirements:
· Register with SARS for tax purposes, including VAT, PAYE, and Skills Development Levies.
· Submit annual and monthly tax returns and ensure compliance with SARS regulations.

11. Occupational Health and Safety Act, 1993 (Act No. 85 of 1993)
· Compliance Requirements:
· Maintain a safe learning environment, ensuring compliance with health and safety standards.
· Conduct regular risk assessments and train staff and learners on health and safety practices.

12. Unemployment Insurance Act, 2001 (Act No. 63 of 2001)
· Compliance Requirements:
· Register employees for UIF and ensure monthly contributions are made.
· Provide necessary UIF documentation for employees when required.

13. Higher Education Act, 1997 (Act No. 101 of 1997)
· Compliance Requirements:
· If applicable, register as a private higher education institution if offering accredited higher education qualifications.
· Adhere to the standards and quality assurance requirements set by the Council on Higher Education (CHE).

14. Tax Administration Act, 2011 (Act No. 28 of 2011)
· Compliance Requirements:
· Keep detailed records of financial transactions related to training programmes.
· Ensure timely submission of tax documents and maintain compliance with tax regulations.

By adhering to these legislative requirements, training providers demonstrate their commitment to delivering high-quality, legally compliant training aligned with national and sectoral standards.



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 Key QCTO Organizational Requirements for Accreditation
	Category
	Requirement

	Legal and Administrative
	- Must be a registered legal entity (e.g., company, NGO, or trust) with appropriate governance structures.

	
	- Proof of registration with the relevant national authority (e.g., CIPC in South Africa).

	
	- Valid tax clearance certificate from the South African Revenue Service (SARS).

	
	- Adequate financial resources to sustain training activities.

	Learning Programme
	- Structured learning programme aligned to the occupational qualification’s curriculum and assessment specifications.

	
	- Compliance with the Occupational Qualification Document (OQD), Curriculum Document, and Qualification Assessment Specification (QAS).

	Facilities and Equipment
	- Access to adequate physical or virtual facilities for effective learning delivery (e.g., classrooms, workshops, or labs).

	
	- Provision of tools, equipment, and learning resources specified in the curriculum.

	
	- Health and safety measures in place for learners and staff.

	Staff and Facilitators
	- Qualified facilitators, assessors, and moderators registered with the relevant Assessment Quality Partner (AQP).

	
	- Proof of staff qualifications and experience in the field of the occupational qualification.

	Policies and Procedures
	- Quality management policies and procedures, including:

	
	- Admission criteria and learner enrolment processes.

	
	- Learner support services and remediation processes.

	
	- Internal and external moderation of assessments.

	
	- Complaints and appeals processes for learners.

	
	- Record-keeping and data management systems for tracking learner progress and outcomes.

	Compliance with QCTO Standards
	- Alignment with QCTO’s Quality Assurance Framework and compliance with the Skills Development Act and Regulations.

	
	- Regular internal reviews to ensure ongoing compliance with QCTO accreditation requirements.

	Stakeholder Partnerships
	- Collaboration with workplaces to facilitate structured workplace-based learning, as required by the occupational qualification.

	
	- Signed agreements with host employers or workplace partners.


Providers must prepare documentation demonstrating compliance with these requirements and undergo a site visit by the QCTO or delegated entity to verify the adequacy of their systems, resources, and infrastructure before accreditation is granted.



	ASSESSMENT CENTRE

	Assessment centres are registered to conduct the External Integrated Summative Assessments (EISA) The criteria that the assessment centres must meet is set out in the Qualification Assessment Specification (QAS). A valid and approved QAS is registered on the QCTO Website for each Occupational Qualification.
As described in the Qualification Assessment Specification (QAS)
The following is the minimum criteria set out in the QAS associated with the Higher Occupational Certificate: Financial Services Practitioner:

	TOOLS AND EQUIPMENT

	Setting up an assessment centre for an External Integrated Summative written assessment requires careful planning and consideration of various factors. Here are the minimum requirements:
· Space: Sufficient space should be available to accommodate all participants comfortably. The area should be quiet and free from distractions to ensure a conducive environment for writing.
· Desks/Tables and Chairs: Ample desks or tables and chairs should be provided for each participant to write comfortably. The furniture should be ergonomic to support prolonged periods of writing.
· Writing Materials: Ensure an adequate supply of writing materials such as pens, pencils, erasers, and rulers for all participants. Consider providing additional materials in case of emergencies or shortages.
· Lighting: Proper lighting is essential to prevent eye strain and facilitate reading and writing. Natural light and adjustable artificial lighting should be available to accommodate varying preferences and needs.
· Temperature Control: The assessment centre should be temperature-controlled to ensure a comfortable environment for participants. Heating or cooling systems should be in place to maintain an appropriate temperature throughout the assessment period.
· Accessibility: The venue should be accessible to all participants, including individuals with disabilities. This includes wheelchair access, ramps, elevators, and accessible restroom facilities.
· Security Measures: Implement security measures to maintain the integrity of the assessment process. This may include monitoring systems, secure storage for personal belongings, and procedures to prevent cheating or unauthorized assistance.
· Quiet Environment: Ensure that the assessment centre is located away from noisy areas to minimize distractions. Consider soundproofing or using partition walls if necessary to create separate testing areas.
· Timing Devices: Provide timing devices such as clocks or timers to help participants manage their time effectively during the assessment. Clear instructions should be given regarding the timing and duration of each section.
· Refreshments: Consider providing refreshments such as water and snacks to keep participants hydrated and energized during the assessment. However, ensure that food and drinks are allowed in the assessment area without compromising the integrity of the assessment.
· Signage and Directions: Clearly display signs and directions to guide participants to the assessment centre and relevant facilities within the venue. This will help prevent confusion and ensure a smooth experience for all participants.
· Emergency Procedures: Establish and communicate emergency procedures to ensure the safety and well-being of participants in case of unforeseen circumstances. This includes procedures for evacuations, medical emergencies, and other potential incidents.
In addition to the basic requirements there are specific physical tools, equipment, and digital technology needed to support the assessment process effectively:
· Computers or Laptops: Provide computers or laptops equipped with word processing software for participants who prefer to type their responses rather than handwrite them. Ensure that these devices are in good working condition and have the necessary software installed.
· Internet Access: If the assessment involves online research or access to digital resources, ensure that reliable internet access is available. This is particularly important if participants are required to submit their responses electronically.
· Printers and Scanners: Have printers and scanners available for participants who need to print or scan documents during the assessment. This allows for the creation of hard copies of responses or the digitization of handwritten work if necessary.
· Projection Equipment: If the assessment includes presentations or multimedia components, provide projection equipment such as projectors and screens to display content to participants and assessors.
· Audiovisual Equipment: Ensure that audiovisual equipment such as microphones, speakers, and audio recording devices are available if the assessment involves listening or speaking tasks. This ensures clear communication and facilitates assessment of oral skills.
· Data Storage Devices: Have data storage devices such as USB flash drives or external hard drives available for participants to save their work if needed. This ensures that participants can securely store their files and access them later if necessary.
· Backup Power Supply: Install backup power supplies such as uninterruptible power supply (UPS) units to prevent disruption in case of power outages. This ensures that assessment activities can continue without interruption and that participants' work is not lost.
· Document Cameras or Visualizers: Provide document cameras or visualizers to display handwritten work or physical documents to assessors or the entire group if necessary. This allows for the sharing of written responses and facilitates discussions during the assessment.
· Headsets or Headphones: If the assessment includes listening tasks or requires participants to use audio materials, provide headsets or headphones to ensure privacy and minimize distractions.
Technical Support: Have technical support personnel available onsite to assist with any issues related to digital technology, software, or equipment during the assessment. This ensures that technical problems can be addressed promptly, minimizing disruptions to the assessment process.

	ACCESS TO EISA FOR CANDIDATES WITH SPECIAL NEEDS:

	In the case of candidates with special needs who have been allowed access to sit for the EISA for the Skills Development provider must inform the Assessment Quality Partner well in advance of the assessment regarding the details of the specific candidate needs. The AQP, in collaboration with the Assessment Centre will then make appropriate arrangements in line with accepted global and National standards. The following are some guiding principles.
When accommodating candidates with special needs who have been granted access to the External Integrated Summative Assessment (EISA) it's essential to ensure that the assessment process remains fair and equitable for all participants. Here are specific provisions that must be made to cater to the fair assessment of candidates with special needs:
•	Accessibility: Ensure that the assessment venue is accessible to candidates with physical disabilities. This includes providing ramps, elevators, accessible restrooms, and designated parking spaces for individuals with mobility impairments.
•	Alternative Formats: Provide assessment materials in alternative formats to accommodate candidates with visual impairments, such as large print, braille, or electronic text. Audio versions of assessment materials may also be necessary for candidates with print disabilities.
•	Assistive Technology: Make assistive technology available to candidates who require it, such as screen readers, magnification software, speech-to-text software, or alternative input devices. Ensure that these tools are compatible with the assessment platform and accessible to candidates during the assessment.
•	Extended Time: Consider granting extended time allowances for candidates with certain disabilities, such as visual impairments, learning disabilities, or physical impairments that affect writing speed or stamina. Extended time can provide these candidates with the opportunity to complete the assessment tasks without time-related barriers.
•	Quiet Environment: Provide a quiet and distraction-free environment for candidates who have difficulty concentrating due to sensory sensitivities or other disabilities. This may involve setting up separate testing rooms or providing noise-cancelling headphones to minimize distractions.
•	Scribe or Reader Assistance: Offer scribe or reader assistance to candidates who have difficulty writing or reading due to physical or cognitive impairments. A scribe can assist with transcribing candidates' responses, while a reader can help candidates access assessment materials or instructions.
•	Flexible Seating Arrangements: Allow candidates to choose seating arrangements that best accommodate their needs, such as adjustable desks or chairs, or seating near exits or restrooms for candidates with mobility impairments.
•	Specialised Instructions: Provide candidates with specialized instructions or accommodations based on their individual needs, as outlined in their accommodation plans or medical documentation. Clear communication and understanding of these accommodations are essential to ensure that candidates can fully participate in the assessment process.
•	Accessibility Features in Assessment Materials: Ensure that assessment materials, including written prompts, diagrams, and images, are designed with accessibility features in mind. This may include providing alternative text for images, using high-contrast colours, or avoiding reliance on visual cues for comprehension.
•	Training for Assessors: Provide training for assessors on how to effectively evaluate the performance of candidates with special needs and how to implement accommodations in a fair and unbiased manner. Assessors should be familiar with the specific needs of each candidate and understand how to assess their work accurately within the context of their disabilities.

	HUMAN RESOURCE REQUIREMENTS

	CRITERIA FOR SUBJECT MATTER EXPERTS (SME) 
SME’s may be assigned as developers, markers/assessors and moderators. 
The criteria for assessors/markers and moderators for the development/moderation of the EISA assessment instruments:
Each of the below categories must be determined by industry as required for each qualification; to be guided by the following criteria:
· Minimum three years’ experience in industry for developers, markers or assessors; evidence thereof required.
· Minimum of five years’ experience in industry for moderators; evidence thereof required.
· Occupational learning and development experience in related fields, evidence of active current practice, trained in assessment practice and recognised by the sector for experience and credibility.
· Active professional membership with professional designation is recommended.

(p) Requirements for the EISA Developers:
· Educational Requirement: A minimum of an NQF Level 6 Qualification or equivalent qualification.
· Experiential Requirement: EISA Tool Developers 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.
(q) Requirements for the EISA Markers/Assessors:
· Educational Requirement: A minimum of a NQF Level 7
· Experiential Requirement: Markers/Assessors 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.
(r)  Requirements for EISA Moderators (Pre and Post):
· Educational Requirement: A minimum of a NQF Level 7 

· Experiential Requirement: Moderators 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.



3.1.3 Exemptions
The following table outlines the specific short courses, qualifications, and/or work experience that could be considered for exemption from learning in the indicated knowledge modules:
	Knowledge Module (KM)
	Basis for Exemption

	241301-001-01-KM-01
Determining Client Needs and Financial Status for providing financial services advice.
	- Qualifications: Higher Certificate in Financial Planning (NQF Level 5), National Certificate: Wealth Management (NQF Level 5).
- Work Experience: Minimum 2 years in client onboarding and financial needs analysis.
- Short Courses: FAIS Fit and Proper for Representatives; Fundamentals of Client Financial Analysis.

	241301-001-01-KM-02
Fundamental Financial Planning Techniques
	- Qualifications: Advanced Certificate in Financial Planning (NQF Level 6), Occupational Certificate: Financial Advisor (NQF Level 6).
- Work Experience: 2+ years as a financial planner or advisor.
- Short Courses: Introduction to Financial Planning; Regulatory Exam Prep (RE1 or RE5).

	241301-001-01-KM-03
Fundamental Principles of Financial Plan Development and Communication.
	- Qualifications: Postgraduate Diploma in Financial Planning (NQF Level 8), CFP® certification.
- Work Experience: 3+ years developing and presenting financial plans.
- Short Courses: Effective Communication for Financial Advisors; Financial Plan Writing Workshop.

	241301-001-01-KM-04
Fundamentals of Ethics and Compliance in Financial Services.
	- Qualifications: National Certificate: Financial Services Regulatory Framework (NQF Level 5).
- Work Experience: 2+ years in compliance or regulatory roles within financial services.
- Short Courses: FAIS Compliance; Ethics and Governance in Financial Services.

	241301-001-01-KM-05
Fundamental Principles of Health Care Benefits Advisory Services.
	- Qualifications: Occupational Certificate: Health Care Benefits Advisor (NQF Level 5).
- Work Experience: 2+ years advising clients on health care benefits.
- Short Courses: Introduction to Health Care Benefits; Fundamentals of Medical Scheme Advisory Services.

	241301-001-01-KM-06
Fundamental Principles of Retirement Fund Benefits Advisory Services.
	- Qualifications: Higher Certificate in Employee Benefits (NQF Level 5).
- Work Experience: 2+ years advising on retirement fund benefits.
- Short Courses: Fundamentals of Retirement Fund Advisory; Pension Fund Regulatory Compliance.

	241301-001-01-KM-07
Fundamental Principles of Investment Advisory Services.
	- Qualifications: National Certificate: Wealth Management (NQF Level 5), Advanced Certificate in Financial Markets (NQF Level 6).
- Work Experience: 2+ years in investment advising or portfolio management.
- Short Courses: Investment Basics for Advisors; Regulatory Exams for Investment Advisors.

	241301-001-01-KM-08
Fundamental Principles of Long-Term Insurance Advisory Services.
	- Qualifications: National Certificate in Long-Term Insurance (NQF Level 4 or 5).
- Work Experience: 2+ years in long-term insurance advisory roles.
- Short Courses: Long-Term Insurance Products and Regulations; Risk Cover Fundamentals.



Considerations for Exemptions:
· Recognition of Prior Learning (RPL): Learners with equivalent experience or informal learning must provide verifiable evidence (e.g., portfolio of evidence, employer reference letters).
· Alignment to Module Outcomes: Exemptions are granted only if prior learning or experience aligns with the specific outcomes and content of the module.
· Regulatory Compliance: Where applicable, learners must demonstrate compliance with sector-specific regulatory exams or certifications, such as FAIS or RE1/RE5.
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics.


3.1.1 Detailing Knowledge Module (KM) contents
Knowledge Module (KM) – 07 (SELECTABLE)
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-001-01-KM07
	Investment advisory services.
	6
	20
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended



(a) Purpose of Knowledge Module: 
This knowledge module equips Financial Services Practitioners with the applied knowledge required to advise on a range of investment products and strategies. It focuses on portfolio construction, tax efficiency, risk mitigation, and sustainable investment principles, enabling practitioners to offer informed, compliant, and client-specific investment advisory services within a regulated environment.
(b) List of Knowledge Topics:
	TOPIC CODE
	TOPIC TITLE
	% OF TIME TO BE SPENT

	KM-07-KT01
	Portfolio Construction and Asset Allocation
	20%

	KM-07-KT02
	Tax-Efficient Investment Strategies
	20%

	KM-07-KT03
	 Investment Risk Management and Mitigation Techniques
	20%

	KM-07-KT04
	ESG (Environmental, Social, and Governance) and Sustainable Investing
	20%

	KM-07-KT05
	Specialised Investment Solutions for Employers and Groups
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-07-KT01	PORTFOLIO CONSTRUCTION AND ASSET ALLOCATION (20%)

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

	KT0101
	Risk Profiles: Tailoring portfolios based on risk tolerance, investment goals, and life stages of individuals, partners, and employers.
	20%

	KT0102
	Strategic vs. Tactical Asset Allocation: Differentiating between long-term strategies and short-term market adjustments.
	20%

	KT0103
	Multi-Asset Class Portfolios: Optimizing diversification across equities, fixed income, real estate, alternatives, and cash.
	20%

	KT0104
	Blended Investment Approaches: Combining active and passive management to balance cost and performance objectives.
	20%

	KT0105
	Rebalancing Strategies: Periodically realigning portfolios to maintain intended risk and return characteristics.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0101
	Analyse risk profiles to tailor investment portfolios based on the risk tolerance, financial goals, and life stages of individuals, partners, and employers.
	20%

	IAC0102
	Differentiate between strategic and tactical asset allocation by explaining their roles in achieving long-term investment objectives and responding to short-term market conditions.
	20%

	IAC0103
	Evaluate the structure and benefits of multi-asset class portfolios by optimizing diversification across equities, fixed income, real estate, alternatives, and cash.
	20%

	IAC0104
	Explain the use of blended investment approaches that combine active and passive management strategies to achieve a balance between cost efficiency and performance objectives.
	20%

	IAC0105
	Describe rebalancing strategies and their importance in periodically realigning portfolios to maintain the intended risk-return profile and investment objectives.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-07-KT02	TAX-EFFICIENT INVESTMENT STRATEGIES (20%)

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

	KT0201
	Tax Treatment of Investment Income: Understanding capital gains, dividends, and interest income tax implications.
	20%

	KT0202
	Tax-Advantaged Investment Vehicles: Utilizing tax-free savings accounts (TFSAs), retirement annuities (RAs), and endowments to minimize tax liabilities.
	20%

	KT0203
	Offshore Investments and Tax Compliance: Navigating double taxation agreements and local reporting requirements for international investments.
	20%

	KT0204
	Estate Planning Considerations: Structuring investments to reduce estate duty and provide efficient wealth transfer.
	20%

	KT0205
	Timing of Gains and Losses: Managing the realization of capital gains and losses to optimize after-tax returns.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0201
	Explain the tax treatment of investment income, including the implications of capital gains, dividends, and interest income on investors' tax liabilities.
	20%

	IAC0202
	Analyse the benefits of tax-advantaged investment vehicles such as tax-free savings accounts (TFSAs), retirement annuities (RAs), and endowments in minimizing tax liabilities.
	20%

	IAC0203
	Evaluate the tax compliance requirements for offshore investments, including the application of double taxation agreements and local reporting obligations.
	20%

	IAC0204
	Discuss estate planning considerations for structuring investments to minimize estate duty and facilitate efficient wealth transfer to beneficiaries.
	20%

	IAC0205
	Describe strategies for managing the timing of gains and losses to optimize after-tax returns by balancing realised capital gains and losses effectively.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-07-KT03	 INVESTMENT RISK MANAGEMENT AND MITIGATION TECHNIQUES (20%)

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

	KT0301
	Hedging Strategies: Using derivatives like options, futures, and swaps to manage portfolio risks.
	20%

	KT0302
	Market Volatility Management: Implementing low-volatility strategies and dynamic asset allocation.
	20%

	KT0303
	Currency Risk Management: Protecting against forex fluctuations for offshore investments through hedging instruments.
	20%

	KT0304
	Liquidity Risk Management: Ensuring adequate liquidity for investors’ immediate and future financial needs.
	20%

	KT0305
	Tail Risk Management: Addressing low-probability, high-impact events through stress testing and scenario planning.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0301
	Explain the use of derivatives such as options, futures, and swaps as hedging strategies to mitigate portfolio risks.
	20%

	IAC0302
	Analyse techniques for managing market volatility, including the implementation of low-volatility strategies and dynamic asset allocation.
	20%

	IAC0303
	Describe methods for currency risk management, including the use of hedging instruments like forward contracts and currency swaps to protect against forex fluctuations in offshore investments.
	20%

	IAC0304
	Evaluate liquidity risk management strategies to ensure sufficient liquidity for meeting both immediate and future financial needs of investors.
	20%

	IAC0305
	Discuss tail risk management approaches, including stress testing and scenario planning, to address low-probability but high-impact events in investment portfolios.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-07-KT04	ESG (ENVIRONMENTAL, SOCIAL, AND GOVERNANCE) AND SUSTAINABLE INVESTING (20%)

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

	KT0401
	ESG Screening and Integration: Identifying investments that meet environmental, social, and governance criteria.
	20%

	KT0402
	Impact Investing: Allocating capital to generate positive societal and environmental outcomes alongside financial returns.
	20%

	KT0403
	Measuring ESG Performance: Using tools and metrics to evaluate sustainability in portfolios.
	20%

	KT0404
	Regulatory Compliance: Understanding global and local ESG disclosure requirements and standards.
	20%

	KT0405
	ESG Trends: Staying updated on emerging ESG themes, such as renewable energy and social equity.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0401
	Explain the process of ESG screening and integration by identifying investments that meet environmental, social, and governance criteria to align with ethical standards.
	20%

	IAC0402
	Analyse the principles of impact investing, focusing on allocating capital to generate positive societal and environmental outcomes alongside financial returns.
	20%

	IAC0403
	Evaluate tools and metrics used to measure ESG performance and assess the sustainability of investments within a portfolio.
	20%

	IAC0404
	Interpret global and local ESG disclosure requirements and standards to ensure regulatory compliance in investment practices.
	20%

	IAC0405
	Discuss emerging ESG trends, such as renewable energy and social equity, and their implications for investment strategies.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-07-KT05	SPECIALISED INVESTMENT SOLUTIONS FOR EMPLOYERS AND GROUPS (20%)

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

	KT0501
	Corporate Investment Accounts: Structuring corporate reserves and liquidity solutions for employers.
	20%

	KT0502
	Employee Investment Plans: Designing investment plans like group savings or stock options for employees.
	20%

	KT0503
	Social Partnerships: Implementing investment models for collective entities, such as trusts or cooperatives.
	20%

	KT0504
	Philanthropic and Impact Solutions: Creating investment strategies aligned with social responsibility goals.
	20%

	KT0505
	Pension Fund Investment Strategies: Tailoring employer-sponsored retirement funds with diversified, regulation-compliant portfolios.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0501
	Explain the structuring of corporate investment accounts to manage corporate reserves and provide liquidity solutions tailored to employer needs.
	20%

	IAC0502
	Design employee investment plans, including group savings options and stock-based incentive schemes, to enhance workforce financial well-being.
	20%

	IAC0503
	Evaluate investment models for social partnerships, such as trusts or cooperatives, to achieve collective financial objectives.
	20%

	IAC0504
	Develop philanthropic and impact investment strategies that align with organizational goals for social responsibility and sustainability.
	20%

	IAC0505
	Tailor pension fund investment strategies for employer-sponsored retirement funds, ensuring diversification and compliance with regulatory requirements.
	20%



3.1.2. Criteria for accreditation 
The training will be delivered in various teaching and learning modes as specified in each module. The following are globally recognised definitions delineating each of these teaching and learning modes:
Definitions of Learning and Teaching Modes:
· Distance Teaching and Learning:
A mode of education where learners and instructors are physically separated, relying on asynchronous or synchronous communication through various means, such as online platforms, printed materials, or telecommunication.
· Computer-Based Teaching and Learning:
A technology-driven mode where learners engage with educational content through computers, often using interactive software, simulations, or e-learning platforms without requiring direct instructor interaction.
· Face-to-Face Teaching and Learning:
A traditional mode where learners and instructors interact in person, typically in a physical classroom or similar setting, allowing real-time interaction and immediate feedback.
· Blended Teaching and Learning:
A hybrid approach combining face-to-face and online learning, leveraging the strengths of both methods to enhance flexibility, engagement, and accessibility.

Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	· Reliable internet connectivity: Essential for distance and computer-based teaching and required for the online components of blended learning.
· Learning Management System (LMS): Platforms such as Moodle or Blackboard are essential for organising, delivering, and tracking online and blended learning.
· Communication tools: Includes email, messaging apps, and video conferencing platforms such as Zoom or MS Teams, used especially in distance and blended learning.
· Multimedia resources: Digital presentations, online videos, interactive e-learning software, and simulations for online modes; projectors, whiteboards, and printed materials for face-to-face learning.
· Provider hardware: Computers or laptops with webcams, microphones, and printers for content creation and delivery across all modes.
· Learner hardware: Devices such as computers, laptops, or mobile devices with reliable internet for accessing online content in distance, computer-based, and blended learning. 
· Applicable software applications: Word processing tools, spreadsheets, presentations, e-learning platforms, and digital communication software.
· Learning materials: Digital content such as e-books, quizzes, simulations, or printed resources depending on the mode of delivery.
· Physical infrastructure: A classroom or training space with tables, chairs, adequate lighting, and teaching tools for face-to-face and blended delivery.
· Technical support: IT assistance to manage and troubleshoot issues related to digital tools, platforms, and connectivity in computer-based, distance, and blended learning.

	CONSUMABLES 
	· Curriculum-aligned learning materials: May include printed or digital study guides, workbooks, handouts, and assessments appropriate to the mode of delivery.
· Stationery for provider use: Pens, markers, flip charts, whiteboard markers, paper, and envelopes for classroom activities and administrative correspondence.
· Stationery for learners: Notebooks, pens, pencils, rulers, and personal writing materials for note-taking and assignments during face-to-face and blended sessions.
· Printer ink and paper: Required for printing learning materials, certificates, tests, and worksheets, especially in face-to-face and blended modes.
· Electricity supply: Essential for powering devices, projectors, lighting, and internet access across all teaching modes.
· Data and internet bundles: Required for digital communication, online assessments, and learner engagement in distance, computer-based, and blended learning.
· Teaching aids: Includes both physical tools (e.g., charts, flashcards) and digital resources (e.g., videos, e-books, simulations) depending on the teaching strategy.
· Assessment materials: Printed tests, project templates, and digital quizzes aligned to learning outcomes across the different delivery modes.
· Maintenance supplies: Cleaning materials and basic equipment maintenance items for classrooms and IT infrastructure.
· Batteries and power backup: Required for uninterrupted delivery, particularly where technology such as projectors, microphones, or computers are used.



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 6 Qualification and have appropriate technical work experience in the financial services sector.
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 TEACHING: 1:25
NON-CONTACT TEACHING: 1:50


Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	To deliver training for the Higher Occupational Certificate for Financial Services Practitioners, training providers must comply with specific legislative requirements related to the financial services sector, education, labour laws, and business operation standards. Below is a comprehensive list of key legislative acts, along with their compliance requirements:

1. Skills Development Act, 1998 (Act No. 97 of 1998)
· Compliance Requirements:
· Register with the relevant Sector Education and Training Authority (SETA) to facilitate skills development programmes.
· Submit annual training reports to SETA and implement workplace skills plans.
· Ensure alignment of training programmes with the National Qualifications Framework (NQF) and QCTO standards.
· Adhere to requirements for skills development levies, including registration with SARS for levy contributions.

2. National Qualifications Framework Act, 2008 (Act No. 67 of 2008)
· Compliance Requirements:
· Align learning programmes with NQF levels, specifically at NQF Level 6 for the targeted qualification.
· Ensure compliance with policies and guidelines issued by the South African Qualifications Authority (SAQA) and the QCTO.
· Accurately register learner achievements on the National Learner Records Database (NLRD).

3. Financial Advisory and Intermediary Services Act, 2002 (FAIS Act) (Act No. 37 of 2002)
· Compliance Requirements:
· Training content must cover regulatory requirements for financial advisors and intermediaries.
· Ensure that facilitators and assessors delivering the training have appropriate financial services knowledge and are registered as Key Individuals (KIs) or representatives, if applicable.
· Maintain a curriculum that includes compliance with FAIS Fit and Proper standards for competence, honesty, and operational ability.

4. Protection of Personal Information Act, 2013 (POPIA) (Act No. 4 of 2013)
· Compliance Requirements:
· Establish policies for protecting personal learner data, including consent mechanisms for data collection.
· Secure all records, including financial, academic, and personal information, against unauthorized access.
· Appoint an Information Officer to oversee compliance with POPIA regulations.

5. Basic Conditions of Employment Act, 1997 (Act No. 75 of 1997)
· Compliance Requirements:
· Adhere to labour laws governing facilitators, assessors, and administrative staff.
· Ensure compliance with employment contracts, working hours, leave entitlements, and fair labour practices.

6. Broad-Based Black Economic Empowerment Act, 2003 (B-BBEE) (Act No. 53 of 2003)
· Compliance Requirements:
· Demonstrate compliance with B-BBEE requirements, including contributions to skills development initiatives.
· Provide evidence of workplace integration and training opportunities for historically disadvantaged individuals.

7. Companies Act, 2008 (Act No. 71 of 2008)
· Compliance Requirements:
· Ensure the training provider is a registered legal entity with proper governance structures.
· Maintain accurate financial records and adhere to annual reporting requirements.

8. Consumer Protection Act, 2008 (Act No. 68 of 2008)
· Compliance Requirements:
· Provide clear and accurate information about training programmes, costs, and expected outcomes.
· Handle complaints and grievances in accordance with the act's guidelines.

9. Employment Equity Act, 1998 (Act No. 55 of 1998)
· Compliance Requirements:
· Ensure equitable representation of designated groups in training programmes and employment practices.
· Submit annual Employment Equity Reports if the provider qualifies as a designated employer.

10. South African Revenue Service (SARS) Compliance
· Compliance Requirements:
· Register with SARS for tax purposes, including VAT, PAYE, and Skills Development Levies.
· Submit annual and monthly tax returns and ensure compliance with SARS regulations.

11. Occupational Health and Safety Act, 1993 (Act No. 85 of 1993)
· Compliance Requirements:
· Maintain a safe learning environment, ensuring compliance with health and safety standards.
· Conduct regular risk assessments and train staff and learners on health and safety practices.

12. Unemployment Insurance Act, 2001 (Act No. 63 of 2001)
· Compliance Requirements:
· Register employees for UIF and ensure monthly contributions are made.
· Provide necessary UIF documentation for employees when required.

13. Higher Education Act, 1997 (Act No. 101 of 1997)
· Compliance Requirements:
· If applicable, register as a private higher education institution if offering accredited higher education qualifications.
· Adhere to the standards and quality assurance requirements set by the Council on Higher Education (CHE).

14. Tax Administration Act, 2011 (Act No. 28 of 2011)
· Compliance Requirements:
· Keep detailed records of financial transactions related to training programmes.
· Ensure timely submission of tax documents and maintain compliance with tax regulations.

By adhering to these legislative requirements, training providers demonstrate their commitment to delivering high-quality, legally compliant training aligned with national and sectoral standards.



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 Key QCTO Organizational Requirements for Accreditation
	Category
	Requirement

	Legal and Administrative
	- Must be a registered legal entity (e.g., company, NGO, or trust) with appropriate governance structures.

	
	- Proof of registration with the relevant national authority (e.g., CIPC in South Africa).

	
	- Valid tax clearance certificate from the South African Revenue Service (SARS).

	
	- Adequate financial resources to sustain training activities.

	Learning Programme
	- Structured learning programme aligned to the occupational qualification’s curriculum and assessment specifications.

	
	- Compliance with the Occupational Qualification Document (OQD), Curriculum Document, and Qualification Assessment Specification (QAS).

	Facilities and Equipment
	- Access to adequate physical or virtual facilities for effective learning delivery (e.g., classrooms, workshops, or labs).

	
	- Provision of tools, equipment, and learning resources specified in the curriculum.

	
	- Health and safety measures in place for learners and staff.

	Staff and Facilitators
	- Qualified facilitators, assessors, and moderators registered with the relevant Assessment Quality Partner (AQP).

	
	- Proof of staff qualifications and experience in the field of the occupational qualification.

	Policies and Procedures
	- Quality management policies and procedures, including:

	
	- Admission criteria and learner enrolment processes.

	
	- Learner support services and remediation processes.

	
	- Internal and external moderation of assessments.

	
	- Complaints and appeals processes for learners.

	
	- Record-keeping and data management systems for tracking learner progress and outcomes.

	Compliance with QCTO Standards
	- Alignment with QCTO’s Quality Assurance Framework and compliance with the Skills Development Act and Regulations.

	
	- Regular internal reviews to ensure ongoing compliance with QCTO accreditation requirements.

	Stakeholder Partnerships
	- Collaboration with workplaces to facilitate structured workplace-based learning, as required by the occupational qualification.

	
	- Signed agreements with host employers or workplace partners.


Providers must prepare documentation demonstrating compliance with these requirements and undergo a site visit by the QCTO or delegated entity to verify the adequacy of their systems, resources, and infrastructure before accreditation is granted.



	ASSESSMENT CENTRE

	Assessment centres are registered to conduct the External Integrated Summative Assessments (EISA) The criteria that the assessment centres must meet is set out in the Qualification Assessment Specification (QAS). A valid and approved QAS is registered on the QCTO Website for each Occupational Qualification.
As described in the Qualification Assessment Specification (QAS)
The following is the minimum criteria set out in the QAS associated with the Higher Occupational Certificate: Financial Services Practitioner:

	TOOLS AND EQUIPMENT

	Setting up an assessment centre for an External Integrated Summative written assessment requires careful planning and consideration of various factors. Here are the minimum requirements:
· Space: Sufficient space should be available to accommodate all participants comfortably. The area should be quiet and free from distractions to ensure a conducive environment for writing.
· Desks/Tables and Chairs: Ample desks or tables and chairs should be provided for each participant to write comfortably. The furniture should be ergonomic to support prolonged periods of writing.
· Writing Materials: Ensure an adequate supply of writing materials such as pens, pencils, erasers, and rulers for all participants. Consider providing additional materials in case of emergencies or shortages.
· Lighting: Proper lighting is essential to prevent eye strain and facilitate reading and writing. Natural light and adjustable artificial lighting should be available to accommodate varying preferences and needs.
· Temperature Control: The assessment centre should be temperature-controlled to ensure a comfortable environment for participants. Heating or cooling systems should be in place to maintain an appropriate temperature throughout the assessment period.
· Accessibility: The venue should be accessible to all participants, including individuals with disabilities. This includes wheelchair access, ramps, elevators, and accessible restroom facilities.
· Security Measures: Implement security measures to maintain the integrity of the assessment process. This may include monitoring systems, secure storage for personal belongings, and procedures to prevent cheating or unauthorized assistance.
· Quiet Environment: Ensure that the assessment centre is located away from noisy areas to minimize distractions. Consider soundproofing or using partition walls if necessary to create separate testing areas.
· Timing Devices: Provide timing devices such as clocks or timers to help participants manage their time effectively during the assessment. Clear instructions should be given regarding the timing and duration of each section.
· Refreshments: Consider providing refreshments such as water and snacks to keep participants hydrated and energized during the assessment. However, ensure that food and drinks are allowed in the assessment area without compromising the integrity of the assessment.
· Signage and Directions: Clearly display signs and directions to guide participants to the assessment centre and relevant facilities within the venue. This will help prevent confusion and ensure a smooth experience for all participants.
· Emergency Procedures: Establish and communicate emergency procedures to ensure the safety and well-being of participants in case of unforeseen circumstances. This includes procedures for evacuations, medical emergencies, and other potential incidents.
In addition to the basic requirements there are specific physical tools, equipment, and digital technology needed to support the assessment process effectively:
· Computers or Laptops: Provide computers or laptops equipped with word processing software for participants who prefer to type their responses rather than handwrite them. Ensure that these devices are in good working condition and have the necessary software installed.
· Internet Access: If the assessment involves online research or access to digital resources, ensure that reliable internet access is available. This is particularly important if participants are required to submit their responses electronically.
· Printers and Scanners: Have printers and scanners available for participants who need to print or scan documents during the assessment. This allows for the creation of hard copies of responses or the digitization of handwritten work if necessary.
· Projection Equipment: If the assessment includes presentations or multimedia components, provide projection equipment such as projectors and screens to display content to participants and assessors.
· Audiovisual Equipment: Ensure that audiovisual equipment such as microphones, speakers, and audio recording devices are available if the assessment involves listening or speaking tasks. This ensures clear communication and facilitates assessment of oral skills.
· Data Storage Devices: Have data storage devices such as USB flash drives or external hard drives available for participants to save their work if needed. This ensures that participants can securely store their files and access them later if necessary.
· Backup Power Supply: Install backup power supplies such as uninterruptible power supply (UPS) units to prevent disruption in case of power outages. This ensures that assessment activities can continue without interruption and that participants' work is not lost.
· Document Cameras or Visualizers: Provide document cameras or visualizers to display handwritten work or physical documents to assessors or the entire group if necessary. This allows for the sharing of written responses and facilitates discussions during the assessment.
· Headsets or Headphones: If the assessment includes listening tasks or requires participants to use audio materials, provide headsets or headphones to ensure privacy and minimize distractions.
Technical Support: Have technical support personnel available onsite to assist with any issues related to digital technology, software, or equipment during the assessment. This ensures that technical problems can be addressed promptly, minimizing disruptions to the assessment process.

	ACCESS TO EISA FOR CANDIDATES WITH SPECIAL NEEDS:

	In the case of candidates with special needs who have been allowed access to sit for the EISA for the Skills Development provider must inform the Assessment Quality Partner well in advance of the assessment regarding the details of the specific candidate needs. The AQP, in collaboration with the Assessment Centre will then make appropriate arrangements in line with accepted global and National standards. The following are some guiding principles.
When accommodating candidates with special needs who have been granted access to the External Integrated Summative Assessment (EISA) it's essential to ensure that the assessment process remains fair and equitable for all participants. Here are specific provisions that must be made to cater to the fair assessment of candidates with special needs:
•	Accessibility: Ensure that the assessment venue is accessible to candidates with physical disabilities. This includes providing ramps, elevators, accessible restrooms, and designated parking spaces for individuals with mobility impairments.
•	Alternative Formats: Provide assessment materials in alternative formats to accommodate candidates with visual impairments, such as large print, braille, or electronic text. Audio versions of assessment materials may also be necessary for candidates with print disabilities.
•	Assistive Technology: Make assistive technology available to candidates who require it, such as screen readers, magnification software, speech-to-text software, or alternative input devices. Ensure that these tools are compatible with the assessment platform and accessible to candidates during the assessment.
•	Extended Time: Consider granting extended time allowances for candidates with certain disabilities, such as visual impairments, learning disabilities, or physical impairments that affect writing speed or stamina. Extended time can provide these candidates with the opportunity to complete the assessment tasks without time-related barriers.
•	Quiet Environment: Provide a quiet and distraction-free environment for candidates who have difficulty concentrating due to sensory sensitivities or other disabilities. This may involve setting up separate testing rooms or providing noise-cancelling headphones to minimize distractions.
•	Scribe or Reader Assistance: Offer scribe or reader assistance to candidates who have difficulty writing or reading due to physical or cognitive impairments. A scribe can assist with transcribing candidates' responses, while a reader can help candidates access assessment materials or instructions.
•	Flexible Seating Arrangements: Allow candidates to choose seating arrangements that best accommodate their needs, such as adjustable desks or chairs, or seating near exits or restrooms for candidates with mobility impairments.
•	Specialised Instructions: Provide candidates with specialized instructions or accommodations based on their individual needs, as outlined in their accommodation plans or medical documentation. Clear communication and understanding of these accommodations are essential to ensure that candidates can fully participate in the assessment process.
•	Accessibility Features in Assessment Materials: Ensure that assessment materials, including written prompts, diagrams, and images, are designed with accessibility features in mind. This may include providing alternative text for images, using high-contrast colours, or avoiding reliance on visual cues for comprehension.
•	Training for Assessors: Provide training for assessors on how to effectively evaluate the performance of candidates with special needs and how to implement accommodations in a fair and unbiased manner. Assessors should be familiar with the specific needs of each candidate and understand how to assess their work accurately within the context of their disabilities.

	HUMAN RESOURCE REQUIREMENTS

	CRITERIA FOR SUBJECT MATTER EXPERTS (SME) 
SME’s may be assigned as developers, markers/assessors and moderators. 
The criteria for assessors/markers and moderators for the development/moderation of the EISA assessment instruments:
Each of the below categories must be determined by industry as required for each qualification; to be guided by the following criteria:
· Minimum three years’ experience in industry for developers, markers or assessors; evidence thereof required.
· Minimum of five years’ experience in industry for moderators; evidence thereof required.
· Occupational learning and development experience in related fields, evidence of active current practice, trained in assessment practice and recognised by the sector for experience and credibility.
· Active professional membership with professional designation is recommended.

(s) Requirements for the EISA Developers:
· Educational Requirement: A minimum of an NQF Level 6 Qualification or equivalent qualification.
· Experiential Requirement: EISA Tool Developers 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.
(t) Requirements for the EISA Markers/Assessors:
· Educational Requirement: A minimum of a NQF Level 7
· Experiential Requirement: Markers/Assessors 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.
(u)  Requirements for EISA Moderators (Pre and Post):
· Educational Requirement: A minimum of a NQF Level 7 

· Experiential Requirement: Moderators 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.



3.1.3 Exemptions
The following table outlines the specific short courses, qualifications, and/or work experience that could be considered for exemption from learning in the indicated knowledge modules:
	Knowledge Module (KM)
	Basis for Exemption

	241301-001-01-KM-01
Determining Client Needs and Financial Status for providing financial services advice.
	- Qualifications: Higher Certificate in Financial Planning (NQF Level 5), National Certificate: Wealth Management (NQF Level 5).
- Work Experience: Minimum 2 years in client onboarding and financial needs analysis.
- Short Courses: FAIS Fit and Proper for Representatives; Fundamentals of Client Financial Analysis.

	241301-001-01-KM-02
Fundamental Financial Planning Techniques
	- Qualifications: Advanced Certificate in Financial Planning (NQF Level 6), Occupational Certificate: Financial Advisor (NQF Level 6).
- Work Experience: 2+ years as a financial planner or advisor.
- Short Courses: Introduction to Financial Planning; Regulatory Exam Prep (RE1 or RE5).

	241301-001-01-KM-03
Fundamental Principles of Financial Plan Development and Communication.
	- Qualifications: Postgraduate Diploma in Financial Planning (NQF Level 8), CFP® certification.
- Work Experience: 3+ years developing and presenting financial plans.
- Short Courses: Effective Communication for Financial Advisors; Financial Plan Writing Workshop.

	241301-001-01-KM-04
Fundamentals of Ethics and Compliance in Financial Services.
	- Qualifications: National Certificate: Financial Services Regulatory Framework (NQF Level 5).
- Work Experience: 2+ years in compliance or regulatory roles within financial services.
- Short Courses: FAIS Compliance; Ethics and Governance in Financial Services.

	241301-001-01-KM-05
Fundamental Principles of Health Care Benefits Advisory Services.
	- Qualifications: Occupational Certificate: Health Care Benefits Advisor (NQF Level 5).
- Work Experience: 2+ years advising clients on health care benefits.
- Short Courses: Introduction to Health Care Benefits; Fundamentals of Medical Scheme Advisory Services.

	241301-001-01-KM-06
Fundamental Principles of Retirement Fund Benefits Advisory Services.
	- Qualifications: Higher Certificate in Employee Benefits (NQF Level 5).
- Work Experience: 2+ years advising on retirement fund benefits.
- Short Courses: Fundamentals of Retirement Fund Advisory; Pension Fund Regulatory Compliance.

	241301-001-01-KM-07
Fundamental Principles of Investment Advisory Services.
	- Qualifications: National Certificate: Wealth Management (NQF Level 5), Advanced Certificate in Financial Markets (NQF Level 6).
- Work Experience: 2+ years in investment advising or portfolio management.
- Short Courses: Investment Basics for Advisors; Regulatory Exams for Investment Advisors.

	241301-001-01-KM-08
Fundamental Principles of Long-Term Insurance Advisory Services.
	- Qualifications: National Certificate in Long-Term Insurance (NQF Level 4 or 5).
- Work Experience: 2+ years in long-term insurance advisory roles.
- Short Courses: Long-Term Insurance Products and Regulations; Risk Cover Fundamentals.



Considerations for Exemptions:
· Recognition of Prior Learning (RPL): Learners with equivalent experience or informal learning must provide verifiable evidence (e.g., portfolio of evidence, employer reference letters).
· Alignment to Module Outcomes: Exemptions are granted only if prior learning or experience aligns with the specific outcomes and content of the module.
· Regulatory Compliance: Where applicable, learners must demonstrate compliance with sector-specific regulatory exams or certifications, such as FAIS or RE1/RE5.
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics.


3.1.1 Detailing Knowledge Module (KM) contents
Knowledge Module (KM) – 08 (SELECTABLE)
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-001-01-KM08
	Long-term insurance advisory services.
	6
	20
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended



(a) Purpose of Knowledge Module: 
This knowledge module provides Financial Services Practitioners with the advanced knowledge and insight required to offer long-term insurance advice aligned with client needs and financial goals. It covers insurance product knowledge, compliance requirements, risk assessment, and the integration of long-term insurance into holistic financial planning, while also addressing innovations and emerging trends in the insurance sector.
(b) List of Knowledge Topics:
	TOPIC CODE
	TOPIC TITLE
	% OF TIME TO BE SPENT

	KM-08-KT01
	Advanced Understanding of Long-Term Insurance Products
	20%

	KM-08-KT02
	Risk Assessment and Tailored Insurance Solutions
	20%

	KM-08-KT03
	Legal and Regulatory Compliance in Long-Term Insurance
	20%

	KM-08-KT04
	Integration of Insurance into Comprehensive Financial Plans
	20%

	KM-08-KT05
	Trends, Innovations, and Technological Tools in Long-Term Insurance
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-08-KT01	ADVANCED UNDERSTANDING OF LONG-TERM INSURANCE PRODUCTS (20%)

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

	KT0101
	The structure, advantages, and limitations of whole life, term life, universal life, and endowment policies.
	20%

	KT0102
	Optional features like waiver of premium, accidental death benefits, and critical illness riders.
	20%

	KT0103
	Disability and critical illness cover and how these policies supplement income and provide for medical or lifestyle adjustments.
	20%

	KT0104
	Group vs. Individual Policies
	20%

	KT0105
	Cost and Premium Structures - how premiums are influenced by factors like age, health, and policy term.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0101
	Analyse the structure, advantages, and limitations of whole life, term life, universal life, and endowment policies to recommend suitable solutions for diverse client needs.
	20%

	IAC0102
	Explain the purpose and benefits of optional features such as waiver of premium, accidental death benefits, and critical illness riders, and their role in enhancing policy coverage.
	20%

	IAC0103
	Evaluate the role of disability and critical illness cover in supplementing income and providing financial support for medical or lifestyle adjustments during unforeseen events.
	20%

	IAC0104
	Compare group policies offered by employers with individual policies purchased independently, highlighting their advantages and suitability for specific situations.
	20%

	IAC0105
	Assess how factors like age, health, and policy term influence cost and premium structures, and explain strategies to balance affordability and coverage adequacy.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-08-KT02	RISK ASSESSMENT AND TAILORED INSURANCE SOLUTIONS (20%)

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

	KT0201
	In-depth assessments of clients' financial needs, including income replacement, debt coverage, and legacy planning.
	20%

	KT0202
	Life Partner and Family Considerations
	20%

	KT0203
	Employer Risk Solutions: 
	20%

	KT0204
	Underwriting and Risk Profiles:
	20%

	KT0205
	Policy Structuring: 
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0201
	Conduct in-depth assessments of clients' financial needs, focusing on income replacement, debt coverage, and legacy planning to develop tailored insurance solutions.
	20%

	IAC0202
	Analyse the financial implications of life partner and family dynamics, ensuring policies address shared goals, dependencies, and future planning needs.
	20%

	IAC0203
	Design employer risk solutions, including group life insurance and disability coverage, to protect employees and mitigate business continuity risks.
	20%

	IAC0204
	Evaluate underwriting processes and develop risk profiles by assessing factors such as health, lifestyle, and occupational hazards to determine appropriate policy terms and premiums.
	20%

	IAC0205
	Explain the processes to develop and structure insurance policies to align with clients’ specific needs, balancing affordability, coverage adequacy, and flexibility for future adjustments.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-08-KT03	LEGAL AND REGULATORY COMPLIANCE IN LONG-TERM INSURANCE (20%)

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

	KT0301
	Disclosure Requirements: 
	20%

	KT0302
	FAIS Act and TCF (Treating Customers Fairly) responsibilities
	20%

	KT0303
	Data Protection and Confidentiality
	20%

	KT0304
	Tax treatment of premiums, benefits, and payouts for individuals and employer-sponsored plans.
	20%

	KT0305
	Legal requirements for processing claims, resolving disputes, and avoiding repudiation risks.
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0101
	Explain disclosure requirements to ensure clients are fully informed about policy terms, conditions, exclusions, and costs.
	20%

	IAC0102
	Interpret the FAIS Act and TCF responsibilities, emphasizing the advisor’s duty to act in the best interest of clients and ensure fair treatment throughout the policy lifecycle.
	20%

	IAC0103
	Evaluate the principles of data protection and confidentiality under regulations such as POPIA, ensuring secure handling of clients’ personal and financial information.
	20%

	IAC0104
	Analyse the tax treatment of premiums, benefits, and payouts for individuals and employer-sponsored plans to optimise financial outcomes for clients.
	20%

	IAC0105
	Describe the legal requirements for processing claims, resolving disputes, and implementing measures to avoid repudiation risks while maintaining client satisfaction.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-08-KT04	INTEGRATION OF INSURANCE INTO COMPREHENSIVE FINANCIAL PLANS (20%)

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

	KT0401
	Long-term insurance to ensure comprehensive financial protection.
	20%

	KT0402
	Use of life insurance policies to fund estate duties, provide liquidity, and ensure wealth transfer to beneficiaries.
	20%

	KT0403
	Income Protection - role of disability and critical illness cover in safeguarding income streams during crises.
	20%

	KT0404
	Debt and Liability Coverage
	20%

	KT0405
	Insurance for Business Continuity
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0401
	Explain how long-term insurance provides comprehensive financial protection by addressing risks such as death, disability, and critical illness.
	20%

	IAC0402
	Analyse the use of life insurance policies to fund estate duties, provide liquidity, and facilitate efficient wealth transfer to beneficiaries.
	20%

	IAC0403
	Evaluate the role of disability and critical illness cover in safeguarding income streams during crises and ensuring financial stability.
	20%

	IAC0404
	Assess how insurance policies can be structured to cover debts and liabilities, protecting dependents and ensuring financial continuity.
	20%

	IAC0405
	Discuss the importance of insurance solutions for business continuity, including key-person insurance and buy-and-sell agreements, to mitigate risks associated with the loss of critical personnel or partners.
	20%



(c) Detailing each topic listed above into topic elements: 
	KM-08-KT05	TRENDS, INNOVATIONS, AND TECHNOLOGICAL TOOLS IN LONG-TERM INSURANCE (20%)

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

	KT0501
	Digital Insurance Platforms:
	20%

	KT0502
	Dynamic and Customizable Policies: 
	20%

	KT0503
	Sustainability in Insurance: 
	20%

	KT0504
	Big Data and Predictive Analytics:
	20%

	KT0505
	Health and Wellness Integration: 
	20%



(d) Internal Assessment Criteria (IAC) and Weight
	IAC CODE
	IAC DESCRIPTION
	% OF TIME TO BE SPENT

	IAC0501
	Explain how digital insurance platforms enhance client engagement, streamline policy management, and improve claims processing efficiency.
	20%

	IAC0502
	Analyse the benefits of dynamic and customizable policies that adapt to clients' evolving needs and changing circumstances over time.
	20%

	IAC0503
	Evaluate the role of sustainability in insurance by integrating ESG principles into underwriting, policy structures, and investment decisions.
	20%

	IAC0504
	Discuss the use of big data and predictive analytics to improve risk assessment, personalize client offerings, and enhance decision-making in insurance.
	20%

	IAC0505
	Explain how health and wellness programmes are integrated into insurance products to incentivise healthy behaviours and reduce long-term risk exposure.
	20%



3.1.2. Criteria for accreditation 
The training will be delivered in various teaching and learning modes as specified in each module. The following are globally recognised definitions delineating each of these teaching and learning modes:
Definitions of Learning and Teaching Modes:
· Distance Teaching and Learning:
A mode of education where learners and instructors are physically separated, relying on asynchronous or synchronous communication through various means, such as online platforms, printed materials, or telecommunication.
· Computer-Based Teaching and Learning:
A technology-driven mode where learners engage with educational content through computers, often using interactive software, simulations, or e-learning platforms without requiring direct instructor interaction.
· Face-to-Face Teaching and Learning:
A traditional mode where learners and instructors interact in person, typically in a physical classroom or similar setting, allowing real-time interaction and immediate feedback.
· Blended Teaching and Learning:
A hybrid approach combining face-to-face and online learning, leveraging the strengths of both methods to enhance flexibility, engagement, and accessibility.

Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	· Reliable internet connectivity: Essential for distance and computer-based teaching and required for the online components of blended learning.
· Learning Management System (LMS): Platforms such as Moodle or Blackboard are essential for organising, delivering, and tracking online and blended learning.
· Communication tools: Includes email, messaging apps, and video conferencing platforms such as Zoom or MS Teams, used especially in distance and blended learning.
· Multimedia resources: Digital presentations, online videos, interactive e-learning software, and simulations for online modes; projectors, whiteboards, and printed materials for face-to-face learning.
· Provider hardware: Computers or laptops with webcams, microphones, and printers for content creation and delivery across all modes.
· Learner hardware: Devices such as computers, laptops, or mobile devices with reliable internet for accessing online content in distance, computer-based, and blended learning. 
· Applicable software applications: Word processing tools, spreadsheets, presentations, e-learning platforms, and digital communication software.
· Learning materials: Digital content such as e-books, quizzes, simulations, or printed resources depending on the mode of delivery.
· Physical infrastructure: A classroom or training space with tables, chairs, adequate lighting, and teaching tools for face-to-face and blended delivery.
· Technical support: IT assistance to manage and troubleshoot issues related to digital tools, platforms, and connectivity in computer-based, distance, and blended learning.

	CONSUMABLES 
	· Curriculum-aligned learning materials: May include printed or digital study guides, workbooks, handouts, and assessments appropriate to the mode of delivery.
· Stationery for provider use: Pens, markers, flip charts, whiteboard markers, paper, and envelopes for classroom activities and administrative correspondence.
· Stationery for learners: Notebooks, pens, pencils, rulers, and personal writing materials for note-taking and assignments during face-to-face and blended sessions.
· Printer ink and paper: Required for printing learning materials, certificates, tests, and worksheets, especially in face-to-face and blended modes.
· Electricity supply: Essential for powering devices, projectors, lighting, and internet access across all teaching modes.
· Data and internet bundles: Required for digital communication, online assessments, and learner engagement in distance, computer-based, and blended learning.
· Teaching aids: Includes both physical tools (e.g., charts, flashcards) and digital resources (e.g., videos, e-books, simulations) depending on the teaching strategy.
· Assessment materials: Printed tests, project templates, and digital quizzes aligned to learning outcomes across the different delivery modes.
· Maintenance supplies: Cleaning materials and basic equipment maintenance items for classrooms and IT infrastructure.
· Batteries and power backup: Required for uninterrupted delivery, particularly where technology such as projectors, microphones, or computers are used.



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 6 Qualification and have appropriate technical work experience in the financial services sector.
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 TEACHING: 1:25
NON-CONTACT TEACHING: 1:50


Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	To deliver training for the Higher Occupational Certificate for Financial Services Practitioners, training providers must comply with specific legislative requirements related to the financial services sector, education, labour laws, and business operation standards. Below is a comprehensive list of key legislative acts, along with their compliance requirements:

1. Skills Development Act, 1998 (Act No. 97 of 1998)
· Compliance Requirements:
· Register with the relevant Sector Education and Training Authority (SETA) to facilitate skills development programmes.
· Submit annual training reports to SETA and implement workplace skills plans.
· Ensure alignment of training programmes with the National Qualifications Framework (NQF) and QCTO standards.
· Adhere to requirements for skills development levies, including registration with SARS for levy contributions.

2. National Qualifications Framework Act, 2008 (Act No. 67 of 2008)
· Compliance Requirements:
· Align learning programmes with NQF levels, specifically at NQF Level 6 for the targeted qualification.
· Ensure compliance with policies and guidelines issued by the South African Qualifications Authority (SAQA) and the QCTO.
· Accurately register learner achievements on the National Learner Records Database (NLRD).

3. Financial Advisory and Intermediary Services Act, 2002 (FAIS Act) (Act No. 37 of 2002)
· Compliance Requirements:
· Training content must cover regulatory requirements for financial advisors and intermediaries.
· Ensure that facilitators and assessors delivering the training have appropriate financial services knowledge and are registered as Key Individuals (KIs) or representatives, if applicable.
· Maintain a curriculum that includes compliance with FAIS Fit and Proper standards for competence, honesty, and operational ability.

4. Protection of Personal Information Act, 2013 (POPIA) (Act No. 4 of 2013)
· Compliance Requirements:
· Establish policies for protecting personal learner data, including consent mechanisms for data collection.
· Secure all records, including financial, academic, and personal information, against unauthorized access.
· Appoint an Information Officer to oversee compliance with POPIA regulations.

5. Basic Conditions of Employment Act, 1997 (Act No. 75 of 1997)
· Compliance Requirements:
· Adhere to labour laws governing facilitators, assessors, and administrative staff.
· Ensure compliance with employment contracts, working hours, leave entitlements, and fair labour practices.

6. Broad-Based Black Economic Empowerment Act, 2003 (B-BBEE) (Act No. 53 of 2003)
· Compliance Requirements:
· Demonstrate compliance with B-BBEE requirements, including contributions to skills development initiatives.
· Provide evidence of workplace integration and training opportunities for historically disadvantaged individuals.

7. Companies Act, 2008 (Act No. 71 of 2008)
· Compliance Requirements:
· Ensure the training provider is a registered legal entity with proper governance structures.
· Maintain accurate financial records and adhere to annual reporting requirements.

8. Consumer Protection Act, 2008 (Act No. 68 of 2008)
· Compliance Requirements:
· Provide clear and accurate information about training programmes, costs, and expected outcomes.
· Handle complaints and grievances in accordance with the act's guidelines.

9. Employment Equity Act, 1998 (Act No. 55 of 1998)
· Compliance Requirements:
· Ensure equitable representation of designated groups in training programmes and employment practices.
· Submit annual Employment Equity Reports if the provider qualifies as a designated employer.

10. South African Revenue Service (SARS) Compliance
· Compliance Requirements:
· Register with SARS for tax purposes, including VAT, PAYE, and Skills Development Levies.
· Submit annual and monthly tax returns and ensure compliance with SARS regulations.

11. Occupational Health and Safety Act, 1993 (Act No. 85 of 1993)
· Compliance Requirements:
· Maintain a safe learning environment, ensuring compliance with health and safety standards.
· Conduct regular risk assessments and train staff and learners on health and safety practices.

12. Unemployment Insurance Act, 2001 (Act No. 63 of 2001)
· Compliance Requirements:
· Register employees for UIF and ensure monthly contributions are made.
· Provide necessary UIF documentation for employees when required.

13. Higher Education Act, 1997 (Act No. 101 of 1997)
· Compliance Requirements:
· If applicable, register as a private higher education institution if offering accredited higher education qualifications.
· Adhere to the standards and quality assurance requirements set by the Council on Higher Education (CHE).

14. Tax Administration Act, 2011 (Act No. 28 of 2011)
· Compliance Requirements:
· Keep detailed records of financial transactions related to training programmes.
· Ensure timely submission of tax documents and maintain compliance with tax regulations.

By adhering to these legislative requirements, training providers demonstrate their commitment to delivering high-quality, legally compliant training aligned with national and sectoral standards.



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 Key QCTO Organizational Requirements for Accreditation
	Category
	Requirement

	Legal and Administrative
	- Must be a registered legal entity (e.g., company, NGO, or trust) with appropriate governance structures.

	
	- Proof of registration with the relevant national authority (e.g., CIPC in South Africa).

	
	- Valid tax clearance certificate from the South African Revenue Service (SARS).

	
	- Adequate financial resources to sustain training activities.

	Learning Programme
	- Structured learning programme aligned to the occupational qualification’s curriculum and assessment specifications.

	
	- Compliance with the Occupational Qualification Document (OQD), Curriculum Document, and Qualification Assessment Specification (QAS).

	Facilities and Equipment
	- Access to adequate physical or virtual facilities for effective learning delivery (e.g., classrooms, workshops, or labs).

	
	- Provision of tools, equipment, and learning resources specified in the curriculum.

	
	- Health and safety measures in place for learners and staff.

	Staff and Facilitators
	- Qualified facilitators, assessors, and moderators registered with the relevant Assessment Quality Partner (AQP).

	
	- Proof of staff qualifications and experience in the field of the occupational qualification.

	Policies and Procedures
	- Quality management policies and procedures, including:

	
	- Admission criteria and learner enrolment processes.

	
	- Learner support services and remediation processes.

	
	- Internal and external moderation of assessments.

	
	- Complaints and appeals processes for learners.

	
	- Record-keeping and data management systems for tracking learner progress and outcomes.

	Compliance with QCTO Standards
	- Alignment with QCTO’s Quality Assurance Framework and compliance with the Skills Development Act and Regulations.

	
	- Regular internal reviews to ensure ongoing compliance with QCTO accreditation requirements.

	Stakeholder Partnerships
	- Collaboration with workplaces to facilitate structured workplace-based learning, as required by the occupational qualification.

	
	- Signed agreements with host employers or workplace partners.


Providers must prepare documentation demonstrating compliance with these requirements and undergo a site visit by the QCTO or delegated entity to verify the adequacy of their systems, resources, and infrastructure before accreditation is granted.



	ASSESSMENT CENTRE

	Assessment centres are registered to conduct the External Integrated Summative Assessments (EISA) The criteria that the assessment centres must meet is set out in the Qualification Assessment Specification (QAS). A valid and approved QAS is registered on the QCTO Website for each Occupational Qualification.
As described in the Qualification Assessment Specification (QAS)
The following is the minimum criteria set out in the QAS associated with the Higher Occupational Certificate: Financial Services Practitioner:

	TOOLS AND EQUIPMENT

	Setting up an assessment centre for an External Integrated Summative written assessment requires careful planning and consideration of various factors. Here are the minimum requirements:
· Space: Sufficient space should be available to accommodate all participants comfortably. The area should be quiet and free from distractions to ensure a conducive environment for writing.
· Desks/Tables and Chairs: Ample desks or tables and chairs should be provided for each participant to write comfortably. The furniture should be ergonomic to support prolonged periods of writing.
· Writing Materials: Ensure an adequate supply of writing materials such as pens, pencils, erasers, and rulers for all participants. Consider providing additional materials in case of emergencies or shortages.
· Lighting: Proper lighting is essential to prevent eye strain and facilitate reading and writing. Natural light and adjustable artificial lighting should be available to accommodate varying preferences and needs.
· Temperature Control: The assessment centre should be temperature-controlled to ensure a comfortable environment for participants. Heating or cooling systems should be in place to maintain an appropriate temperature throughout the assessment period.
· Accessibility: The venue should be accessible to all participants, including individuals with disabilities. This includes wheelchair access, ramps, elevators, and accessible restroom facilities.
· Security Measures: Implement security measures to maintain the integrity of the assessment process. This may include monitoring systems, secure storage for personal belongings, and procedures to prevent cheating or unauthorized assistance.
· Quiet Environment: Ensure that the assessment centre is located away from noisy areas to minimize distractions. Consider soundproofing or using partition walls if necessary to create separate testing areas.
· Timing Devices: Provide timing devices such as clocks or timers to help participants manage their time effectively during the assessment. Clear instructions should be given regarding the timing and duration of each section.
· Refreshments: Consider providing refreshments such as water and snacks to keep participants hydrated and energized during the assessment. However, ensure that food and drinks are allowed in the assessment area without compromising the integrity of the assessment.
· Signage and Directions: Clearly display signs and directions to guide participants to the assessment centre and relevant facilities within the venue. This will help prevent confusion and ensure a smooth experience for all participants.
· Emergency Procedures: Establish and communicate emergency procedures to ensure the safety and well-being of participants in case of unforeseen circumstances. This includes procedures for evacuations, medical emergencies, and other potential incidents.
In addition to the basic requirements there are specific physical tools, equipment, and digital technology needed to support the assessment process effectively:
· Computers or Laptops: Provide computers or laptops equipped with word processing software for participants who prefer to type their responses rather than handwrite them. Ensure that these devices are in good working condition and have the necessary software installed.
· Internet Access: If the assessment involves online research or access to digital resources, ensure that reliable internet access is available. This is particularly important if participants are required to submit their responses electronically.
· Printers and Scanners: Have printers and scanners available for participants who need to print or scan documents during the assessment. This allows for the creation of hard copies of responses or the digitization of handwritten work if necessary.
· Projection Equipment: If the assessment includes presentations or multimedia components, provide projection equipment such as projectors and screens to display content to participants and assessors.
· Audiovisual Equipment: Ensure that audiovisual equipment such as microphones, speakers, and audio recording devices are available if the assessment involves listening or speaking tasks. This ensures clear communication and facilitates assessment of oral skills.
· Data Storage Devices: Have data storage devices such as USB flash drives or external hard drives available for participants to save their work if needed. This ensures that participants can securely store their files and access them later if necessary.
· Backup Power Supply: Install backup power supplies such as uninterruptible power supply (UPS) units to prevent disruption in case of power outages. This ensures that assessment activities can continue without interruption and that participants' work is not lost.
· Document Cameras or Visualizers: Provide document cameras or visualizers to display handwritten work or physical documents to assessors or the entire group if necessary. This allows for the sharing of written responses and facilitates discussions during the assessment.
· Headsets or Headphones: If the assessment includes listening tasks or requires participants to use audio materials, provide headsets or headphones to ensure privacy and minimize distractions.
Technical Support: Have technical support personnel available onsite to assist with any issues related to digital technology, software, or equipment during the assessment. This ensures that technical problems can be addressed promptly, minimizing disruptions to the assessment process.

	ACCESS TO EISA FOR CANDIDATES WITH SPECIAL NEEDS:

	In the case of candidates with special needs who have been allowed access to sit for the EISA for the Skills Development provider must inform the Assessment Quality Partner well in advance of the assessment regarding the details of the specific candidate needs. The AQP, in collaboration with the Assessment Centre will then make appropriate arrangements in line with accepted global and National standards. The following are some guiding principles.
When accommodating candidates with special needs who have been granted access to the External Integrated Summative Assessment (EISA) it's essential to ensure that the assessment process remains fair and equitable for all participants. Here are specific provisions that must be made to cater to the fair assessment of candidates with special needs:
•	Accessibility: Ensure that the assessment venue is accessible to candidates with physical disabilities. This includes providing ramps, elevators, accessible restrooms, and designated parking spaces for individuals with mobility impairments.
•	Alternative Formats: Provide assessment materials in alternative formats to accommodate candidates with visual impairments, such as large print, braille, or electronic text. Audio versions of assessment materials may also be necessary for candidates with print disabilities.
•	Assistive Technology: Make assistive technology available to candidates who require it, such as screen readers, magnification software, speech-to-text software, or alternative input devices. Ensure that these tools are compatible with the assessment platform and accessible to candidates during the assessment.
•	Extended Time: Consider granting extended time allowances for candidates with certain disabilities, such as visual impairments, learning disabilities, or physical impairments that affect writing speed or stamina. Extended time can provide these candidates with the opportunity to complete the assessment tasks without time-related barriers.
•	Quiet Environment: Provide a quiet and distraction-free environment for candidates who have difficulty concentrating due to sensory sensitivities or other disabilities. This may involve setting up separate testing rooms or providing noise-cancelling headphones to minimize distractions.
•	Scribe or Reader Assistance: Offer scribe or reader assistance to candidates who have difficulty writing or reading due to physical or cognitive impairments. A scribe can assist with transcribing candidates' responses, while a reader can help candidates access assessment materials or instructions.
•	Flexible Seating Arrangements: Allow candidates to choose seating arrangements that best accommodate their needs, such as adjustable desks or chairs, or seating near exits or restrooms for candidates with mobility impairments.
•	Specialised Instructions: Provide candidates with specialized instructions or accommodations based on their individual needs, as outlined in their accommodation plans or medical documentation. Clear communication and understanding of these accommodations are essential to ensure that candidates can fully participate in the assessment process.
•	Accessibility Features in Assessment Materials: Ensure that assessment materials, including written prompts, diagrams, and images, are designed with accessibility features in mind. This may include providing alternative text for images, using high-contrast colours, or avoiding reliance on visual cues for comprehension.
•	Training for Assessors: Provide training for assessors on how to effectively evaluate the performance of candidates with special needs and how to implement accommodations in a fair and unbiased manner. Assessors should be familiar with the specific needs of each candidate and understand how to assess their work accurately within the context of their disabilities.

	HUMAN RESOURCE REQUIREMENTS

	CRITERIA FOR SUBJECT MATTER EXPERTS (SME) 
SME’s may be assigned as developers, markers/assessors and moderators. 
The criteria for assessors/markers and moderators for the development/moderation of the EISA assessment instruments:
Each of the below categories must be determined by industry as required for each qualification; to be guided by the following criteria:
· Minimum three years’ experience in industry for developers, markers or assessors; evidence thereof required.
· Minimum of five years’ experience in industry for moderators; evidence thereof required.
· Occupational learning and development experience in related fields, evidence of active current practice, trained in assessment practice and recognised by the sector for experience and credibility.
· Active professional membership with professional designation is recommended.

(v) Requirements for the EISA Developers:
· Educational Requirement: A minimum of an NQF Level 6 Qualification or equivalent qualification.
· Experiential Requirement: EISA Tool Developers 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.
(w) Requirements for the EISA Markers/Assessors:
· Educational Requirement: A minimum of a NQF Level 7
· Experiential Requirement: Markers/Assessors 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.
(x)  Requirements for EISA Moderators (Pre and Post):
· Educational Requirement: A minimum of a NQF Level 7 

· Experiential Requirement: Moderators 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.



3.1.3 Exemptions
The following table outlines the specific short courses, qualifications, and/or work experience that could be considered for exemption from learning in the indicated knowledge modules:
	Knowledge Module (KM)
	Basis for Exemption

	241301-001-01-KM-01
Determining Client Needs and Financial Status for providing financial services advice.
	- Qualifications: Higher Certificate in Financial Planning (NQF Level 5), National Certificate: Wealth Management (NQF Level 5).
- Work Experience: Minimum 2 years in client onboarding and financial needs analysis.
- Short Courses: FAIS Fit and Proper for Representatives; Fundamentals of Client Financial Analysis.

	241301-001-01-KM-02
Fundamental Financial Planning Techniques
	- Qualifications: Advanced Certificate in Financial Planning (NQF Level 6), Occupational Certificate: Financial Advisor (NQF Level 6).
- Work Experience: 2+ years as a financial planner or advisor.
- Short Courses: Introduction to Financial Planning; Regulatory Exam Prep (RE1 or RE5).

	241301-001-01-KM-03
Fundamental Principles of Financial Plan Development and Communication.
	- Qualifications: Postgraduate Diploma in Financial Planning (NQF Level 8), CFP® certification.
- Work Experience: 3+ years developing and presenting financial plans.
- Short Courses: Effective Communication for Financial Advisors; Financial Plan Writing Workshop.

	241301-001-01-KM-04
Fundamentals of Ethics and Compliance in Financial Services.
	- Qualifications: National Certificate: Financial Services Regulatory Framework (NQF Level 5).
- Work Experience: 2+ years in compliance or regulatory roles within financial services.
- Short Courses: FAIS Compliance; Ethics and Governance in Financial Services.

	241301-001-01-KM-05
Fundamental Principles of Health Care Benefits Advisory Services.
	- Qualifications: Occupational Certificate: Health Care Benefits Advisor (NQF Level 5).
- Work Experience: 2+ years advising clients on health care benefits.
- Short Courses: Introduction to Health Care Benefits; Fundamentals of Medical Scheme Advisory Services.

	241301-001-01-KM-06
Fundamental Principles of Retirement Fund Benefits Advisory Services.
	- Qualifications: Higher Certificate in Employee Benefits (NQF Level 5).
- Work Experience: 2+ years advising on retirement fund benefits.
- Short Courses: Fundamentals of Retirement Fund Advisory; Pension Fund Regulatory Compliance.

	241301-001-01-KM-07
Fundamental Principles of Investment Advisory Services.
	- Qualifications: National Certificate: Wealth Management (NQF Level 5), Advanced Certificate in Financial Markets (NQF Level 6).
- Work Experience: 2+ years in investment advising or portfolio management.
- Short Courses: Investment Basics for Advisors; Regulatory Exams for Investment Advisors.

	241301-001-01-KM-08
Fundamental Principles of Long-Term Insurance Advisory Services.
	- Qualifications: National Certificate in Long-Term Insurance (NQF Level 4 or 5).
- Work Experience: 2+ years in long-term insurance advisory roles.
- Short Courses: Long-Term Insurance Products and Regulations; Risk Cover Fundamentals.



Considerations for Exemptions:
· Recognition of Prior Learning (RPL): Learners with equivalent experience or informal learning must provide verifiable evidence (e.g., portfolio of evidence, employer reference letters).
· Alignment to Module Outcomes: Exemptions are granted only if prior learning or experience aligns with the specific outcomes and content of the module.
· Regulatory Compliance: Where applicable, learners must demonstrate compliance with sector-specific regulatory exams or certifications, such as FAIS or RE1/RE5.
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:
3.2.1. Compulsory Practical Skills Specifications
	[bookmark: _Hlk188186662]MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-001-01-PM-01 
	Client Information Gathering and Analysis
	5
	10
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended


	241301-001-01-PM-02 
	Financial Plan Development and Implementation
	5
	10
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended

	241301-001-01-PM-03 
	Ethical and Legal Compliance in Financial Services
	5
	10
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended

	241301-001-01-PM-04 
	Client Relationship Management and Portfolio Development 
	5
	10
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended


	241301-001-01-PM-05
	Apply professional techniques and practices to conduct estate planning
	5
	10
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended



[bookmark: _Toc149225094][bookmark: _Toc109733556]3.2.2. Elective Practical Skills Specifications

	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-001-01-PM-06 
	Provide advice on and integrate Long Term Insurance into a Financial plans
	6
	10
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended


	241301-001-01-PM-07 
	Provide advice on and integrate Healthcare Benefits into a Financial plan
	6
	10
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended

	241301-001-01-PM-08 
	Provide advice on and integrate Pension Fund Benefits into a Financial plan
	6
	10
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended

	241301-001-01-PM-09 
	Provide advice on and integrate Investments into a Financial plan
	6
	10
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended





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

	241301-001-01-PM-01 
	Client Needs Identification and Financial Information Gathering
	5
	10
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended




[bookmark: _Toc149225095](a) Purpose of the Practical Skills Module:
[bookmark: _Toc149225096]The purpose of the Client Needs Identification and Financial Information Gathering module is to equip learners with the skills necessary to effectively identify and assess the financial needs and goals of clients. Learners will develop the ability to gather comprehensive financial information, understand clients' personal and financial circumstances, and identify key areas where financial products and services can be applied to achieve the client's objectives. This module emphasises the importance of client interviews, effective communication, and accurate documentation to ensure that financial plans are based on a thorough understanding of the client's needs. Through hands-on experience, learners will be prepared to conduct assessments that lay the foundation for sound financial advice and planning.
This practical module will enable learners to build the foundational skills needed to engage with clients, identify financial gaps, and facilitate the creation of personalised financial solutions.

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

	PM-01-PS01
	Conducting Client Interviews

	PM-01-PS02
	Analysing Client Financial Information



[bookmark: _Toc149225097](c) Scope of each Practical Skill Activity: 
	PM-01-PS01 CONDUCTING CLIENT INTERVIEWS

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	The learner must be given access to a simulated or real-life client scenario, a set of questions for the interview, and relevant financial information to assess. The learner should have a conducive environment to conduct the interview and gather information.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0101
	Prepare a list of questions to identify client’s financial needs and goals.

	PA0102
	Conduct a professional interview with a client (either simulated or real).

	PA0103
	Clarify and ask probing questions to gather complete information.

	PA0104
	Document client responses clearly and accurately.

	PA0105
	Summarise the key information gathered in a client report.



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

	AK0101
	Effective Communication Techniques

	AK0102
	Client Needs Assessment

	AK0103
	Probing and Clarification Skills

	AK0104
	Documentation and Record-Keeping

	AK0105
	Summarising and Reporting



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

	IAC0101
	A list of questions to identify client financial needs and goals is prepared.

	IAC0102
	A professional interview with the client is conducted.

	IAC0103
	Probing questions are asked to gather additional information.

	IAC0104
	Client responses are documented clearly and accurately.

	IAC0105
	A client report summarising the information is written.



(c) Scope of each Practical Skill Activity: 
	PM-01-PS02 ANALYSING CLIENT FINANCIAL INFORMATION

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE

	The learner must be given a client’s financial information, including assets, liabilities, income, and expenses. They will use this information to identify the client’s financial status and needs.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0201
	Review and analyse the client's financial records.

	PA0202
	Identify gaps in the client's financial security.

	PA0203
	Assess the client's current financial standing in relation to their goals.

	PA0204
	Identify potential areas for financial improvement.

	PA0205
	Compile a report summarising the analysis of the client's financial status.


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

	AK0201
	Financial Statement Analysis

	AK0202
	Risk Assessment and Financial Security

	AK0203
	Goal-Oriented Financial Assessment

	AK0204
	Identification of Financial Improvement Opportunities

	AK0205
	Reporting and Presentation of Findings



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

	IAC0101
	The client’s financial records are reviewed and analysed.

	IAC0102
	Gaps in the client’s financial security are identified.

	IAC0103
	The client’s financial standing is assessed in relation to their goals.

	IAC0104
	Areas for financial improvement are identified.

	IAC0105
	A report summarising the analysis is compiled.



3.1.2. Criteria for accreditation 
The training will be delivered in various teaching and learning modes as specified in each module. The following are globally recognised definitions delineating each of these teaching and learning modes:
Definitions of Learning and Teaching Modes:
· Distance Teaching and Learning:
A mode of education where learners and instructors are physically separated, relying on asynchronous or synchronous communication through various means, such as online platforms, printed materials, or telecommunication.
· Computer-Based Teaching and Learning:
A technology-driven mode where learners engage with educational content through computers, often using interactive software, simulations, or e-learning platforms without requiring direct instructor interaction.
· Face-to-Face Teaching and Learning:
A traditional mode where learners and instructors interact in person, typically in a physical classroom or similar setting, allowing real-time interaction and immediate feedback.
· Blended Teaching and Learning:
A hybrid approach combining face-to-face and online learning, leveraging the strengths of both methods to enhance flexibility, engagement, and accessibility.

Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	· Reliable internet connectivity: Essential for distance and computer-based teaching and required for the online components of blended learning.
· Learning Management System (LMS): Platforms such as Moodle or Blackboard are essential for organising, delivering, and tracking online and blended learning.
· Communication tools: Includes email, messaging apps, and video conferencing platforms such as Zoom or MS Teams, used especially in distance and blended learning.
· Multimedia resources: Digital presentations, online videos, interactive e-learning software, and simulations for online modes; projectors, whiteboards, and printed materials for face-to-face learning.
· Provider hardware: Computers or laptops with webcams, microphones, and printers for content creation and delivery across all modes.
· Learner hardware: Devices such as computers, laptops, or mobile devices with reliable internet for accessing online content in distance, computer-based, and blended learning. 
· Applicable software applications: Word processing tools, spreadsheets, presentations, e-learning platforms, and digital communication software.
· Learning materials: Digital content such as e-books, quizzes, simulations, or printed resources depending on the mode of delivery.
· Physical infrastructure: A classroom or training space with tables, chairs, adequate lighting, and teaching tools for face-to-face and blended delivery.
· Technical support: IT assistance to manage and troubleshoot issues related to digital tools, platforms, and connectivity in computer-based, distance, and blended learning.

	CONSUMABLES 
	· Curriculum-aligned learning materials: May include printed or digital study guides, workbooks, handouts, and assessments appropriate to the mode of delivery.
· Stationery for provider use: Pens, markers, flip charts, whiteboard markers, paper, and envelopes for classroom activities and administrative correspondence.
· Stationery for learners: Notebooks, pens, pencils, rulers, and personal writing materials for note-taking and assignments during face-to-face and blended sessions.
· Printer ink and paper: Required for printing learning materials, certificates, tests, and worksheets, especially in face-to-face and blended modes.
· Electricity supply: Essential for powering devices, projectors, lighting, and internet access across all teaching modes.
· Data and internet bundles: Required for digital communication, online assessments, and learner engagement in distance, computer-based, and blended learning.
· Teaching aids: Includes both physical tools (e.g., charts, flashcards) and digital resources (e.g., videos, e-books, simulations) depending on the teaching strategy.
· Assessment materials: Printed tests, project templates, and digital quizzes aligned to learning outcomes across the different delivery modes.
· Maintenance supplies: Cleaning materials and basic equipment maintenance items for classrooms and IT infrastructure.
· Batteries and power backup: Required for uninterrupted delivery, particularly where technology such as projectors, microphones, or computers are used.



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 6 Qualification and have appropriate technical work experience in the financial services sector.
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 TEACHING: 1:25
NON-CONTACT TEACHING: 1:50


Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	To deliver training for the Higher Occupational Certificate for Financial Services Practitioners, training providers must comply with specific legislative requirements related to the financial services sector, education, labour laws, and business operation standards. Below is a comprehensive list of key legislative acts, along with their compliance requirements:

1. Skills Development Act, 1998 (Act No. 97 of 1998)
· Compliance Requirements:
· Register with the relevant Sector Education and Training Authority (SETA) to facilitate skills development programmes.
· Submit annual training reports to SETA and implement workplace skills plans.
· Ensure alignment of training programmes with the National Qualifications Framework (NQF) and QCTO standards.
· Adhere to requirements for skills development levies, including registration with SARS for levy contributions.

2. National Qualifications Framework Act, 2008 (Act No. 67 of 2008)
· Compliance Requirements:
· Align learning programmes with NQF levels, specifically at NQF Level 6 for the targeted qualification.
· Ensure compliance with policies and guidelines issued by the South African Qualifications Authority (SAQA) and the QCTO.
· Accurately register learner achievements on the National Learner Records Database (NLRD).

3. Financial Advisory and Intermediary Services Act, 2002 (FAIS Act) (Act No. 37 of 2002)
· Compliance Requirements:
· Training content must cover regulatory requirements for financial advisors and intermediaries.
· Ensure that facilitators and assessors delivering the training have appropriate financial services knowledge and are registered as Key Individuals (KIs) or representatives, if applicable.
· Maintain a curriculum that includes compliance with FAIS Fit and Proper standards for competence, honesty, and operational ability.

4. Protection of Personal Information Act, 2013 (POPIA) (Act No. 4 of 2013)
· Compliance Requirements:
· Establish policies for protecting personal learner data, including consent mechanisms for data collection.
· Secure all records, including financial, academic, and personal information, against unauthorized access.
· Appoint an Information Officer to oversee compliance with POPIA regulations.

5. Basic Conditions of Employment Act, 1997 (Act No. 75 of 1997)
· Compliance Requirements:
· Adhere to labour laws governing facilitators, assessors, and administrative staff.
· Ensure compliance with employment contracts, working hours, leave entitlements, and fair labour practices.

6. Broad-Based Black Economic Empowerment Act, 2003 (B-BBEE) (Act No. 53 of 2003)
· Compliance Requirements:
· Demonstrate compliance with B-BBEE requirements, including contributions to skills development initiatives.
· Provide evidence of workplace integration and training opportunities for historically disadvantaged individuals.

7. Companies Act, 2008 (Act No. 71 of 2008)
· Compliance Requirements:
· Ensure the training provider is a registered legal entity with proper governance structures.
· Maintain accurate financial records and adhere to annual reporting requirements.

8. Consumer Protection Act, 2008 (Act No. 68 of 2008)
· Compliance Requirements:
· Provide clear and accurate information about training programmes, costs, and expected outcomes.
· Handle complaints and grievances in accordance with the act's guidelines.

9. Employment Equity Act, 1998 (Act No. 55 of 1998)
· Compliance Requirements:
· Ensure equitable representation of designated groups in training programmes and employment practices.
· Submit annual Employment Equity Reports if the provider qualifies as a designated employer.

10. South African Revenue Service (SARS) Compliance
· Compliance Requirements:
· Register with SARS for tax purposes, including VAT, PAYE, and Skills Development Levies.
· Submit annual and monthly tax returns and ensure compliance with SARS regulations.

11. Occupational Health and Safety Act, 1993 (Act No. 85 of 1993)
· Compliance Requirements:
· Maintain a safe learning environment, ensuring compliance with health and safety standards.
· Conduct regular risk assessments and train staff and learners on health and safety practices.

12. Unemployment Insurance Act, 2001 (Act No. 63 of 2001)
· Compliance Requirements:
· Register employees for UIF and ensure monthly contributions are made.
· Provide necessary UIF documentation for employees when required.

13. Higher Education Act, 1997 (Act No. 101 of 1997)
· Compliance Requirements:
· If applicable, register as a private higher education institution if offering accredited higher education qualifications.
· Adhere to the standards and quality assurance requirements set by the Council on Higher Education (CHE).

14. Tax Administration Act, 2011 (Act No. 28 of 2011)
· Compliance Requirements:
· Keep detailed records of financial transactions related to training programmes.
· Ensure timely submission of tax documents and maintain compliance with tax regulations.

By adhering to these legislative requirements, training providers demonstrate their commitment to delivering high-quality, legally compliant training aligned with national and sectoral standards.



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 Key QCTO Organizational Requirements for Accreditation
	Category
	Requirement

	Legal and Administrative
	- Must be a registered legal entity (e.g., company, NGO, or trust) with appropriate governance structures.

	
	- Proof of registration with the relevant national authority (e.g., CIPC in South Africa).

	
	- Valid tax clearance certificate from the South African Revenue Service (SARS).

	
	- Adequate financial resources to sustain training activities.

	Learning Programme
	- Structured learning programme aligned to the occupational qualification’s curriculum and assessment specifications.

	
	- Compliance with the Occupational Qualification Document (OQD), Curriculum Document, and Qualification Assessment Specification (QAS).

	Facilities and Equipment
	- Access to adequate physical or virtual facilities for effective learning delivery (e.g., classrooms, workshops, or labs).

	
	- Provision of tools, equipment, and learning resources specified in the curriculum.

	
	- Health and safety measures in place for learners and staff.

	Staff and Facilitators
	- Qualified facilitators, assessors, and moderators registered with the relevant Assessment Quality Partner (AQP).

	
	- Proof of staff qualifications and experience in the field of the occupational qualification.

	Policies and Procedures
	- Quality management policies and procedures, including:

	
	- Admission criteria and learner enrolment processes.

	
	- Learner support services and remediation processes.

	
	- Internal and external moderation of assessments.

	
	- Complaints and appeals processes for learners.

	
	- Record-keeping and data management systems for tracking learner progress and outcomes.

	Compliance with QCTO Standards
	- Alignment with QCTO’s Quality Assurance Framework and compliance with the Skills Development Act and Regulations.

	
	- Regular internal reviews to ensure ongoing compliance with QCTO accreditation requirements.

	Stakeholder Partnerships
	- Collaboration with workplaces to facilitate structured workplace-based learning, as required by the occupational qualification.

	
	- Signed agreements with host employers or workplace partners.


Providers must prepare documentation demonstrating compliance with these requirements and undergo a site visit by the QCTO or delegated entity to verify the adequacy of their systems, resources, and infrastructure before accreditation is granted.



	ASSESSMENT CENTRE

	Assessment centres are registered to conduct the External Integrated Summative Assessments (EISA) The criteria that the assessment centres must meet is set out in the Qualification Assessment Specification (QAS). A valid and approved QAS is registered on the QCTO Website for each Occupational Qualification.
As described in the Qualification Assessment Specification (QAS)
The following is the minimum criteria set out in the QAS associated with the Higher Occupational Certificate: Financial Services Practitioner:

	TOOLS AND EQUIPMENT

	Setting up an assessment centre for an External Integrated Summative written assessment requires careful planning and consideration of various factors. Here are the minimum requirements:
· Space: Sufficient space should be available to accommodate all participants comfortably. The area should be quiet and free from distractions to ensure a conducive environment for writing.
· Desks/Tables and Chairs: Ample desks or tables and chairs should be provided for each participant to write comfortably. The furniture should be ergonomic to support prolonged periods of writing.
· Writing Materials: Ensure an adequate supply of writing materials such as pens, pencils, erasers, and rulers for all participants. Consider providing additional materials in case of emergencies or shortages.
· Lighting: Proper lighting is essential to prevent eye strain and facilitate reading and writing. Natural light and adjustable artificial lighting should be available to accommodate varying preferences and needs.
· Temperature Control: The assessment centre should be temperature-controlled to ensure a comfortable environment for participants. Heating or cooling systems should be in place to maintain an appropriate temperature throughout the assessment period.
· Accessibility: The venue should be accessible to all participants, including individuals with disabilities. This includes wheelchair access, ramps, elevators, and accessible restroom facilities.
· Security Measures: Implement security measures to maintain the integrity of the assessment process. This may include monitoring systems, secure storage for personal belongings, and procedures to prevent cheating or unauthorized assistance.
· Quiet Environment: Ensure that the assessment centre is located away from noisy areas to minimize distractions. Consider soundproofing or using partition walls if necessary to create separate testing areas.
· Timing Devices: Provide timing devices such as clocks or timers to help participants manage their time effectively during the assessment. Clear instructions should be given regarding the timing and duration of each section.
· Refreshments: Consider providing refreshments such as water and snacks to keep participants hydrated and energized during the assessment. However, ensure that food and drinks are allowed in the assessment area without compromising the integrity of the assessment.
· Signage and Directions: Clearly display signs and directions to guide participants to the assessment centre and relevant facilities within the venue. This will help prevent confusion and ensure a smooth experience for all participants.
· Emergency Procedures: Establish and communicate emergency procedures to ensure the safety and well-being of participants in case of unforeseen circumstances. This includes procedures for evacuations, medical emergencies, and other potential incidents.
In addition to the basic requirements there are specific physical tools, equipment, and digital technology needed to support the assessment process effectively:
· Computers or Laptops: Provide computers or laptops equipped with word processing software for participants who prefer to type their responses rather than handwrite them. Ensure that these devices are in good working condition and have the necessary software installed.
· Internet Access: If the assessment involves online research or access to digital resources, ensure that reliable internet access is available. This is particularly important if participants are required to submit their responses electronically.
· Printers and Scanners: Have printers and scanners available for participants who need to print or scan documents during the assessment. This allows for the creation of hard copies of responses or the digitization of handwritten work if necessary.
· Projection Equipment: If the assessment includes presentations or multimedia components, provide projection equipment such as projectors and screens to display content to participants and assessors.
· Audiovisual Equipment: Ensure that audiovisual equipment such as microphones, speakers, and audio recording devices are available if the assessment involves listening or speaking tasks. This ensures clear communication and facilitates assessment of oral skills.
· Data Storage Devices: Have data storage devices such as USB flash drives or external hard drives available for participants to save their work if needed. This ensures that participants can securely store their files and access them later if necessary.
· Backup Power Supply: Install backup power supplies such as uninterruptible power supply (UPS) units to prevent disruption in case of power outages. This ensures that assessment activities can continue without interruption and that participants' work is not lost.
· Document Cameras or Visualizers: Provide document cameras or visualizers to display handwritten work or physical documents to assessors or the entire group if necessary. This allows for the sharing of written responses and facilitates discussions during the assessment.
· Headsets or Headphones: If the assessment includes listening tasks or requires participants to use audio materials, provide headsets or headphones to ensure privacy and minimize distractions.
Technical Support: Have technical support personnel available onsite to assist with any issues related to digital technology, software, or equipment during the assessment. This ensures that technical problems can be addressed promptly, minimizing disruptions to the assessment process.

	ACCESS TO EISA FOR CANDIDATES WITH SPECIAL NEEDS:

	In the case of candidates with special needs who have been allowed access to sit for the EISA for the Skills Development provider must inform the Assessment Quality Partner well in advance of the assessment regarding the details of the specific candidate needs. The AQP, in collaboration with the Assessment Centre will then make appropriate arrangements in line with accepted global and National standards. The following are some guiding principles.
When accommodating candidates with special needs who have been granted access to the External Integrated Summative Assessment (EISA) it's essential to ensure that the assessment process remains fair and equitable for all participants. Here are specific provisions that must be made to cater to the fair assessment of candidates with special needs:
•	Accessibility: Ensure that the assessment venue is accessible to candidates with physical disabilities. This includes providing ramps, elevators, accessible restrooms, and designated parking spaces for individuals with mobility impairments.
•	Alternative Formats: Provide assessment materials in alternative formats to accommodate candidates with visual impairments, such as large print, braille, or electronic text. Audio versions of assessment materials may also be necessary for candidates with print disabilities.
•	Assistive Technology: Make assistive technology available to candidates who require it, such as screen readers, magnification software, speech-to-text software, or alternative input devices. Ensure that these tools are compatible with the assessment platform and accessible to candidates during the assessment.
•	Extended Time: Consider granting extended time allowances for candidates with certain disabilities, such as visual impairments, learning disabilities, or physical impairments that affect writing speed or stamina. Extended time can provide these candidates with the opportunity to complete the assessment tasks without time-related barriers.
•	Quiet Environment: Provide a quiet and distraction-free environment for candidates who have difficulty concentrating due to sensory sensitivities or other disabilities. This may involve setting up separate testing rooms or providing noise-cancelling headphones to minimize distractions.
•	Scribe or Reader Assistance: Offer scribe or reader assistance to candidates who have difficulty writing or reading due to physical or cognitive impairments. A scribe can assist with transcribing candidates' responses, while a reader can help candidates access assessment materials or instructions.
•	Flexible Seating Arrangements: Allow candidates to choose seating arrangements that best accommodate their needs, such as adjustable desks or chairs, or seating near exits or restrooms for candidates with mobility impairments.
•	Specialised Instructions: Provide candidates with specialized instructions or accommodations based on their individual needs, as outlined in their accommodation plans or medical documentation. Clear communication and understanding of these accommodations are essential to ensure that candidates can fully participate in the assessment process.
•	Accessibility Features in Assessment Materials: Ensure that assessment materials, including written prompts, diagrams, and images, are designed with accessibility features in mind. This may include providing alternative text for images, using high-contrast colours, or avoiding reliance on visual cues for comprehension.
•	Training for Assessors: Provide training for assessors on how to effectively evaluate the performance of candidates with special needs and how to implement accommodations in a fair and unbiased manner. Assessors should be familiar with the specific needs of each candidate and understand how to assess their work accurately within the context of their disabilities.

	HUMAN RESOURCE REQUIREMENTS

	CRITERIA FOR SUBJECT MATTER EXPERTS (SME) 
SME’s may be assigned as developers, markers/assessors and moderators. 
The criteria for assessors/markers and moderators for the development/moderation of the EISA assessment instruments:
Each of the below categories must be determined by industry as required for each qualification; to be guided by the following criteria:
· Minimum three years’ experience in industry for developers, markers or assessors; evidence thereof required.
· Minimum of five years’ experience in industry for moderators; evidence thereof required.
· Occupational learning and development experience in related fields, evidence of active current practice, trained in assessment practice and recognised by the sector for experience and credibility.
· Active professional membership with professional designation is recommended.

(y) Requirements for the EISA Developers:
· Educational Requirement: A minimum of an NQF Level 6 Qualification or equivalent qualification.
· Experiential Requirement: EISA Tool Developers 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.
(z) Requirements for the EISA Markers/Assessors:
· Educational Requirement: A minimum of a NQF Level 7
· Experiential Requirement: Markers/Assessors 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.
(aa) Requirements for EISA Moderators (Pre and Post):

· Educational Requirement: A minimum of a NQF Level 7 

· Experiential Requirement: Moderators 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.



3.1.3 Exemptions
The following table outlines the specific short courses, qualifications, and/or work experience that could be considered for exemption from learning in the indicated knowledge modules:

Considerations for Exemptions:
· Recognition of Prior Learning (RPL): Learners with equivalent experience or informal learning must provide verifiable evidence (e.g., portfolio of evidence, employer reference letters).
· Alignment to Module Outcomes: Exemptions are granted only if prior learning or experience aligns with the specific outcomes and content of the module.
· Regulatory Compliance: Where applicable, learners must demonstrate compliance with sector-specific regulatory exams or certifications, such as FAIS or RE1/RE5.
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics.



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

	241301-001-01-PM-02 
	Financial Plan Development and Implementation
	5
	10
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended



(a) Purpose of the Practical Skills Module:
The purpose of the module is to equip learners with the practical skills and applied knowledge required to develop and implement comprehensive financial plans for clients. This module focuses on enabling learners to assess client financial needs, set clear goals, identify suitable financial products, and develop actionable strategies that will guide clients towards achieving their financial objectives. Learners will gain hands-on experience in creating, presenting, and adjusting financial plans, ensuring that each plan is aligned with the client’s goals, preferences, and risk profile. Additionally, the module emphasises the importance of implementing the plan effectively, monitoring progress, and adjusting as needed to ensure the continued alignment of the plan with changing circumstances and market conditions. Through a blended learning approach, learners will work with real-life scenarios, utilising financial planning tools, and applying theoretical knowledge to practical situations in a supervised environment. This module prepares learners to be capable and confident financial practitioners who can help clients manage their finances and make informed decisions to achieve long-term financial success. 
(b) List of Practical Skill Activities:
	PRACTICAL SKILL CODE
	ACTIVITY TITLE

	PM-02-PS01
	Developing a Basic Financial Plan

	PM-02-PS02
	Communicating Financial Plan to Clients



(c) Scope of each Practical Skill Activity: 
	PM-02-PS01	DEVELOPING A BASIC FINANCIAL PLAN

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	The learner must be given a client’s financial information, goals, and financial status. They should be provided with financial planning tools or software to help in creating the plan.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0101
	Assess the client’s financial goals and objectives.

	PA0102
	Identify appropriate financial products or solutions based on client needs.

	PA0103
	Develop a basic financial plan that includes budgeting, savings, and investments.

	PA0104
	Adjust the plan to reflect realistic client goals.

	PA0105
	Present the financial plan to the client, ensuring it aligns with their objectives.



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

	AK0101
	Financial Goal Setting and Prioritisation

	AK0102
	Financial Product Knowledge

	AK0103
	Financial Planning Tools and Software

	AK0104
	Budgeting and Cash Flow Management

	AK0105
	Plan Presentation and Client Communication



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

	IAC0101
	The client’s financial goals and objectives are assessed.

	IAC0102
	Appropriate financial products or solutions are identified.

	IAC0103
	A basic financial plan is developed, including budgeting, savings, and investments.

	IAC0104
	The financial plan is adjusted to reflect the client’s realistic goals.

	IAC0105
	The financial plan is presented to the client and aligns with their objectives.



(c) Scope of each Practical Skill Activity: 
	PM-02-PS02	COMMUNICATING FINANCIAL PLAN TO CLIENTS

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE

	The learner must have a client scenario where they present a financial plan. They will be given client preferences, financial goals, and any objections they may have. The learner must communicate the plan clearly and persuasively.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0201
	Prepare a presentation of the financial plan using appropriate visual aids.

	PA0202
	Clearly explain the rationale behind the plan and each of its components.

	PA0203
	Address any questions or concerns from the client about the plan.

	PA0204
	Use financial terminology to ensure clarity and understanding.

	PA0205
	Revise the plan based on client feedback and concerns.



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

	AK0201
	Financial Plan Components and Structure

	AK0202
	Presentation Skills and Use of Visual Aids

	AK0203
	Clear and Persuasive Communication

	AK0204
	Client Question and Objection Handling

	AK0205
	Client Feedback Incorporation



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

	IAC0101
	A presentation of the financial plan is prepared using appropriate visual aids.

	IAC0102
	The rationale behind the financial plan is clearly explained.

	IAC0103
	Questions and concerns from the client are addressed.

	IAC0104
	Financial terminology is used appropriately for client understanding.

	IAC0105
	The financial plan is revised based on client feedback.



3.1.2. Criteria for accreditation 
The training will be delivered in various teaching and learning modes as specified in each module. The following are globally recognised definitions delineating each of these teaching and learning modes:
Definitions of Learning and Teaching Modes:
· Distance Teaching and Learning:
A mode of education where learners and instructors are physically separated, relying on asynchronous or synchronous communication through various means, such as online platforms, printed materials, or telecommunication.
· Computer-Based Teaching and Learning:
A technology-driven mode where learners engage with educational content through computers, often using interactive software, simulations, or e-learning platforms without requiring direct instructor interaction.
· Face-to-Face Teaching and Learning:
A traditional mode where learners and instructors interact in person, typically in a physical classroom or similar setting, allowing real-time interaction and immediate feedback.
· Blended Teaching and Learning:
A hybrid approach combining face-to-face and online learning, leveraging the strengths of both methods to enhance flexibility, engagement, and accessibility.

Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	· Reliable internet connectivity: Essential for distance and computer-based teaching and required for the online components of blended learning.
· Learning Management System (LMS): Platforms such as Moodle or Blackboard are essential for organising, delivering, and tracking online and blended learning.
· Communication tools: Includes email, messaging apps, and video conferencing platforms such as Zoom or MS Teams, used especially in distance and blended learning.
· Multimedia resources: Digital presentations, online videos, interactive e-learning software, and simulations for online modes; projectors, whiteboards, and printed materials for face-to-face learning.
· Provider hardware: Computers or laptops with webcams, microphones, and printers for content creation and delivery across all modes.
· Learner hardware: Devices such as computers, laptops, or mobile devices with reliable internet for accessing online content in distance, computer-based, and blended learning. 
· Applicable software applications: Word processing tools, spreadsheets, presentations, e-learning platforms, and digital communication software.
· Learning materials: Digital content such as e-books, quizzes, simulations, or printed resources depending on the mode of delivery.
· Physical infrastructure: A classroom or training space with tables, chairs, adequate lighting, and teaching tools for face-to-face and blended delivery.
· Technical support: IT assistance to manage and troubleshoot issues related to digital tools, platforms, and connectivity in computer-based, distance, and blended learning.

	CONSUMABLES 
	· Curriculum-aligned learning materials: May include printed or digital study guides, workbooks, handouts, and assessments appropriate to the mode of delivery.
· Stationery for provider use: Pens, markers, flip charts, whiteboard markers, paper, and envelopes for classroom activities and administrative correspondence.
· Stationery for learners: Notebooks, pens, pencils, rulers, and personal writing materials for note-taking and assignments during face-to-face and blended sessions.
· Printer ink and paper: Required for printing learning materials, certificates, tests, and worksheets, especially in face-to-face and blended modes.
· Electricity supply: Essential for powering devices, projectors, lighting, and internet access across all teaching modes.
· Data and internet bundles: Required for digital communication, online assessments, and learner engagement in distance, computer-based, and blended learning.
· Teaching aids: Includes both physical tools (e.g., charts, flashcards) and digital resources (e.g., videos, e-books, simulations) depending on the teaching strategy.
· Assessment materials: Printed tests, project templates, and digital quizzes aligned to learning outcomes across the different delivery modes.
· Maintenance supplies: Cleaning materials and basic equipment maintenance items for classrooms and IT infrastructure.
· Batteries and power backup: Required for uninterrupted delivery, particularly where technology such as projectors, microphones, or computers are used.



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 6 Qualification and have appropriate technical work experience in the financial services sector.
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 TEACHING: 1:25
NON-CONTACT TEACHING: 1:50


Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	To deliver training for the Higher Occupational Certificate for Financial Services Practitioners, training providers must comply with specific legislative requirements related to the financial services sector, education, labour laws, and business operation standards. Below is a comprehensive list of key legislative acts, along with their compliance requirements:

1. Skills Development Act, 1998 (Act No. 97 of 1998)
· Compliance Requirements:
· Register with the relevant Sector Education and Training Authority (SETA) to facilitate skills development programmes.
· Submit annual training reports to SETA and implement workplace skills plans.
· Ensure alignment of training programmes with the National Qualifications Framework (NQF) and QCTO standards.
· Adhere to requirements for skills development levies, including registration with SARS for levy contributions.

2. National Qualifications Framework Act, 2008 (Act No. 67 of 2008)
· Compliance Requirements:
· Align learning programmes with NQF levels, specifically at NQF Level 6 for the targeted qualification.
· Ensure compliance with policies and guidelines issued by the South African Qualifications Authority (SAQA) and the QCTO.
· Accurately register learner achievements on the National Learner Records Database (NLRD).

3. Financial Advisory and Intermediary Services Act, 2002 (FAIS Act) (Act No. 37 of 2002)
· Compliance Requirements:
· Training content must cover regulatory requirements for financial advisors and intermediaries.
· Ensure that facilitators and assessors delivering the training have appropriate financial services knowledge and are registered as Key Individuals (KIs) or representatives, if applicable.
· Maintain a curriculum that includes compliance with FAIS Fit and Proper standards for competence, honesty, and operational ability.

4. Protection of Personal Information Act, 2013 (POPIA) (Act No. 4 of 2013)
· Compliance Requirements:
· Establish policies for protecting personal learner data, including consent mechanisms for data collection.
· Secure all records, including financial, academic, and personal information, against unauthorized access.
· Appoint an Information Officer to oversee compliance with POPIA regulations.

5. Basic Conditions of Employment Act, 1997 (Act No. 75 of 1997)
· Compliance Requirements:
· Adhere to labour laws governing facilitators, assessors, and administrative staff.
· Ensure compliance with employment contracts, working hours, leave entitlements, and fair labour practices.

6. Broad-Based Black Economic Empowerment Act, 2003 (B-BBEE) (Act No. 53 of 2003)
· Compliance Requirements:
· Demonstrate compliance with B-BBEE requirements, including contributions to skills development initiatives.
· Provide evidence of workplace integration and training opportunities for historically disadvantaged individuals.

7. Companies Act, 2008 (Act No. 71 of 2008)
· Compliance Requirements:
· Ensure the training provider is a registered legal entity with proper governance structures.
· Maintain accurate financial records and adhere to annual reporting requirements.

8. Consumer Protection Act, 2008 (Act No. 68 of 2008)
· Compliance Requirements:
· Provide clear and accurate information about training programmes, costs, and expected outcomes.
· Handle complaints and grievances in accordance with the act's guidelines.

9. Employment Equity Act, 1998 (Act No. 55 of 1998)
· Compliance Requirements:
· Ensure equitable representation of designated groups in training programmes and employment practices.
· Submit annual Employment Equity Reports if the provider qualifies as a designated employer.

10. South African Revenue Service (SARS) Compliance
· Compliance Requirements:
· Register with SARS for tax purposes, including VAT, PAYE, and Skills Development Levies.
· Submit annual and monthly tax returns and ensure compliance with SARS regulations.

11. Occupational Health and Safety Act, 1993 (Act No. 85 of 1993)
· Compliance Requirements:
· Maintain a safe learning environment, ensuring compliance with health and safety standards.
· Conduct regular risk assessments and train staff and learners on health and safety practices.

12. Unemployment Insurance Act, 2001 (Act No. 63 of 2001)
· Compliance Requirements:
· Register employees for UIF and ensure monthly contributions are made.
· Provide necessary UIF documentation for employees when required.

13. Higher Education Act, 1997 (Act No. 101 of 1997)
· Compliance Requirements:
· If applicable, register as a private higher education institution if offering accredited higher education qualifications.
· Adhere to the standards and quality assurance requirements set by the Council on Higher Education (CHE).

14. Tax Administration Act, 2011 (Act No. 28 of 2011)
· Compliance Requirements:
· Keep detailed records of financial transactions related to training programmes.
· Ensure timely submission of tax documents and maintain compliance with tax regulations.

By adhering to these legislative requirements, training providers demonstrate their commitment to delivering high-quality, legally compliant training aligned with national and sectoral standards.



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 Key QCTO Organizational Requirements for Accreditation
	Category
	Requirement

	Legal and Administrative
	- Must be a registered legal entity (e.g., company, NGO, or trust) with appropriate governance structures.

	
	- Proof of registration with the relevant national authority (e.g., CIPC in South Africa).

	
	- Valid tax clearance certificate from the South African Revenue Service (SARS).

	
	- Adequate financial resources to sustain training activities.

	Learning Programme
	- Structured learning programme aligned to the occupational qualification’s curriculum and assessment specifications.

	
	- Compliance with the Occupational Qualification Document (OQD), Curriculum Document, and Qualification Assessment Specification (QAS).

	Facilities and Equipment
	- Access to adequate physical or virtual facilities for effective learning delivery (e.g., classrooms, workshops, or labs).

	
	- Provision of tools, equipment, and learning resources specified in the curriculum.

	
	- Health and safety measures in place for learners and staff.

	Staff and Facilitators
	- Qualified facilitators, assessors, and moderators registered with the relevant Assessment Quality Partner (AQP).

	
	- Proof of staff qualifications and experience in the field of the occupational qualification.

	Policies and Procedures
	- Quality management policies and procedures, including:

	
	- Admission criteria and learner enrolment processes.

	
	- Learner support services and remediation processes.

	
	- Internal and external moderation of assessments.

	
	- Complaints and appeals processes for learners.

	
	- Record-keeping and data management systems for tracking learner progress and outcomes.

	Compliance with QCTO Standards
	- Alignment with QCTO’s Quality Assurance Framework and compliance with the Skills Development Act and Regulations.

	
	- Regular internal reviews to ensure ongoing compliance with QCTO accreditation requirements.

	Stakeholder Partnerships
	- Collaboration with workplaces to facilitate structured workplace-based learning, as required by the occupational qualification.

	
	- Signed agreements with host employers or workplace partners.


Providers must prepare documentation demonstrating compliance with these requirements and undergo a site visit by the QCTO or delegated entity to verify the adequacy of their systems, resources, and infrastructure before accreditation is granted.



	ASSESSMENT CENTRE

	Assessment centres are registered to conduct the External Integrated Summative Assessments (EISA) The criteria that the assessment centres must meet is set out in the Qualification Assessment Specification (QAS). A valid and approved QAS is registered on the QCTO Website for each Occupational Qualification.
As described in the Qualification Assessment Specification (QAS)
The following is the minimum criteria set out in the QAS associated with the Higher Occupational Certificate: Financial Services Practitioner:

	TOOLS AND EQUIPMENT

	Setting up an assessment centre for an External Integrated Summative written assessment requires careful planning and consideration of various factors. Here are the minimum requirements:
· Space: Sufficient space should be available to accommodate all participants comfortably. The area should be quiet and free from distractions to ensure a conducive environment for writing.
· Desks/Tables and Chairs: Ample desks or tables and chairs should be provided for each participant to write comfortably. The furniture should be ergonomic to support prolonged periods of writing.
· Writing Materials: Ensure an adequate supply of writing materials such as pens, pencils, erasers, and rulers for all participants. Consider providing additional materials in case of emergencies or shortages.
· Lighting: Proper lighting is essential to prevent eye strain and facilitate reading and writing. Natural light and adjustable artificial lighting should be available to accommodate varying preferences and needs.
· Temperature Control: The assessment centre should be temperature-controlled to ensure a comfortable environment for participants. Heating or cooling systems should be in place to maintain an appropriate temperature throughout the assessment period.
· Accessibility: The venue should be accessible to all participants, including individuals with disabilities. This includes wheelchair access, ramps, elevators, and accessible restroom facilities.
· Security Measures: Implement security measures to maintain the integrity of the assessment process. This may include monitoring systems, secure storage for personal belongings, and procedures to prevent cheating or unauthorized assistance.
· Quiet Environment: Ensure that the assessment centre is located away from noisy areas to minimize distractions. Consider soundproofing or using partition walls if necessary to create separate testing areas.
· Timing Devices: Provide timing devices such as clocks or timers to help participants manage their time effectively during the assessment. Clear instructions should be given regarding the timing and duration of each section.
· Refreshments: Consider providing refreshments such as water and snacks to keep participants hydrated and energized during the assessment. However, ensure that food and drinks are allowed in the assessment area without compromising the integrity of the assessment.
· Signage and Directions: Clearly display signs and directions to guide participants to the assessment centre and relevant facilities within the venue. This will help prevent confusion and ensure a smooth experience for all participants.
· Emergency Procedures: Establish and communicate emergency procedures to ensure the safety and well-being of participants in case of unforeseen circumstances. This includes procedures for evacuations, medical emergencies, and other potential incidents.
In addition to the basic requirements there are specific physical tools, equipment, and digital technology needed to support the assessment process effectively:
· Computers or Laptops: Provide computers or laptops equipped with word processing software for participants who prefer to type their responses rather than handwrite them. Ensure that these devices are in good working condition and have the necessary software installed.
· Internet Access: If the assessment involves online research or access to digital resources, ensure that reliable internet access is available. This is particularly important if participants are required to submit their responses electronically.
· Printers and Scanners: Have printers and scanners available for participants who need to print or scan documents during the assessment. This allows for the creation of hard copies of responses or the digitization of handwritten work if necessary.
· Projection Equipment: If the assessment includes presentations or multimedia components, provide projection equipment such as projectors and screens to display content to participants and assessors.
· Audiovisual Equipment: Ensure that audiovisual equipment such as microphones, speakers, and audio recording devices are available if the assessment involves listening or speaking tasks. This ensures clear communication and facilitates assessment of oral skills.
· Data Storage Devices: Have data storage devices such as USB flash drives or external hard drives available for participants to save their work if needed. This ensures that participants can securely store their files and access them later if necessary.
· Backup Power Supply: Install backup power supplies such as uninterruptible power supply (UPS) units to prevent disruption in case of power outages. This ensures that assessment activities can continue without interruption and that participants' work is not lost.
· Document Cameras or Visualizers: Provide document cameras or visualizers to display handwritten work or physical documents to assessors or the entire group if necessary. This allows for the sharing of written responses and facilitates discussions during the assessment.
· Headsets or Headphones: If the assessment includes listening tasks or requires participants to use audio materials, provide headsets or headphones to ensure privacy and minimize distractions.
Technical Support: Have technical support personnel available onsite to assist with any issues related to digital technology, software, or equipment during the assessment. This ensures that technical problems can be addressed promptly, minimizing disruptions to the assessment process.

	ACCESS TO EISA FOR CANDIDATES WITH SPECIAL NEEDS:

	In the case of candidates with special needs who have been allowed access to sit for the EISA for the Skills Development provider must inform the Assessment Quality Partner well in advance of the assessment regarding the details of the specific candidate needs. The AQP, in collaboration with the Assessment Centre will then make appropriate arrangements in line with accepted global and National standards. The following are some guiding principles.
When accommodating candidates with special needs who have been granted access to the External Integrated Summative Assessment (EISA) it's essential to ensure that the assessment process remains fair and equitable for all participants. Here are specific provisions that must be made to cater to the fair assessment of candidates with special needs:
•	Accessibility: Ensure that the assessment venue is accessible to candidates with physical disabilities. This includes providing ramps, elevators, accessible restrooms, and designated parking spaces for individuals with mobility impairments.
•	Alternative Formats: Provide assessment materials in alternative formats to accommodate candidates with visual impairments, such as large print, braille, or electronic text. Audio versions of assessment materials may also be necessary for candidates with print disabilities.
•	Assistive Technology: Make assistive technology available to candidates who require it, such as screen readers, magnification software, speech-to-text software, or alternative input devices. Ensure that these tools are compatible with the assessment platform and accessible to candidates during the assessment.
•	Extended Time: Consider granting extended time allowances for candidates with certain disabilities, such as visual impairments, learning disabilities, or physical impairments that affect writing speed or stamina. Extended time can provide these candidates with the opportunity to complete the assessment tasks without time-related barriers.
•	Quiet Environment: Provide a quiet and distraction-free environment for candidates who have difficulty concentrating due to sensory sensitivities or other disabilities. This may involve setting up separate testing rooms or providing noise-cancelling headphones to minimize distractions.
•	Scribe or Reader Assistance: Offer scribe or reader assistance to candidates who have difficulty writing or reading due to physical or cognitive impairments. A scribe can assist with transcribing candidates' responses, while a reader can help candidates access assessment materials or instructions.
•	Flexible Seating Arrangements: Allow candidates to choose seating arrangements that best accommodate their needs, such as adjustable desks or chairs, or seating near exits or restrooms for candidates with mobility impairments.
•	Specialised Instructions: Provide candidates with specialized instructions or accommodations based on their individual needs, as outlined in their accommodation plans or medical documentation. Clear communication and understanding of these accommodations are essential to ensure that candidates can fully participate in the assessment process.
•	Accessibility Features in Assessment Materials: Ensure that assessment materials, including written prompts, diagrams, and images, are designed with accessibility features in mind. This may include providing alternative text for images, using high-contrast colours, or avoiding reliance on visual cues for comprehension.
•	Training for Assessors: Provide training for assessors on how to effectively evaluate the performance of candidates with special needs and how to implement accommodations in a fair and unbiased manner. Assessors should be familiar with the specific needs of each candidate and understand how to assess their work accurately within the context of their disabilities.

	HUMAN RESOURCE REQUIREMENTS

	CRITERIA FOR SUBJECT MATTER EXPERTS (SME) 
SME’s may be assigned as developers, markers/assessors and moderators. 
The criteria for assessors/markers and moderators for the development/moderation of the EISA assessment instruments:
Each of the below categories must be determined by industry as required for each qualification; to be guided by the following criteria:
· Minimum three years’ experience in industry for developers, markers or assessors; evidence thereof required.
· Minimum of five years’ experience in industry for moderators; evidence thereof required.
· Occupational learning and development experience in related fields, evidence of active current practice, trained in assessment practice and recognised by the sector for experience and credibility.
· Active professional membership with professional designation is recommended.

(ab) Requirements for the EISA Developers:
· Educational Requirement: A minimum of an NQF Level 6 Qualification or equivalent qualification.
· Experiential Requirement: EISA Tool Developers 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.
(ac) Requirements for the EISA Markers/Assessors:
· Educational Requirement: A minimum of a NQF Level 7
· Experiential Requirement: Markers/Assessors 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.
(ad) Requirements for EISA Moderators (Pre and Post):

· Educational Requirement: A minimum of a NQF Level 7 

· Experiential Requirement: Moderators 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.



3.1.3 Exemptions
The following table outlines the specific short courses, qualifications, and/or work experience that could be considered for exemption from learning in the indicated knowledge modules:

Considerations for Exemptions:
· Recognition of Prior Learning (RPL): Learners with equivalent experience or informal learning must provide verifiable evidence (e.g., portfolio of evidence, employer reference letters).
· Alignment to Module Outcomes: Exemptions are granted only if prior learning or experience aligns with the specific outcomes and content of the module.
· Regulatory Compliance: Where applicable, learners must demonstrate compliance with sector-specific regulatory exams or certifications, such as FAIS or RE1/RE5.
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics.

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


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

	241301-001-01-PM-03 
	[bookmark: _Hlk188185784]Ethical and Legal Compliance in Financial Services
	5
	10
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended



(a) Purpose of the Practical Skills Module:
The purpose of the module is to equip learners with the practical skills and knowledge necessary to navigate the ethical and legal frameworks that govern the financial services industry. Learners will gain hands-on experience in ensuring compliance with legal regulations, such as FICA and FAIS, while also making ethical decisions that align with industry standards and best practices. This module focuses on developing the ability to assess and address ethical dilemmas, ensuring client protection and financial well-being, and adhering to legal obligations when delivering financial services. By completing this module, learners will be prepared to operate responsibly and ethically in the financial services sector, contributing to the integrity of the profession and protecting both clients and financial institutions from legal and ethical risks. Through a blended learning approach, learners will engage with real-world scenarios, applying theoretical knowledge to practical situations in a supervised environment. 
(b) List of Practical Skill Activities:
	PRACTICAL SKILL CODE
	ACTIVITY TITLE

	PM-03-PS01
	Ethical Decision-Making in Financial Services

	PM-03-PS02
	Ensuring Legal Compliance in Financial Services



(c) Scope of each Practical Skill Activity: 
	PM-03-PS01	ETHICAL DECISION-MAKING IN FINANCIAL SERVICES

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	The learner must be provided with a range of ethical dilemmas or situations in which financial decisions must be made, with a focus on adhering to ethical standards.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0101
	Evaluate a given financial situation to identify ethical concerns.

	PA0102
	Assess the impact of potential decisions on the client’s financial well-being.

	PA0103
	Identify relevant ethical guidelines or codes of conduct.

	PA0104
	Choose the most ethical solution to the dilemma.

	PA0105
	Justify the ethical decision made with clear reasoning.



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

	AK0101
	Ethical Principles and Standards in Financial Services

	AK0102
	Financial Impact Assessment on Clients

	AK0103
	Regulatory Compliance and Legal Obligations

	AK0104
	Ethical Decision-Making Frameworks

	AK0105
	Justification of Ethical Decisions



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

	IAC0101
	A given financial situation is evaluated for ethical concerns.

	IAC0102
	The impact of decisions on the client’s well-being is assessed.

	IAC0103
	Relevant ethical guidelines or codes of conduct are identified.

	IAC0104
	The most ethical solution is chosen.

	IAC0105
	The ethical decision is justified with clear reasoning.



(c) Scope of each Practical Skill Activity: 
	PM-03-PS02	ENSURING LEGAL COMPLIANCE IN FINANCIAL SERVICES

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE

	The learner must be provided with a scenario where legal regulations (such as FICA, FAIS) apply. They must demonstrate an understanding of legal requirements when providing financial services.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0201
	Review client documentation to ensure compliance with FICA and other regulations.

	PA0202
	Verify the accuracy of financial data in accordance with legal standards.

	PA0203
	Implement steps to ensure client consent and disclosure are in place.

	PA0204
	Explain legal requirements and the importance of compliance to the client.

	PA0205
	Prepare the necessary legal documentation to facilitate the financial service.



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

	AK0201
	Regulatory Knowledge (FICA, FAIS, and Other Regulations):

	AK0202
	Legal Documentation Preparation

	AK0203
	Client Documentation and Verification

	AK0204
	Financial Data Accuracy and Legal Standards

	AK0205
	Client Consent and Disclosure



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

	IAC0201
	Client documentation is reviewed for compliance with relevant regulations.

	IAC0202
	Financial data is verified for accuracy according to legal standards.

	IAC0203
	Client consent and disclosure are ensured.

	IAC0204
	Legal requirements and the importance of compliance are explained to the client.

	IAC0205
	The necessary legal documentation is prepared.



3.1.2. Criteria for accreditation 
The training will be delivered in various teaching and learning modes as specified in each module. The following are globally recognised definitions delineating each of these teaching and learning modes:
Definitions of Learning and Teaching Modes:
· Distance Teaching and Learning:
A mode of education where learners and instructors are physically separated, relying on asynchronous or synchronous communication through various means, such as online platforms, printed materials, or telecommunication.
· Computer-Based Teaching and Learning:
A technology-driven mode where learners engage with educational content through computers, often using interactive software, simulations, or e-learning platforms without requiring direct instructor interaction.
· Face-to-Face Teaching and Learning:
A traditional mode where learners and instructors interact in person, typically in a physical classroom or similar setting, allowing real-time interaction and immediate feedback.
· Blended Teaching and Learning:
A hybrid approach combining face-to-face and online learning, leveraging the strengths of both methods to enhance flexibility, engagement, and accessibility.

Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	· Reliable internet connectivity: Essential for distance and computer-based teaching and required for the online components of blended learning.
· Learning Management System (LMS): Platforms such as Moodle or Blackboard are essential for organising, delivering, and tracking online and blended learning.
· Communication tools: Includes email, messaging apps, and video conferencing platforms such as Zoom or MS Teams, used especially in distance and blended learning.
· Multimedia resources: Digital presentations, online videos, interactive e-learning software, and simulations for online modes; projectors, whiteboards, and printed materials for face-to-face learning.
· Provider hardware: Computers or laptops with webcams, microphones, and printers for content creation and delivery across all modes.
· Learner hardware: Devices such as computers, laptops, or mobile devices with reliable internet for accessing online content in distance, computer-based, and blended learning. 
· Applicable software applications: Word processing tools, spreadsheets, presentations, e-learning platforms, and digital communication software.
· Learning materials: Digital content such as e-books, quizzes, simulations, or printed resources depending on the mode of delivery.
· Physical infrastructure: A classroom or training space with tables, chairs, adequate lighting, and teaching tools for face-to-face and blended delivery.
· Technical support: IT assistance to manage and troubleshoot issues related to digital tools, platforms, and connectivity in computer-based, distance, and blended learning.

	CONSUMABLES 
	· Curriculum-aligned learning materials: May include printed or digital study guides, workbooks, handouts, and assessments appropriate to the mode of delivery.
· Stationery for provider use: Pens, markers, flip charts, whiteboard markers, paper, and envelopes for classroom activities and administrative correspondence.
· Stationery for learners: Notebooks, pens, pencils, rulers, and personal writing materials for note-taking and assignments during face-to-face and blended sessions.
· Printer ink and paper: Required for printing learning materials, certificates, tests, and worksheets, especially in face-to-face and blended modes.
· Electricity supply: Essential for powering devices, projectors, lighting, and internet access across all teaching modes.
· Data and internet bundles: Required for digital communication, online assessments, and learner engagement in distance, computer-based, and blended learning.
· Teaching aids: Includes both physical tools (e.g., charts, flashcards) and digital resources (e.g., videos, e-books, simulations) depending on the teaching strategy.
· Assessment materials: Printed tests, project templates, and digital quizzes aligned to learning outcomes across the different delivery modes.
· Maintenance supplies: Cleaning materials and basic equipment maintenance items for classrooms and IT infrastructure.
· Batteries and power backup: Required for uninterrupted delivery, particularly where technology such as projectors, microphones, or computers are used.



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 6 Qualification and have appropriate technical work experience in the financial services sector.
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 TEACHING: 1:25
NON-CONTACT TEACHING: 1:50


Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	To deliver training for the Higher Occupational Certificate for Financial Services Practitioners, training providers must comply with specific legislative requirements related to the financial services sector, education, labour laws, and business operation standards. Below is a comprehensive list of key legislative acts, along with their compliance requirements:

1. Skills Development Act, 1998 (Act No. 97 of 1998)
· Compliance Requirements:
· Register with the relevant Sector Education and Training Authority (SETA) to facilitate skills development programmes.
· Submit annual training reports to SETA and implement workplace skills plans.
· Ensure alignment of training programmes with the National Qualifications Framework (NQF) and QCTO standards.
· Adhere to requirements for skills development levies, including registration with SARS for levy contributions.

2. National Qualifications Framework Act, 2008 (Act No. 67 of 2008)
· Compliance Requirements:
· Align learning programmes with NQF levels, specifically at NQF Level 6 for the targeted qualification.
· Ensure compliance with policies and guidelines issued by the South African Qualifications Authority (SAQA) and the QCTO.
· Accurately register learner achievements on the National Learner Records Database (NLRD).

3. Financial Advisory and Intermediary Services Act, 2002 (FAIS Act) (Act No. 37 of 2002)
· Compliance Requirements:
· Training content must cover regulatory requirements for financial advisors and intermediaries.
· Ensure that facilitators and assessors delivering the training have appropriate financial services knowledge and are registered as Key Individuals (KIs) or representatives, if applicable.
· Maintain a curriculum that includes compliance with FAIS Fit and Proper standards for competence, honesty, and operational ability.

4. Protection of Personal Information Act, 2013 (POPIA) (Act No. 4 of 2013)
· Compliance Requirements:
· Establish policies for protecting personal learner data, including consent mechanisms for data collection.
· Secure all records, including financial, academic, and personal information, against unauthorized access.
· Appoint an Information Officer to oversee compliance with POPIA regulations.

5. Basic Conditions of Employment Act, 1997 (Act No. 75 of 1997)
· Compliance Requirements:
· Adhere to labour laws governing facilitators, assessors, and administrative staff.
· Ensure compliance with employment contracts, working hours, leave entitlements, and fair labour practices.

6. Broad-Based Black Economic Empowerment Act, 2003 (B-BBEE) (Act No. 53 of 2003)
· Compliance Requirements:
· Demonstrate compliance with B-BBEE requirements, including contributions to skills development initiatives.
· Provide evidence of workplace integration and training opportunities for historically disadvantaged individuals.

7. Companies Act, 2008 (Act No. 71 of 2008)
· Compliance Requirements:
· Ensure the training provider is a registered legal entity with proper governance structures.
· Maintain accurate financial records and adhere to annual reporting requirements.

8. Consumer Protection Act, 2008 (Act No. 68 of 2008)
· Compliance Requirements:
· Provide clear and accurate information about training programmes, costs, and expected outcomes.
· Handle complaints and grievances in accordance with the act's guidelines.

9. Employment Equity Act, 1998 (Act No. 55 of 1998)
· Compliance Requirements:
· Ensure equitable representation of designated groups in training programmes and employment practices.
· Submit annual Employment Equity Reports if the provider qualifies as a designated employer.

10. South African Revenue Service (SARS) Compliance
· Compliance Requirements:
· Register with SARS for tax purposes, including VAT, PAYE, and Skills Development Levies.
· Submit annual and monthly tax returns and ensure compliance with SARS regulations.

11. Occupational Health and Safety Act, 1993 (Act No. 85 of 1993)
· Compliance Requirements:
· Maintain a safe learning environment, ensuring compliance with health and safety standards.
· Conduct regular risk assessments and train staff and learners on health and safety practices.

12. Unemployment Insurance Act, 2001 (Act No. 63 of 2001)
· Compliance Requirements:
· Register employees for UIF and ensure monthly contributions are made.
· Provide necessary UIF documentation for employees when required.

13. Higher Education Act, 1997 (Act No. 101 of 1997)
· Compliance Requirements:
· If applicable, register as a private higher education institution if offering accredited higher education qualifications.
· Adhere to the standards and quality assurance requirements set by the Council on Higher Education (CHE).

14. Tax Administration Act, 2011 (Act No. 28 of 2011)
· Compliance Requirements:
· Keep detailed records of financial transactions related to training programmes.
· Ensure timely submission of tax documents and maintain compliance with tax regulations.

By adhering to these legislative requirements, training providers demonstrate their commitment to delivering high-quality, legally compliant training aligned with national and sectoral standards.



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 Key QCTO Organizational Requirements for Accreditation
	Category
	Requirement

	Legal and Administrative
	- Must be a registered legal entity (e.g., company, NGO, or trust) with appropriate governance structures.

	
	- Proof of registration with the relevant national authority (e.g., CIPC in South Africa).

	
	- Valid tax clearance certificate from the South African Revenue Service (SARS).

	
	- Adequate financial resources to sustain training activities.

	Learning Programme
	- Structured learning programme aligned to the occupational qualification’s curriculum and assessment specifications.

	
	- Compliance with the Occupational Qualification Document (OQD), Curriculum Document, and Qualification Assessment Specification (QAS).

	Facilities and Equipment
	- Access to adequate physical or virtual facilities for effective learning delivery (e.g., classrooms, workshops, or labs).

	
	- Provision of tools, equipment, and learning resources specified in the curriculum.

	
	- Health and safety measures in place for learners and staff.

	Staff and Facilitators
	- Qualified facilitators, assessors, and moderators registered with the relevant Assessment Quality Partner (AQP).

	
	- Proof of staff qualifications and experience in the field of the occupational qualification.

	Policies and Procedures
	- Quality management policies and procedures, including:

	
	- Admission criteria and learner enrolment processes.

	
	- Learner support services and remediation processes.

	
	- Internal and external moderation of assessments.

	
	- Complaints and appeals processes for learners.

	
	- Record-keeping and data management systems for tracking learner progress and outcomes.

	Compliance with QCTO Standards
	- Alignment with QCTO’s Quality Assurance Framework and compliance with the Skills Development Act and Regulations.

	
	- Regular internal reviews to ensure ongoing compliance with QCTO accreditation requirements.

	Stakeholder Partnerships
	- Collaboration with workplaces to facilitate structured workplace-based learning, as required by the occupational qualification.

	
	- Signed agreements with host employers or workplace partners.


Providers must prepare documentation demonstrating compliance with these requirements and undergo a site visit by the QCTO or delegated entity to verify the adequacy of their systems, resources, and infrastructure before accreditation is granted.



	ASSESSMENT CENTRE

	Assessment centres are registered to conduct the External Integrated Summative Assessments (EISA) The criteria that the assessment centres must meet is set out in the Qualification Assessment Specification (QAS). A valid and approved QAS is registered on the QCTO Website for each Occupational Qualification.
As described in the Qualification Assessment Specification (QAS)
The following is the minimum criteria set out in the QAS associated with the Higher Occupational Certificate: Financial Services Practitioner:

	TOOLS AND EQUIPMENT

	Setting up an assessment centre for an External Integrated Summative written assessment requires careful planning and consideration of various factors. Here are the minimum requirements:
· Space: Sufficient space should be available to accommodate all participants comfortably. The area should be quiet and free from distractions to ensure a conducive environment for writing.
· Desks/Tables and Chairs: Ample desks or tables and chairs should be provided for each participant to write comfortably. The furniture should be ergonomic to support prolonged periods of writing.
· Writing Materials: Ensure an adequate supply of writing materials such as pens, pencils, erasers, and rulers for all participants. Consider providing additional materials in case of emergencies or shortages.
· Lighting: Proper lighting is essential to prevent eye strain and facilitate reading and writing. Natural light and adjustable artificial lighting should be available to accommodate varying preferences and needs.
· Temperature Control: The assessment centre should be temperature-controlled to ensure a comfortable environment for participants. Heating or cooling systems should be in place to maintain an appropriate temperature throughout the assessment period.
· Accessibility: The venue should be accessible to all participants, including individuals with disabilities. This includes wheelchair access, ramps, elevators, and accessible restroom facilities.
· Security Measures: Implement security measures to maintain the integrity of the assessment process. This may include monitoring systems, secure storage for personal belongings, and procedures to prevent cheating or unauthorized assistance.
· Quiet Environment: Ensure that the assessment centre is located away from noisy areas to minimize distractions. Consider soundproofing or using partition walls if necessary to create separate testing areas.
· Timing Devices: Provide timing devices such as clocks or timers to help participants manage their time effectively during the assessment. Clear instructions should be given regarding the timing and duration of each section.
· Refreshments: Consider providing refreshments such as water and snacks to keep participants hydrated and energized during the assessment. However, ensure that food and drinks are allowed in the assessment area without compromising the integrity of the assessment.
· Signage and Directions: Clearly display signs and directions to guide participants to the assessment centre and relevant facilities within the venue. This will help prevent confusion and ensure a smooth experience for all participants.
· Emergency Procedures: Establish and communicate emergency procedures to ensure the safety and well-being of participants in case of unforeseen circumstances. This includes procedures for evacuations, medical emergencies, and other potential incidents.
In addition to the basic requirements there are specific physical tools, equipment, and digital technology needed to support the assessment process effectively:
· Computers or Laptops: Provide computers or laptops equipped with word processing software for participants who prefer to type their responses rather than handwrite them. Ensure that these devices are in good working condition and have the necessary software installed.
· Internet Access: If the assessment involves online research or access to digital resources, ensure that reliable internet access is available. This is particularly important if participants are required to submit their responses electronically.
· Printers and Scanners: Have printers and scanners available for participants who need to print or scan documents during the assessment. This allows for the creation of hard copies of responses or the digitization of handwritten work if necessary.
· Projection Equipment: If the assessment includes presentations or multimedia components, provide projection equipment such as projectors and screens to display content to participants and assessors.
· Audiovisual Equipment: Ensure that audiovisual equipment such as microphones, speakers, and audio recording devices are available if the assessment involves listening or speaking tasks. This ensures clear communication and facilitates assessment of oral skills.
· Data Storage Devices: Have data storage devices such as USB flash drives or external hard drives available for participants to save their work if needed. This ensures that participants can securely store their files and access them later if necessary.
· Backup Power Supply: Install backup power supplies such as uninterruptible power supply (UPS) units to prevent disruption in case of power outages. This ensures that assessment activities can continue without interruption and that participants' work is not lost.
· Document Cameras or Visualizers: Provide document cameras or visualizers to display handwritten work or physical documents to assessors or the entire group if necessary. This allows for the sharing of written responses and facilitates discussions during the assessment.
· Headsets or Headphones: If the assessment includes listening tasks or requires participants to use audio materials, provide headsets or headphones to ensure privacy and minimize distractions.
Technical Support: Have technical support personnel available onsite to assist with any issues related to digital technology, software, or equipment during the assessment. This ensures that technical problems can be addressed promptly, minimizing disruptions to the assessment process.

	ACCESS TO EISA FOR CANDIDATES WITH SPECIAL NEEDS:

	In the case of candidates with special needs who have been allowed access to sit for the EISA for the Skills Development provider must inform the Assessment Quality Partner well in advance of the assessment regarding the details of the specific candidate needs. The AQP, in collaboration with the Assessment Centre will then make appropriate arrangements in line with accepted global and National standards. The following are some guiding principles.
When accommodating candidates with special needs who have been granted access to the External Integrated Summative Assessment (EISA) it's essential to ensure that the assessment process remains fair and equitable for all participants. Here are specific provisions that must be made to cater to the fair assessment of candidates with special needs:
•	Accessibility: Ensure that the assessment venue is accessible to candidates with physical disabilities. This includes providing ramps, elevators, accessible restrooms, and designated parking spaces for individuals with mobility impairments.
•	Alternative Formats: Provide assessment materials in alternative formats to accommodate candidates with visual impairments, such as large print, braille, or electronic text. Audio versions of assessment materials may also be necessary for candidates with print disabilities.
•	Assistive Technology: Make assistive technology available to candidates who require it, such as screen readers, magnification software, speech-to-text software, or alternative input devices. Ensure that these tools are compatible with the assessment platform and accessible to candidates during the assessment.
•	Extended Time: Consider granting extended time allowances for candidates with certain disabilities, such as visual impairments, learning disabilities, or physical impairments that affect writing speed or stamina. Extended time can provide these candidates with the opportunity to complete the assessment tasks without time-related barriers.
•	Quiet Environment: Provide a quiet and distraction-free environment for candidates who have difficulty concentrating due to sensory sensitivities or other disabilities. This may involve setting up separate testing rooms or providing noise-cancelling headphones to minimize distractions.
•	Scribe or Reader Assistance: Offer scribe or reader assistance to candidates who have difficulty writing or reading due to physical or cognitive impairments. A scribe can assist with transcribing candidates' responses, while a reader can help candidates access assessment materials or instructions.
•	Flexible Seating Arrangements: Allow candidates to choose seating arrangements that best accommodate their needs, such as adjustable desks or chairs, or seating near exits or restrooms for candidates with mobility impairments.
•	Specialised Instructions: Provide candidates with specialized instructions or accommodations based on their individual needs, as outlined in their accommodation plans or medical documentation. Clear communication and understanding of these accommodations are essential to ensure that candidates can fully participate in the assessment process.
•	Accessibility Features in Assessment Materials: Ensure that assessment materials, including written prompts, diagrams, and images, are designed with accessibility features in mind. This may include providing alternative text for images, using high-contrast colours, or avoiding reliance on visual cues for comprehension.
•	Training for Assessors: Provide training for assessors on how to effectively evaluate the performance of candidates with special needs and how to implement accommodations in a fair and unbiased manner. Assessors should be familiar with the specific needs of each candidate and understand how to assess their work accurately within the context of their disabilities.

	HUMAN RESOURCE REQUIREMENTS

	CRITERIA FOR SUBJECT MATTER EXPERTS (SME) 
SME’s may be assigned as developers, markers/assessors and moderators. 
The criteria for assessors/markers and moderators for the development/moderation of the EISA assessment instruments:
Each of the below categories must be determined by industry as required for each qualification; to be guided by the following criteria:
· Minimum three years’ experience in industry for developers, markers or assessors; evidence thereof required.
· Minimum of five years’ experience in industry for moderators; evidence thereof required.
· Occupational learning and development experience in related fields, evidence of active current practice, trained in assessment practice and recognised by the sector for experience and credibility.
· Active professional membership with professional designation is recommended.

(ae) Requirements for the EISA Developers:
· Educational Requirement: A minimum of an NQF Level 6 Qualification or equivalent qualification.
· Experiential Requirement: EISA Tool Developers 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.
(af) Requirements for the EISA Markers/Assessors:
· Educational Requirement: A minimum of a NQF Level 7
· Experiential Requirement: Markers/Assessors 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.
(ag) Requirements for EISA Moderators (Pre and Post):

· Educational Requirement: A minimum of a NQF Level 7 

· Experiential Requirement: Moderators 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.



3.1.3 Exemptions
The following table outlines the specific short courses, qualifications, and/or work experience that could be considered for exemption from learning in the indicated knowledge modules:

Considerations for Exemptions:
· Recognition of Prior Learning (RPL): Learners with equivalent experience or informal learning must provide verifiable evidence (e.g., portfolio of evidence, employer reference letters).
· Alignment to Module Outcomes: Exemptions are granted only if prior learning or experience aligns with the specific outcomes and content of the module.
· Regulatory Compliance: Where applicable, learners must demonstrate compliance with sector-specific regulatory exams or certifications, such as FAIS or RE1/RE5.
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics.

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

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

	241301-001-01-PM-04
	[bookmark: _Hlk188185847]Client Relationship Management and Portfolio Development
	5
	10
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended



(a) Purpose of the Practical Skills Module:
The purpose of the Client Relationship Management and Portfolio Development module is to equip learners with the practical skills and knowledge necessary to build and maintain strong, long-term client relationships while managing and developing client portfolios. Learners will gain experience in assessing clients’ financial needs, goals, and circumstances, providing personalised financial advice, and offering strategies for portfolio optimisation. The module focuses on effective communication, continuous portfolio monitoring, and adjustments, ensuring that clients’ financial strategies align with their evolving goals and market conditions. Through a blended learning approach, learners will be exposed to real-world scenarios and practical tools that enable them to manage client portfolios, foster client loyalty, and enhance overall financial planning outcomes. This module prepares learners to develop strong client relationships and manage portfolios effectively, ensuring both client satisfaction and financial success. 

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

	PM-04-PS01
	Building and Maintaining Client Relationships

	PM-04-PS02
	Portfolio Monitoring and Adjustments



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

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	The learner must be given access to a client portfolio, including financial products, investments, and client goals, and must be able to monitor and make adjustments as necessary.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0101
	Build rapport with clients through effective communication.

	PA0102
	Establish and document long-term client goals and expectations.

	PA0103
	Maintain regular contact with clients to assess their ongoing needs.

	PA0104
	Develop strategies to nurture and enhance the client relationship.

	PA0105
	Offer personalised advice and solutions to meet client goals.



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

	AK0101
	Understanding key financial metrics (e.g., return on investment, risk-adjusted return, portfolio diversification) and how to assess portfolio performance against benchmarks or client goals

	AK0102
	Familiarity with market trends, macroeconomic indicators (interest rates, inflation, GDP growth), and their potential impacts on various asset classes

	AK0103
	Knowledge of portfolio diversification techniques and asset allocation strategies

	AK0104
	Behavioural Finance and Client Circumstances

	AK0105
	Effectively communication skills regarding portfolio performance, proposed adjustments and reporting skills.



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

	IAC0101
	Rapport with clients is built through effective communication.

	IAC0102
	Long-term client goals and expectations are documented.

	IAC0103
	Regular contact with clients is maintained to assess their ongoing needs.

	IAC0104
	Strategies to nurture and enhance the client relationship are developed.

	IAC0105
	Personalised advice and solutions are offered to meet client goals.



(c) Scope of each Practical Skill Activity: 
	PM-04-PS02	PORTFOLIO MONITORING AND ADJUSTMENTS

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE

	The learner must be given access to a client portfolio, including financial products, investments, and client goals, and must be able to monitor and make adjustments as necessary.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0201
	Review and assess the performance of client portfolios.

	PA0202
	Monitor changes in client circumstances and market conditions.

	PA0203
	Evaluate the need for portfolio adjustments based on performance data.

	PA0204
	Make recommendations for adjustments to improve portfolio outcomes.

	PA0205
	Communicate proposed adjustments to the client effectively.



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

	AK0201
	Data Organisation and Reporting

	AK0202
	Gap Identification and Solution Proposal

	AK0203
	Report Accuracy and Clarity

	AK0204
	Supervision and Feedback

	AK0205
	Compliance and Confidentiality



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

	IAC0201
	The performance of client portfolios is reviewed and assessed.

	IAC0202
	Changes in client circumstances and market conditions are monitored.

	IAC0203
	The need for portfolio adjustments is evaluated.

	IAC0204
	Recommendations for adjustments are made to improve outcomes.

	IAC0205
	Proposed adjustments are communicated to the client effectively.



3.1.2. Criteria for accreditation 
The training will be delivered in various teaching and learning modes as specified in each module. The following are globally recognised definitions delineating each of these teaching and learning modes:
Definitions of Learning and Teaching Modes:
· Distance Teaching and Learning:
A mode of education where learners and instructors are physically separated, relying on asynchronous or synchronous communication through various means, such as online platforms, printed materials, or telecommunication.
· Computer-Based Teaching and Learning:
A technology-driven mode where learners engage with educational content through computers, often using interactive software, simulations, or e-learning platforms without requiring direct instructor interaction.
· Face-to-Face Teaching and Learning:
A traditional mode where learners and instructors interact in person, typically in a physical classroom or similar setting, allowing real-time interaction and immediate feedback.
· Blended Teaching and Learning:
A hybrid approach combining face-to-face and online learning, leveraging the strengths of both methods to enhance flexibility, engagement, and accessibility.

Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	· Reliable internet connectivity: Essential for distance and computer-based teaching and required for the online components of blended learning.
· Learning Management System (LMS): Platforms such as Moodle or Blackboard are essential for organising, delivering, and tracking online and blended learning.
· Communication tools: Includes email, messaging apps, and video conferencing platforms such as Zoom or MS Teams, used especially in distance and blended learning.
· Multimedia resources: Digital presentations, online videos, interactive e-learning software, and simulations for online modes; projectors, whiteboards, and printed materials for face-to-face learning.
· Provider hardware: Computers or laptops with webcams, microphones, and printers for content creation and delivery across all modes.
· Learner hardware: Devices such as computers, laptops, or mobile devices with reliable internet for accessing online content in distance, computer-based, and blended learning. 
· Applicable software applications: Word processing tools, spreadsheets, presentations, e-learning platforms, and digital communication software.
· Learning materials: Digital content such as e-books, quizzes, simulations, or printed resources depending on the mode of delivery.
· Physical infrastructure: A classroom or training space with tables, chairs, adequate lighting, and teaching tools for face-to-face and blended delivery.
· Technical support: IT assistance to manage and troubleshoot issues related to digital tools, platforms, and connectivity in computer-based, distance, and blended learning.

	CONSUMABLES 
	· Curriculum-aligned learning materials: May include printed or digital study guides, workbooks, handouts, and assessments appropriate to the mode of delivery.
· Stationery for provider use: Pens, markers, flip charts, whiteboard markers, paper, and envelopes for classroom activities and administrative correspondence.
· Stationery for learners: Notebooks, pens, pencils, rulers, and personal writing materials for note-taking and assignments during face-to-face and blended sessions.
· Printer ink and paper: Required for printing learning materials, certificates, tests, and worksheets, especially in face-to-face and blended modes.
· Electricity supply: Essential for powering devices, projectors, lighting, and internet access across all teaching modes.
· Data and internet bundles: Required for digital communication, online assessments, and learner engagement in distance, computer-based, and blended learning.
· Teaching aids: Includes both physical tools (e.g., charts, flashcards) and digital resources (e.g., videos, e-books, simulations) depending on the teaching strategy.
· Assessment materials: Printed tests, project templates, and digital quizzes aligned to learning outcomes across the different delivery modes.
· Maintenance supplies: Cleaning materials and basic equipment maintenance items for classrooms and IT infrastructure.
· Batteries and power backup: Required for uninterrupted delivery, particularly where technology such as projectors, microphones, or computers are used.



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 6 Qualification and have appropriate technical work experience in the financial services sector.
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 TEACHING: 1:25
NON-CONTACT TEACHING: 1:50


Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	To deliver training for the Higher Occupational Certificate for Financial Services Practitioners, training providers must comply with specific legislative requirements related to the financial services sector, education, labour laws, and business operation standards. Below is a comprehensive list of key legislative acts, along with their compliance requirements:

1. Skills Development Act, 1998 (Act No. 97 of 1998)
· Compliance Requirements:
· Register with the relevant Sector Education and Training Authority (SETA) to facilitate skills development programmes.
· Submit annual training reports to SETA and implement workplace skills plans.
· Ensure alignment of training programmes with the National Qualifications Framework (NQF) and QCTO standards.
· Adhere to requirements for skills development levies, including registration with SARS for levy contributions.

2. National Qualifications Framework Act, 2008 (Act No. 67 of 2008)
· Compliance Requirements:
· Align learning programmes with NQF levels, specifically at NQF Level 6 for the targeted qualification.
· Ensure compliance with policies and guidelines issued by the South African Qualifications Authority (SAQA) and the QCTO.
· Accurately register learner achievements on the National Learner Records Database (NLRD).

3. Financial Advisory and Intermediary Services Act, 2002 (FAIS Act) (Act No. 37 of 2002)
· Compliance Requirements:
· Training content must cover regulatory requirements for financial advisors and intermediaries.
· Ensure that facilitators and assessors delivering the training have appropriate financial services knowledge and are registered as Key Individuals (KIs) or representatives, if applicable.
· Maintain a curriculum that includes compliance with FAIS Fit and Proper standards for competence, honesty, and operational ability.

4. Protection of Personal Information Act, 2013 (POPIA) (Act No. 4 of 2013)
· Compliance Requirements:
· Establish policies for protecting personal learner data, including consent mechanisms for data collection.
· Secure all records, including financial, academic, and personal information, against unauthorized access.
· Appoint an Information Officer to oversee compliance with POPIA regulations.

5. Basic Conditions of Employment Act, 1997 (Act No. 75 of 1997)
· Compliance Requirements:
· Adhere to labour laws governing facilitators, assessors, and administrative staff.
· Ensure compliance with employment contracts, working hours, leave entitlements, and fair labour practices.

6. Broad-Based Black Economic Empowerment Act, 2003 (B-BBEE) (Act No. 53 of 2003)
· Compliance Requirements:
· Demonstrate compliance with B-BBEE requirements, including contributions to skills development initiatives.
· Provide evidence of workplace integration and training opportunities for historically disadvantaged individuals.

7. Companies Act, 2008 (Act No. 71 of 2008)
· Compliance Requirements:
· Ensure the training provider is a registered legal entity with proper governance structures.
· Maintain accurate financial records and adhere to annual reporting requirements.

8. Consumer Protection Act, 2008 (Act No. 68 of 2008)
· Compliance Requirements:
· Provide clear and accurate information about training programmes, costs, and expected outcomes.
· Handle complaints and grievances in accordance with the act's guidelines.

9. Employment Equity Act, 1998 (Act No. 55 of 1998)
· Compliance Requirements:
· Ensure equitable representation of designated groups in training programmes and employment practices.
· Submit annual Employment Equity Reports if the provider qualifies as a designated employer.

10. South African Revenue Service (SARS) Compliance
· Compliance Requirements:
· Register with SARS for tax purposes, including VAT, PAYE, and Skills Development Levies.
· Submit annual and monthly tax returns and ensure compliance with SARS regulations.

11. Occupational Health and Safety Act, 1993 (Act No. 85 of 1993)
· Compliance Requirements:
· Maintain a safe learning environment, ensuring compliance with health and safety standards.
· Conduct regular risk assessments and train staff and learners on health and safety practices.

12. Unemployment Insurance Act, 2001 (Act No. 63 of 2001)
· Compliance Requirements:
· Register employees for UIF and ensure monthly contributions are made.
· Provide necessary UIF documentation for employees when required.

13. Higher Education Act, 1997 (Act No. 101 of 1997)
· Compliance Requirements:
· If applicable, register as a private higher education institution if offering accredited higher education qualifications.
· Adhere to the standards and quality assurance requirements set by the Council on Higher Education (CHE).

14. Tax Administration Act, 2011 (Act No. 28 of 2011)
· Compliance Requirements:
· Keep detailed records of financial transactions related to training programmes.
· Ensure timely submission of tax documents and maintain compliance with tax regulations.

By adhering to these legislative requirements, training providers demonstrate their commitment to delivering high-quality, legally compliant training aligned with national and sectoral standards.



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 Key QCTO Organizational Requirements for Accreditation
	Category
	Requirement

	Legal and Administrative
	- Must be a registered legal entity (e.g., company, NGO, or trust) with appropriate governance structures.

	
	- Proof of registration with the relevant national authority (e.g., CIPC in South Africa).

	
	- Valid tax clearance certificate from the South African Revenue Service (SARS).

	
	- Adequate financial resources to sustain training activities.

	Learning Programme
	- Structured learning programme aligned to the occupational qualification’s curriculum and assessment specifications.

	
	- Compliance with the Occupational Qualification Document (OQD), Curriculum Document, and Qualification Assessment Specification (QAS).

	Facilities and Equipment
	- Access to adequate physical or virtual facilities for effective learning delivery (e.g., classrooms, workshops, or labs).

	
	- Provision of tools, equipment, and learning resources specified in the curriculum.

	
	- Health and safety measures in place for learners and staff.

	Staff and Facilitators
	- Qualified facilitators, assessors, and moderators registered with the relevant Assessment Quality Partner (AQP).

	
	- Proof of staff qualifications and experience in the field of the occupational qualification.

	Policies and Procedures
	- Quality management policies and procedures, including:

	
	- Admission criteria and learner enrolment processes.

	
	- Learner support services and remediation processes.

	
	- Internal and external moderation of assessments.

	
	- Complaints and appeals processes for learners.

	
	- Record-keeping and data management systems for tracking learner progress and outcomes.

	Compliance with QCTO Standards
	- Alignment with QCTO’s Quality Assurance Framework and compliance with the Skills Development Act and Regulations.

	
	- Regular internal reviews to ensure ongoing compliance with QCTO accreditation requirements.

	Stakeholder Partnerships
	- Collaboration with workplaces to facilitate structured workplace-based learning, as required by the occupational qualification.

	
	- Signed agreements with host employers or workplace partners.


Providers must prepare documentation demonstrating compliance with these requirements and undergo a site visit by the QCTO or delegated entity to verify the adequacy of their systems, resources, and infrastructure before accreditation is granted.



	ASSESSMENT CENTRE

	Assessment centres are registered to conduct the External Integrated Summative Assessments (EISA) The criteria that the assessment centres must meet is set out in the Qualification Assessment Specification (QAS). A valid and approved QAS is registered on the QCTO Website for each Occupational Qualification.
As described in the Qualification Assessment Specification (QAS)
The following is the minimum criteria set out in the QAS associated with the Higher Occupational Certificate: Financial Services Practitioner:

	TOOLS AND EQUIPMENT

	Setting up an assessment centre for an External Integrated Summative written assessment requires careful planning and consideration of various factors. Here are the minimum requirements:
· Space: Sufficient space should be available to accommodate all participants comfortably. The area should be quiet and free from distractions to ensure a conducive environment for writing.
· Desks/Tables and Chairs: Ample desks or tables and chairs should be provided for each participant to write comfortably. The furniture should be ergonomic to support prolonged periods of writing.
· Writing Materials: Ensure an adequate supply of writing materials such as pens, pencils, erasers, and rulers for all participants. Consider providing additional materials in case of emergencies or shortages.
· Lighting: Proper lighting is essential to prevent eye strain and facilitate reading and writing. Natural light and adjustable artificial lighting should be available to accommodate varying preferences and needs.
· Temperature Control: The assessment centre should be temperature-controlled to ensure a comfortable environment for participants. Heating or cooling systems should be in place to maintain an appropriate temperature throughout the assessment period.
· Accessibility: The venue should be accessible to all participants, including individuals with disabilities. This includes wheelchair access, ramps, elevators, and accessible restroom facilities.
· Security Measures: Implement security measures to maintain the integrity of the assessment process. This may include monitoring systems, secure storage for personal belongings, and procedures to prevent cheating or unauthorized assistance.
· Quiet Environment: Ensure that the assessment centre is located away from noisy areas to minimize distractions. Consider soundproofing or using partition walls if necessary to create separate testing areas.
· Timing Devices: Provide timing devices such as clocks or timers to help participants manage their time effectively during the assessment. Clear instructions should be given regarding the timing and duration of each section.
· Refreshments: Consider providing refreshments such as water and snacks to keep participants hydrated and energized during the assessment. However, ensure that food and drinks are allowed in the assessment area without compromising the integrity of the assessment.
· Signage and Directions: Clearly display signs and directions to guide participants to the assessment centre and relevant facilities within the venue. This will help prevent confusion and ensure a smooth experience for all participants.
· Emergency Procedures: Establish and communicate emergency procedures to ensure the safety and well-being of participants in case of unforeseen circumstances. This includes procedures for evacuations, medical emergencies, and other potential incidents.
In addition to the basic requirements there are specific physical tools, equipment, and digital technology needed to support the assessment process effectively:
· Computers or Laptops: Provide computers or laptops equipped with word processing software for participants who prefer to type their responses rather than handwrite them. Ensure that these devices are in good working condition and have the necessary software installed.
· Internet Access: If the assessment involves online research or access to digital resources, ensure that reliable internet access is available. This is particularly important if participants are required to submit their responses electronically.
· Printers and Scanners: Have printers and scanners available for participants who need to print or scan documents during the assessment. This allows for the creation of hard copies of responses or the digitization of handwritten work if necessary.
· Projection Equipment: If the assessment includes presentations or multimedia components, provide projection equipment such as projectors and screens to display content to participants and assessors.
· Audiovisual Equipment: Ensure that audiovisual equipment such as microphones, speakers, and audio recording devices are available if the assessment involves listening or speaking tasks. This ensures clear communication and facilitates assessment of oral skills.
· Data Storage Devices: Have data storage devices such as USB flash drives or external hard drives available for participants to save their work if needed. This ensures that participants can securely store their files and access them later if necessary.
· Backup Power Supply: Install backup power supplies such as uninterruptible power supply (UPS) units to prevent disruption in case of power outages. This ensures that assessment activities can continue without interruption and that participants' work is not lost.
· Document Cameras or Visualizers: Provide document cameras or visualizers to display handwritten work or physical documents to assessors or the entire group if necessary. This allows for the sharing of written responses and facilitates discussions during the assessment.
· Headsets or Headphones: If the assessment includes listening tasks or requires participants to use audio materials, provide headsets or headphones to ensure privacy and minimize distractions.
Technical Support: Have technical support personnel available onsite to assist with any issues related to digital technology, software, or equipment during the assessment. This ensures that technical problems can be addressed promptly, minimizing disruptions to the assessment process.

	ACCESS TO EISA FOR CANDIDATES WITH SPECIAL NEEDS:

	In the case of candidates with special needs who have been allowed access to sit for the EISA for the Skills Development provider must inform the Assessment Quality Partner well in advance of the assessment regarding the details of the specific candidate needs. The AQP, in collaboration with the Assessment Centre will then make appropriate arrangements in line with accepted global and National standards. The following are some guiding principles.
When accommodating candidates with special needs who have been granted access to the External Integrated Summative Assessment (EISA) it's essential to ensure that the assessment process remains fair and equitable for all participants. Here are specific provisions that must be made to cater to the fair assessment of candidates with special needs:
•	Accessibility: Ensure that the assessment venue is accessible to candidates with physical disabilities. This includes providing ramps, elevators, accessible restrooms, and designated parking spaces for individuals with mobility impairments.
•	Alternative Formats: Provide assessment materials in alternative formats to accommodate candidates with visual impairments, such as large print, braille, or electronic text. Audio versions of assessment materials may also be necessary for candidates with print disabilities.
•	Assistive Technology: Make assistive technology available to candidates who require it, such as screen readers, magnification software, speech-to-text software, or alternative input devices. Ensure that these tools are compatible with the assessment platform and accessible to candidates during the assessment.
•	Extended Time: Consider granting extended time allowances for candidates with certain disabilities, such as visual impairments, learning disabilities, or physical impairments that affect writing speed or stamina. Extended time can provide these candidates with the opportunity to complete the assessment tasks without time-related barriers.
•	Quiet Environment: Provide a quiet and distraction-free environment for candidates who have difficulty concentrating due to sensory sensitivities or other disabilities. This may involve setting up separate testing rooms or providing noise-cancelling headphones to minimize distractions.
•	Scribe or Reader Assistance: Offer scribe or reader assistance to candidates who have difficulty writing or reading due to physical or cognitive impairments. A scribe can assist with transcribing candidates' responses, while a reader can help candidates access assessment materials or instructions.
•	Flexible Seating Arrangements: Allow candidates to choose seating arrangements that best accommodate their needs, such as adjustable desks or chairs, or seating near exits or restrooms for candidates with mobility impairments.
•	Specialised Instructions: Provide candidates with specialized instructions or accommodations based on their individual needs, as outlined in their accommodation plans or medical documentation. Clear communication and understanding of these accommodations are essential to ensure that candidates can fully participate in the assessment process.
•	Accessibility Features in Assessment Materials: Ensure that assessment materials, including written prompts, diagrams, and images, are designed with accessibility features in mind. This may include providing alternative text for images, using high-contrast colours, or avoiding reliance on visual cues for comprehension.
•	Training for Assessors: Provide training for assessors on how to effectively evaluate the performance of candidates with special needs and how to implement accommodations in a fair and unbiased manner. Assessors should be familiar with the specific needs of each candidate and understand how to assess their work accurately within the context of their disabilities.

	HUMAN RESOURCE REQUIREMENTS

	CRITERIA FOR SUBJECT MATTER EXPERTS (SME) 
SME’s may be assigned as developers, markers/assessors and moderators. 
The criteria for assessors/markers and moderators for the development/moderation of the EISA assessment instruments:
Each of the below categories must be determined by industry as required for each qualification; to be guided by the following criteria:
· Minimum three years’ experience in industry for developers, markers or assessors; evidence thereof required.
· Minimum of five years’ experience in industry for moderators; evidence thereof required.
· Occupational learning and development experience in related fields, evidence of active current practice, trained in assessment practice and recognised by the sector for experience and credibility.
· Active professional membership with professional designation is recommended.

(ah) Requirements for the EISA Developers:
· Educational Requirement: A minimum of an NQF Level 6 Qualification or equivalent qualification.
· Experiential Requirement: EISA Tool Developers 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.
(ai) Requirements for the EISA Markers/Assessors:
· Educational Requirement: A minimum of a NQF Level 7
· Experiential Requirement: Markers/Assessors 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.
(aj) Requirements for EISA Moderators (Pre and Post):

· Educational Requirement: A minimum of a NQF Level 7 

· Experiential Requirement: Moderators 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.



3.1.3 Exemptions
The following table outlines the specific short courses, qualifications, and/or work experience that could be considered for exemption from learning in the indicated knowledge modules:

Considerations for Exemptions:
· Recognition of Prior Learning (RPL): Learners with equivalent experience or informal learning must provide verifiable evidence (e.g., portfolio of evidence, employer reference letters).
· Alignment to Module Outcomes: Exemptions are granted only if prior learning or experience aligns with the specific outcomes and content of the module.
· Regulatory Compliance: Where applicable, learners must demonstrate compliance with sector-specific regulatory exams or certifications, such as FAIS or RE1/RE5.
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics.
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3.2.1 Detailing Practical Module (PM) contents
Practical Module (PM) - 05
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	[bookmark: _Hlk188186144]241301-001-01-PM-05
	[bookmark: _Hlk188186160]Apply professional techniques and practices to conduct estate planning.
	5
	10
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended



(a) Purpose of the Practical Skills Module:
The purpose of this practical skills module is to equip financial services practitioners with the applied competencies required to effectively conduct estate planning for clients. This module bridges theoretical knowledge with real-world application, enabling practitioners to develop, present, and execute comprehensive estate planning solutions that align with clients' financial goals, legal requirements, and personal preferences.
(b) List of Practical Skill Activities:
	PRACTICAL SKILL CODE
	ACTIVITY TITLE

	PM-05-PS01
	Gathering and analyse relevant client information for estate planning
RANGE: including assets, liabilities, family structure, and long-term objectives.

	PM-05-PS02
	Apply critical techniques to create tailored estate plans 
RANGE: Incorporate wills, trusts, beneficiary designations, gifting strategies, and tax-efficient asset distribution.

	PM-05-PS03
	Utilise professional tools and resources for drafting estate planning recommendations 
RANGE: Ensure compliance with regulatory and legal frameworks.

	PM-05-PS04
	Effectively communicate estate planning strategies to clients.
RANGE:  Address client concerns, educate clients on available options, and build trust in the proposed solutions.

	PM05-PS05
	Facilitate and advise on the execution of a will and the winding up of a deceased estate
RANGE: including Interpretation of wills, estate duty calculation, determining estate liquidity, recommending financial solutions,


	
	



[bookmark: _Hlk187754654](c) Scope of each Practical Skill Activity: 
	PM-05-PS01	GATHERING AND ANALYSE RELEVANT CLIENT INFORMATION FOR ESTATE PLANNING

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	The training environment must simulate real-world client scenarios, with access to diverse case studies and sample data that reflect varying levels of complexity. Practitioners should work under guided supervision to practice interviewing techniques, assess family structures, and analyse financial documents. Access to templates, structured tools for data collection, and feedback mechanisms ensures accuracy and consistency in performance.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0101
	Conduct a Comprehensive Client Interview – Gather detailed information on the client’s assets, liabilities, family structure, and long-term objectives through structured questionnaires and active listening.

	PA0102
	Review Financial and Legal Documentation – Analyse supporting documents, including asset titles, insurance policies, retirement accounts, and debt agreements, for accuracy and completeness.

	PA0103
	Identify Key Relationships and Dependencies – Map the client’s family structure and other significant relationships to determine the beneficiaries and their needs.

	PA0104
	Assess Current and Future Financial Position – Project the client’s financial status, factoring in potential risks, growth, and liabilities over time.

	PA0105
	Document Findings Clearly – Create a structured report summarizing the client’s financial and personal information, ensuring it is accessible for subsequent planning steps.



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

	AK0101
	Active Listening and Questioning – Use open-ended and probing questions to extract comprehensive and accurate client information.

	AK0102
	Document Verification – Cross-check financial and legal documents for authenticity, completeness, and consistency with the client's statements.

	AK0103
	Data Organization – Utilize systematic methods or software to compile, categorize, and prioritize client information for easy analysis.

	AK0104
	Gap Analysis – Identify missing or incomplete information that could impact estate planning recommendations.

	AK0105
	Confidentiality Management – Apply secure data handling practices to protect client privacy and comply with legal requirements.



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

	IAC0101
	A comprehensive client interview is conducted, and detailed information on the client’s assets, liabilities, family structure, and long-term objectives is gathered through structured questionnaires and active listening.

	IAC0102
	Financial and legal documentation is reviewed, and supporting documents, including asset titles, insurance policies, retirement accounts, and debt agreements, are analysed for accuracy and completeness.

	IAC0103
	Key relationships and dependencies are identified, and the client’s family structure and other significant relationships are mapped to determine the beneficiaries and their needs.

	IAC0104
	The client’s current and future financial position is assessed, and their financial status is projected, factoring in potential risks, growth, and liabilities over time.

	IAC0105
	Findings are documented clearly, and a structured report summarizing the client’s financial and personal information is created, ensuring it is accessible for subsequent planning steps.



(c) Scope of each Practical Skill Activity: 
	PM-05-PS02	APPLY CRITICAL TECHNIQUES TO CREATE TAILORED ESTATE PLANS 

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	Learners must engage in practical exercises involving hypothetical or real client cases, focusing on crafting estate plans that address unique financial, legal, and personal circumstances. They should have access to industry-standard software, legal templates, and decision-making frameworks. Instructors should provide iterative feedback on plan drafts to refine skills in strategy formulation

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0201
	Evaluate Client Objectives and Constraints – Match client goals with practical solutions, considering legal, financial, and family dynamics.

	PA0202
	Select Suitable Estate Planning Instruments – Identify appropriate tools, such as wills, trusts, and beneficiary designations, based on the client’s unique circumstances.

	PA0203
	Design a Tax-Efficient Strategy – Incorporate gifting strategies, tax exemptions, and asset transfers to minimize estate taxes and maximize wealth preservation.

	PA0204
	Incorporate Risk Mitigation Measures – Address potential risks, such as conflicts among heirs or insufficient liquidity, to ensure the estate plan is robust.

	PA0205
	Develop an Implementation Timeline – Outline the steps to execute the plan, including milestones for document drafting, legal reviews, and client approvals.



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

	AK0201
	Needs Assessment – Conduct a detailed analysis of client objectives, risks, and family dynamics to determine suitable estate planning strategies.

	AK0202
	Scenario Analysis – Develop alternative estate planning scenarios to evaluate potential outcomes and contingencies.

	AK0203
	 Risk Mitigation – Identify potential legal, financial, or familial risks and integrate measures to address them.

	AK0204
	Compliance Checks – Align estate plans with current legal and tax regulations to ensure enforceability and efficiency.

	AK0205
	Customisation – Adapt standard tools and strategies to align with the client’s unique financial and personal circumstances.



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

	IAC0201
	Client objectives and constraints are evaluated, and client goals are matched with practical solutions, considering legal, financial, and family dynamics.

	IAC0202
	Suitable estate planning instruments are selected, and appropriate tools, such as wills, trusts, and beneficiary designations, are identified based on the client’s unique circumstances.

	IAC0203
	A tax-efficient strategy is designed, incorporating gifting strategies, tax exemptions, and asset transfers to minimize estate taxes and maximize wealth preservation.

	IAC0204
	Risk mitigation measures are incorporated, and potential risks, such as conflicts among heirs or insufficient liquidity, are addressed to ensure the estate plan is robust.

	IAC0205
	An implementation timeline is developed, and the steps to execute the plan, including milestones for document drafting, legal reviews, and client approvals, are outlined.



(c) Scope of each Practical Skill Activity: 
	PM-05-PS03	UTILISE PROFESSIONAL TOOLS AND RESOURCES FOR DRAFTING ESTATE PLANNING RECOMMENDATIONS 

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	The training conditions should include access to current industry tools, such as financial modelling software, legal document templates, and regulatory databases. Practitioners must participate in workshops where they draft estate planning documents using these tools and are assessed on accuracy, compliance, and alignment with client goals.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0301
	Familiarise with Relevant Tools – Learn to operate estate planning software, templates, and financial calculators to streamline the drafting process.

	PA0302
	Conduct Regulatory Compliance Checks – Use legal resources and checklists to ensure adherence to applicable laws and regulations.

	PA0303
	Draft Initial Recommendations – Translate client data into actionable estate planning proposals using professional tools and templates.

	PA0304
	Validate Documents with Experts – Review drafts with legal and tax professionals to identify errors and enhance compliance.

	PA0305
	Incorporate Client Feedback – Refine recommendations based on client input to ensure they align with their preferences and goals.



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

	AK0301
	Proficient Use of Estate Planning Software – Master specialized software for drafting wills, trusts, and other estate documents.

	AK0302
	Legal and Tax Research – Utilize databases and regulatory guides to ensure compliance with laws and taxation frameworks.

	AK0303
	Template Adaptation – Tailor standardized templates for wills, trusts, and letters of instruction to meet client needs.

	AK0304
	Draft Review and Refinement – Conduct iterative reviews of drafts to ensure accuracy, clarity, and legal soundness.

	AK0305
	Integration of Client Feedback – Incorporate client preferences and revisions seamlessly into final recommendations.



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

	IAC0301
	Relevant tools are adopted with, and estate planning software, templates, and financial calculators are used to streamline the drafting process.

	IAC0302
	Regulatory compliance checks are conducted, and legal resources and checklists are used to ensure adherence to applicable laws and regulations.

	IAC0303
	Initial recommendations are drafted, and client data is translated into actionable estate planning proposals using professional tools and templates.

	IAC0304
	Documents are validated with experts, and drafts are reviewed with legal and tax professionals to identify errors and enhance compliance.

	IAC0305
	Client feedback is incorporated, and recommendations are refined to ensure they align with client preferences and goals.



(c) Scope of each Practical Skill Activity: 
	PM-05-PS04	EFFECTIVELY COMMUNICATE ESTATE PLANNING STRATEGIES TO CLIENTS.

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	Learners must practice communication through role-play and client simulations, focusing on clarity, empathy, and professionalism. Training should involve presenting estate plans to diverse audiences, including clients with varying levels of financial literacy. Feedback on communication style, the use of visuals, and handling objections is essential for skill refinement.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0401
	Prepare a Clear Presentation – Develop a structured outline of the estate plan, supported by visuals and explanatory notes tailored to the client’s understanding.

	PA0402
	Build Rapport and Trust – Establish a professional yet empathetic tone to make the client comfortable discussing sensitive topics.

	PA0403
	Explain Key Concepts and Options – Break down complex strategies into understandable terms, highlighting benefits, risks, and trade-offs.

	PA0404
	Address Questions and Concerns – Actively listen to client feedback, clarify misunderstandings, and resolve objections confidently.

	PA0405
	Summarize Agreements and Next Steps – Conclude with a clear recap of decisions made and outline the immediate actions required for implementation.



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

	AK0401
	Simplifying Complex Concepts – Use analogies, visuals, and plain language to explain technical terms and strategies.

	AK0402
	Active Listening and Empathy – Understand client concerns and emotions to build rapport and tailor communication effectively.

	AK0403
	Presentation Skills – Deliver clear, concise, and engaging presentations of estate planning strategies.

	AK0404
	Objection Handling – Address client questions or resistance constructively and with evidence-based responses.

	AK0405
	Building Trust – Demonstrate professionalism, transparency, and reliability to foster client confidence in recommendations.



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

	IAC0401
	A clear presentation is prepared, and a structured outline of the estate plan, supported by visuals and explanatory notes tailored to the client’s understanding, is developed.

	IAC0402
	Rapport and trust are built, and a professional yet empathetic tone is established to make the client comfortable discussing sensitive topics.

	IAC0403
	Key concepts and options are explained, and complex strategies are broken down into understandable terms, highlighting benefits, risks, and trade-offs.

	IAC0404
	Questions and concerns are addressed, client feedback is actively listened to, misunderstandings are clarified, and objections are resolved confidently.

	IAC0405
	Agreements and next steps are summarized, and a clear recap of decisions made, and the immediate actions required for implementation is outlined.



(c) Scope of each Practical Skill Activity: 
	PM05-PS05	FACILITATE AND ADVISE ON THE EXECUTION OF A WILL AND THE WINDING UP OF A DECEASED ESTATE

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	Practical activities should mimic the end-to-end process of executing a will, including client consultations, engaging with executors, and addressing legal and administrative procedures. Training must include mock scenarios requiring learners to navigate conflicts, ensure compliance, and finalise asset distributions, with structured evaluations of their performance.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0501
	Interpret the Will and Related Documents – Carefully review the will, codicils, and trust documents to understand the decedent’s intentions and obligations.

	PA0502
	Calculate Estate Duties and Taxes – Perform accurate calculations for estate duty, capital gains tax, and other liabilities to ensure compliance.

	PA0503
	Assess Estate Liquidity – Evaluate whether the estate has sufficient cash or liquid assets to cover debts, taxes, and distributions.

	PA0504
	Recommend Financial Solutions – Propose strategies to address liquidity shortfalls, such as selling assets or leveraging insurance policies.

	PA0505
	Coordinate the Execution Process – Guide executors, trustees, and beneficiaries through the legal and administrative steps of estate finalization, ensuring timely and efficient resolution.



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

	AK0501
	Will Interpretation – Apply legal and analytical skills to interpret the will’s provisions accurately.

	AK0502
	Financial Calculations – Perform precise calculations for estate duty, taxes, and liquidity assessments.

	AK0503
	Stakeholder Coordination – Communicate effectively with executors, trustees, beneficiaries, and financial institutions to streamline the process.

	AK0504
	Problem-Solving – Resolve disputes or challenges related to asset distribution or liquidity shortfalls.

	AK0505
	Process Documentation – Maintain detailed records of all actions, decisions, and communications to ensure accountability and transparency.



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

	IAC0501
	The will and related documents are interpreted, and the will, codicils, and trust documents are carefully reviewed to understand the decedent’s intentions and obligations.

	IAC0502
	Estate duties and taxes are calculated, and accurate calculations for estate duty, capital gains tax, and other liabilities are performed to ensure compliance.

	IAC0503
	Estate liquidity is assessed, and whether the estate has sufficient cash or liquid assets to cover debts, taxes, and distributions is evaluated.

	IAC0504
	Financial solutions are recommended, and strategies to address liquidity shortfalls, such as selling assets or leveraging insurance policies, are proposed.

	IAC0505
	The execution process is coordinated, and executors, trustees, and beneficiaries are guided through the legal and administrative steps of estate finalization, ensuring timely and efficient resolution.



3.1.2. Criteria for accreditation 
The training will be delivered in various teaching and learning modes as specified in each module. The following are globally recognised definitions delineating each of these teaching and learning modes:
Definitions of Learning and Teaching Modes:
· Distance Teaching and Learning:
A mode of education where learners and instructors are physically separated, relying on asynchronous or synchronous communication through various means, such as online platforms, printed materials, or telecommunication.
· Computer-Based Teaching and Learning:
A technology-driven mode where learners engage with educational content through computers, often using interactive software, simulations, or e-learning platforms without requiring direct instructor interaction.
· Face-to-Face Teaching and Learning:
A traditional mode where learners and instructors interact in person, typically in a physical classroom or similar setting, allowing real-time interaction and immediate feedback.
· Blended Teaching and Learning:
A hybrid approach combining face-to-face and online learning, leveraging the strengths of both methods to enhance flexibility, engagement, and accessibility.

Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	· Reliable internet connectivity: Essential for distance and computer-based teaching and required for the online components of blended learning.
· Learning Management System (LMS): Platforms such as Moodle or Blackboard are essential for organising, delivering, and tracking online and blended learning.
· Communication tools: Includes email, messaging apps, and video conferencing platforms such as Zoom or MS Teams, used especially in distance and blended learning.
· Multimedia resources: Digital presentations, online videos, interactive e-learning software, and simulations for online modes; projectors, whiteboards, and printed materials for face-to-face learning.
· Provider hardware: Computers or laptops with webcams, microphones, and printers for content creation and delivery across all modes.
· Learner hardware: Devices such as computers, laptops, or mobile devices with reliable internet for accessing online content in distance, computer-based, and blended learning. 
· Applicable software applications: Word processing tools, spreadsheets, presentations, e-learning platforms, and digital communication software.
· Learning materials: Digital content such as e-books, quizzes, simulations, or printed resources depending on the mode of delivery.
· Physical infrastructure: A classroom or training space with tables, chairs, adequate lighting, and teaching tools for face-to-face and blended delivery.
· Technical support: IT assistance to manage and troubleshoot issues related to digital tools, platforms, and connectivity in computer-based, distance, and blended learning.

	CONSUMABLES 
	· Curriculum-aligned learning materials: May include printed or digital study guides, workbooks, handouts, and assessments appropriate to the mode of delivery.
· Stationery for provider use: Pens, markers, flip charts, whiteboard markers, paper, and envelopes for classroom activities and administrative correspondence.
· Stationery for learners: Notebooks, pens, pencils, rulers, and personal writing materials for note-taking and assignments during face-to-face and blended sessions.
· Printer ink and paper: Required for printing learning materials, certificates, tests, and worksheets, especially in face-to-face and blended modes.
· Electricity supply: Essential for powering devices, projectors, lighting, and internet access across all teaching modes.
· Data and internet bundles: Required for digital communication, online assessments, and learner engagement in distance, computer-based, and blended learning.
· Teaching aids: Includes both physical tools (e.g., charts, flashcards) and digital resources (e.g., videos, e-books, simulations) depending on the teaching strategy.
· Assessment materials: Printed tests, project templates, and digital quizzes aligned to learning outcomes across the different delivery modes.
· Maintenance supplies: Cleaning materials and basic equipment maintenance items for classrooms and IT infrastructure.
· Batteries and power backup: Required for uninterrupted delivery, particularly where technology such as projectors, microphones, or computers are used.



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 6 Qualification and have appropriate technical work experience in the financial services sector.
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 TEACHING: 1:25
NON-CONTACT TEACHING: 1:50


Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	To deliver training for the Higher Occupational Certificate for Financial Services Practitioners, training providers must comply with specific legislative requirements related to the financial services sector, education, labour laws, and business operation standards. Below is a comprehensive list of key legislative acts, along with their compliance requirements:

1. Skills Development Act, 1998 (Act No. 97 of 1998)
· Compliance Requirements:
· Register with the relevant Sector Education and Training Authority (SETA) to facilitate skills development programmes.
· Submit annual training reports to SETA and implement workplace skills plans.
· Ensure alignment of training programmes with the National Qualifications Framework (NQF) and QCTO standards.
· Adhere to requirements for skills development levies, including registration with SARS for levy contributions.

2. National Qualifications Framework Act, 2008 (Act No. 67 of 2008)
· Compliance Requirements:
· Align learning programmes with NQF levels, specifically at NQF Level 6 for the targeted qualification.
· Ensure compliance with policies and guidelines issued by the South African Qualifications Authority (SAQA) and the QCTO.
· Accurately register learner achievements on the National Learner Records Database (NLRD).

3. Financial Advisory and Intermediary Services Act, 2002 (FAIS Act) (Act No. 37 of 2002)
· Compliance Requirements:
· Training content must cover regulatory requirements for financial advisors and intermediaries.
· Ensure that facilitators and assessors delivering the training have appropriate financial services knowledge and are registered as Key Individuals (KIs) or representatives, if applicable.
· Maintain a curriculum that includes compliance with FAIS Fit and Proper standards for competence, honesty, and operational ability.

4. Protection of Personal Information Act, 2013 (POPIA) (Act No. 4 of 2013)
· Compliance Requirements:
· Establish policies for protecting personal learner data, including consent mechanisms for data collection.
· Secure all records, including financial, academic, and personal information, against unauthorized access.
· Appoint an Information Officer to oversee compliance with POPIA regulations.

5. Basic Conditions of Employment Act, 1997 (Act No. 75 of 1997)
· Compliance Requirements:
· Adhere to labour laws governing facilitators, assessors, and administrative staff.
· Ensure compliance with employment contracts, working hours, leave entitlements, and fair labour practices.

6. Broad-Based Black Economic Empowerment Act, 2003 (B-BBEE) (Act No. 53 of 2003)
· Compliance Requirements:
· Demonstrate compliance with B-BBEE requirements, including contributions to skills development initiatives.
· Provide evidence of workplace integration and training opportunities for historically disadvantaged individuals.

7. Companies Act, 2008 (Act No. 71 of 2008)
· Compliance Requirements:
· Ensure the training provider is a registered legal entity with proper governance structures.
· Maintain accurate financial records and adhere to annual reporting requirements.

8. Consumer Protection Act, 2008 (Act No. 68 of 2008)
· Compliance Requirements:
· Provide clear and accurate information about training programmes, costs, and expected outcomes.
· Handle complaints and grievances in accordance with the act's guidelines.

9. Employment Equity Act, 1998 (Act No. 55 of 1998)
· Compliance Requirements:
· Ensure equitable representation of designated groups in training programmes and employment practices.
· Submit annual Employment Equity Reports if the provider qualifies as a designated employer.

10. South African Revenue Service (SARS) Compliance
· Compliance Requirements:
· Register with SARS for tax purposes, including VAT, PAYE, and Skills Development Levies.
· Submit annual and monthly tax returns and ensure compliance with SARS regulations.

11. Occupational Health and Safety Act, 1993 (Act No. 85 of 1993)
· Compliance Requirements:
· Maintain a safe learning environment, ensuring compliance with health and safety standards.
· Conduct regular risk assessments and train staff and learners on health and safety practices.

12. Unemployment Insurance Act, 2001 (Act No. 63 of 2001)
· Compliance Requirements:
· Register employees for UIF and ensure monthly contributions are made.
· Provide necessary UIF documentation for employees when required.

13. Higher Education Act, 1997 (Act No. 101 of 1997)
· Compliance Requirements:
· If applicable, register as a private higher education institution if offering accredited higher education qualifications.
· Adhere to the standards and quality assurance requirements set by the Council on Higher Education (CHE).

14. Tax Administration Act, 2011 (Act No. 28 of 2011)
· Compliance Requirements:
· Keep detailed records of financial transactions related to training programmes.
· Ensure timely submission of tax documents and maintain compliance with tax regulations.

By adhering to these legislative requirements, training providers demonstrate their commitment to delivering high-quality, legally compliant training aligned with national and sectoral standards.



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 Key QCTO Organizational Requirements for Accreditation
	Category
	Requirement

	Legal and Administrative
	- Must be a registered legal entity (e.g., company, NGO, or trust) with appropriate governance structures.

	
	- Proof of registration with the relevant national authority (e.g., CIPC in South Africa).

	
	- Valid tax clearance certificate from the South African Revenue Service (SARS).

	
	- Adequate financial resources to sustain training activities.

	Learning Programme
	- Structured learning programme aligned to the occupational qualification’s curriculum and assessment specifications.

	
	- Compliance with the Occupational Qualification Document (OQD), Curriculum Document, and Qualification Assessment Specification (QAS).

	Facilities and Equipment
	- Access to adequate physical or virtual facilities for effective learning delivery (e.g., classrooms, workshops, or labs).

	
	- Provision of tools, equipment, and learning resources specified in the curriculum.

	
	- Health and safety measures in place for learners and staff.

	Staff and Facilitators
	- Qualified facilitators, assessors, and moderators registered with the relevant Assessment Quality Partner (AQP).

	
	- Proof of staff qualifications and experience in the field of the occupational qualification.

	Policies and Procedures
	- Quality management policies and procedures, including:

	
	- Admission criteria and learner enrolment processes.

	
	- Learner support services and remediation processes.

	
	- Internal and external moderation of assessments.

	
	- Complaints and appeals processes for learners.

	
	- Record-keeping and data management systems for tracking learner progress and outcomes.

	Compliance with QCTO Standards
	- Alignment with QCTO’s Quality Assurance Framework and compliance with the Skills Development Act and Regulations.

	
	- Regular internal reviews to ensure ongoing compliance with QCTO accreditation requirements.

	Stakeholder Partnerships
	- Collaboration with workplaces to facilitate structured workplace-based learning, as required by the occupational qualification.

	
	- Signed agreements with host employers or workplace partners.


Providers must prepare documentation demonstrating compliance with these requirements and undergo a site visit by the QCTO or delegated entity to verify the adequacy of their systems, resources, and infrastructure before accreditation is granted.



	ASSESSMENT CENTRE

	Assessment centres are registered to conduct the External Integrated Summative Assessments (EISA) The criteria that the assessment centres must meet is set out in the Qualification Assessment Specification (QAS). A valid and approved QAS is registered on the QCTO Website for each Occupational Qualification.
As described in the Qualification Assessment Specification (QAS)
The following is the minimum criteria set out in the QAS associated with the Higher Occupational Certificate: Financial Services Practitioner:

	TOOLS AND EQUIPMENT

	Setting up an assessment centre for an External Integrated Summative written assessment requires careful planning and consideration of various factors. Here are the minimum requirements:
· Space: Sufficient space should be available to accommodate all participants comfortably. The area should be quiet and free from distractions to ensure a conducive environment for writing.
· Desks/Tables and Chairs: Ample desks or tables and chairs should be provided for each participant to write comfortably. The furniture should be ergonomic to support prolonged periods of writing.
· Writing Materials: Ensure an adequate supply of writing materials such as pens, pencils, erasers, and rulers for all participants. Consider providing additional materials in case of emergencies or shortages.
· Lighting: Proper lighting is essential to prevent eye strain and facilitate reading and writing. Natural light and adjustable artificial lighting should be available to accommodate varying preferences and needs.
· Temperature Control: The assessment centre should be temperature-controlled to ensure a comfortable environment for participants. Heating or cooling systems should be in place to maintain an appropriate temperature throughout the assessment period.
· Accessibility: The venue should be accessible to all participants, including individuals with disabilities. This includes wheelchair access, ramps, elevators, and accessible restroom facilities.
· Security Measures: Implement security measures to maintain the integrity of the assessment process. This may include monitoring systems, secure storage for personal belongings, and procedures to prevent cheating or unauthorized assistance.
· Quiet Environment: Ensure that the assessment centre is located away from noisy areas to minimize distractions. Consider soundproofing or using partition walls if necessary to create separate testing areas.
· Timing Devices: Provide timing devices such as clocks or timers to help participants manage their time effectively during the assessment. Clear instructions should be given regarding the timing and duration of each section.
· Refreshments: Consider providing refreshments such as water and snacks to keep participants hydrated and energized during the assessment. However, ensure that food and drinks are allowed in the assessment area without compromising the integrity of the assessment.
· Signage and Directions: Clearly display signs and directions to guide participants to the assessment centre and relevant facilities within the venue. This will help prevent confusion and ensure a smooth experience for all participants.
· Emergency Procedures: Establish and communicate emergency procedures to ensure the safety and well-being of participants in case of unforeseen circumstances. This includes procedures for evacuations, medical emergencies, and other potential incidents.
In addition to the basic requirements there are specific physical tools, equipment, and digital technology needed to support the assessment process effectively:
· Computers or Laptops: Provide computers or laptops equipped with word processing software for participants who prefer to type their responses rather than handwrite them. Ensure that these devices are in good working condition and have the necessary software installed.
· Internet Access: If the assessment involves online research or access to digital resources, ensure that reliable internet access is available. This is particularly important if participants are required to submit their responses electronically.
· Printers and Scanners: Have printers and scanners available for participants who need to print or scan documents during the assessment. This allows for the creation of hard copies of responses or the digitization of handwritten work if necessary.
· Projection Equipment: If the assessment includes presentations or multimedia components, provide projection equipment such as projectors and screens to display content to participants and assessors.
· Audiovisual Equipment: Ensure that audiovisual equipment such as microphones, speakers, and audio recording devices are available if the assessment involves listening or speaking tasks. This ensures clear communication and facilitates assessment of oral skills.
· Data Storage Devices: Have data storage devices such as USB flash drives or external hard drives available for participants to save their work if needed. This ensures that participants can securely store their files and access them later if necessary.
· Backup Power Supply: Install backup power supplies such as uninterruptible power supply (UPS) units to prevent disruption in case of power outages. This ensures that assessment activities can continue without interruption and that participants' work is not lost.
· Document Cameras or Visualizers: Provide document cameras or visualizers to display handwritten work or physical documents to assessors or the entire group if necessary. This allows for the sharing of written responses and facilitates discussions during the assessment.
· Headsets or Headphones: If the assessment includes listening tasks or requires participants to use audio materials, provide headsets or headphones to ensure privacy and minimize distractions.
Technical Support: Have technical support personnel available onsite to assist with any issues related to digital technology, software, or equipment during the assessment. This ensures that technical problems can be addressed promptly, minimizing disruptions to the assessment process.

	ACCESS TO EISA FOR CANDIDATES WITH SPECIAL NEEDS:

	In the case of candidates with special needs who have been allowed access to sit for the EISA for the Skills Development provider must inform the Assessment Quality Partner well in advance of the assessment regarding the details of the specific candidate needs. The AQP, in collaboration with the Assessment Centre will then make appropriate arrangements in line with accepted global and National standards. The following are some guiding principles.
When accommodating candidates with special needs who have been granted access to the External Integrated Summative Assessment (EISA) it's essential to ensure that the assessment process remains fair and equitable for all participants. Here are specific provisions that must be made to cater to the fair assessment of candidates with special needs:
•	Accessibility: Ensure that the assessment venue is accessible to candidates with physical disabilities. This includes providing ramps, elevators, accessible restrooms, and designated parking spaces for individuals with mobility impairments.
•	Alternative Formats: Provide assessment materials in alternative formats to accommodate candidates with visual impairments, such as large print, braille, or electronic text. Audio versions of assessment materials may also be necessary for candidates with print disabilities.
•	Assistive Technology: Make assistive technology available to candidates who require it, such as screen readers, magnification software, speech-to-text software, or alternative input devices. Ensure that these tools are compatible with the assessment platform and accessible to candidates during the assessment.
•	Extended Time: Consider granting extended time allowances for candidates with certain disabilities, such as visual impairments, learning disabilities, or physical impairments that affect writing speed or stamina. Extended time can provide these candidates with the opportunity to complete the assessment tasks without time-related barriers.
•	Quiet Environment: Provide a quiet and distraction-free environment for candidates who have difficulty concentrating due to sensory sensitivities or other disabilities. This may involve setting up separate testing rooms or providing noise-cancelling headphones to minimize distractions.
•	Scribe or Reader Assistance: Offer scribe or reader assistance to candidates who have difficulty writing or reading due to physical or cognitive impairments. A scribe can assist with transcribing candidates' responses, while a reader can help candidates access assessment materials or instructions.
•	Flexible Seating Arrangements: Allow candidates to choose seating arrangements that best accommodate their needs, such as adjustable desks or chairs, or seating near exits or restrooms for candidates with mobility impairments.
•	Specialised Instructions: Provide candidates with specialized instructions or accommodations based on their individual needs, as outlined in their accommodation plans or medical documentation. Clear communication and understanding of these accommodations are essential to ensure that candidates can fully participate in the assessment process.
•	Accessibility Features in Assessment Materials: Ensure that assessment materials, including written prompts, diagrams, and images, are designed with accessibility features in mind. This may include providing alternative text for images, using high-contrast colours, or avoiding reliance on visual cues for comprehension.
•	Training for Assessors: Provide training for assessors on how to effectively evaluate the performance of candidates with special needs and how to implement accommodations in a fair and unbiased manner. Assessors should be familiar with the specific needs of each candidate and understand how to assess their work accurately within the context of their disabilities.

	HUMAN RESOURCE REQUIREMENTS

	CRITERIA FOR SUBJECT MATTER EXPERTS (SME) 
SME’s may be assigned as developers, markers/assessors and moderators. 
The criteria for assessors/markers and moderators for the development/moderation of the EISA assessment instruments:
Each of the below categories must be determined by industry as required for each qualification; to be guided by the following criteria:
· Minimum three years’ experience in industry for developers, markers or assessors; evidence thereof required.
· Minimum of five years’ experience in industry for moderators; evidence thereof required.
· Occupational learning and development experience in related fields, evidence of active current practice, trained in assessment practice and recognised by the sector for experience and credibility.
· Active professional membership with professional designation is recommended.

(ak) Requirements for the EISA Developers:
· Educational Requirement: A minimum of an NQF Level 6 Qualification or equivalent qualification.
· Experiential Requirement: EISA Tool Developers 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.
(al) Requirements for the EISA Markers/Assessors:
· Educational Requirement: A minimum of a NQF Level 7
· Experiential Requirement: Markers/Assessors 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.
(am) Requirements for EISA Moderators (Pre and Post):

· Educational Requirement: A minimum of a NQF Level 7 

· Experiential Requirement: Moderators 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.



3.1.3 Exemptions
The following table outlines the specific short courses, qualifications, and/or work experience that could be considered for exemption from learning in the indicated knowledge modules:

Considerations for Exemptions:
· Recognition of Prior Learning (RPL): Learners with equivalent experience or informal learning must provide verifiable evidence (e.g., portfolio of evidence, employer reference letters).
· Alignment to Module Outcomes: Exemptions are granted only if prior learning or experience aligns with the specific outcomes and content of the module.
· Regulatory Compliance: Where applicable, learners must demonstrate compliance with sector-specific regulatory exams or certifications, such as FAIS or RE1/RE5.
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics.


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

	241301-001-01-PM-06
	Provide advice on and integrate Long Term Insurance into a Financial plans
	6
	10
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended



(a) Purpose of the Practical Skills Module:
The purpose of this practical skills module is to equip learners with the competencies required to assess, design, and integrate long-term insurance solutions into comprehensive financial plans. This includes evaluating client risks, customising insurance products, optimising tax efficiencies, and applying financial modelling techniques to align insurance coverage with client goals and circumstances. 
(b) List of Practical Skill Activities:
	PRACTICAL SKILL CODE
	ACTIVITY TITLE

	PM-06-PS01
	Conduct in-depth financial planning risk evaluations - including quantifying coverage needs for income replacement, debt obligations, and legacy planning.

	PM-06-PS02
	Customise insurance policies - incorporating riders and endorsements tailored to specific client needs.

	PM-06-PS03
	Structure long-term insurance solutions to maximize tax benefits - on premiums and payouts for individuals and beneficiaries.

	PM-06-PS04
	Use financial modelling and scenario analysis - to illustrate the impact of different insurance scenarios on overall financial plans, including death, disability, or critical illness.



[bookmark: _Hlk188189125](c) Scope of each Practical Skill Activity: 
	PM-06-PS01	CONDUCT IN-DEPTH FINANCIAL PLANNING RISK EVALUATIONS  

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	To simulate real-world conditions, learners should work with detailed case studies of clients at different life stages and financial situations. These scenarios should include realistic income streams, liabilities, and family dynamics. Learners must use tools like risk assessment calculators and budgeting software to quantify coverage needs, justify recommendations, and present their findings in simulated client meetings.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0101
	Collect Comprehensive Client Data: Gather detailed information on income, expenses, assets, liabilities, and financial goals.

	PA0102
	Assess Financial Risks: Identify potential risks such as loss of income, outstanding debts, and family dependency needs.

	PA0103
	Calculate Coverage Requirements: Use financial formulas to quantify income replacement needs, debt coverage amounts, and legacy planning goals.

	PA0104
	Prioritize Risks: Rank risks based on their likelihood and financial impact to focus on critical coverage areas.

	PA0105
	Document and Communicate Findings: Provide clients with a clear summary of identified risks and recommended coverage needs.



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

	AK0101
	Risk Assessment Tools: Master the use of calculators and software to evaluate income replacement needs and future financial obligations.

	AK0102
	Financial Prioritisation Frameworks: Learn techniques to prioritise risks based on their financial impact and likelihood.

	AK0103
	Scenario Analysis: Apply methods to simulate different risk scenarios, such as unexpected death or disability, to identify coverage gaps.



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

	IAC0101
	Comprehensive client data is collected by gathering detailed information on income, expenses, assets, liabilities, and financial goals.

	IAC0102
	Financial risks are assessed by identifying potential risks such as loss of income, outstanding debts, and family dependency needs.

	IAC0103
	Coverage requirements are calculated using financial formulas to quantify income replacement needs, debt coverage amounts, and legacy planning goals.

	IAC0104
	Risks are prioritized by ranking them based on their likelihood and financial impact to focus on critical coverage areas.

	IAC0105
	Findings are documented and communicated by providing clients with a clear summary of identified risks and recommended coverage needs.



(c) Scope of each Practical Skill Activity: 
	PM-06-PS02	CUSTOMISE INSURANCE POLICIES  

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	The learning environment should simulate actual insurance platforms or policy customization tools. Participants should be provided with mock client profiles detailing health conditions, financial goals, and family responsibilities. They must analyse policy options, select appropriate riders (e.g., critical illness cover or accidental death), and explain their choices to simulated clients during role-play exercises.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0201
	Identify Client-Specific Needs: Analyse individual circumstances to determine additional coverage requirements, such as critical illness or accidental death.

	PA0202
	Evaluate Policy Options: Compare different policies and riders available in the market to find those that align with client goals.

	PA0203
	Incorporate Riders and Endorsements: Add optional benefits like waiver of premium, disability cover, or funeral benefits as per client requirements.

	PA0204
	Optimize Policy Features: Adjust policy terms, such as coverage amount and duration, to balance affordability with comprehensive protection.

	PA0205
	Communicate Policy Customizations: Clearly explain the benefits and costs of customizations to the client, ensuring informed decision-making.



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

	AK0201
	Policy Comparison Tools: Use comparative analysis techniques to evaluate different policies and riders for suitability.

	AK0202
	Customization Guidelines: Apply rules for selecting and integrating riders like critical illness cover, disability benefits, or premium waivers.

	AK0203
	Client-Centric Solutions: Master the process of aligning policy features with client-specific goals and risk profiles.



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

	IAC0201
	Client-specific needs are identified by analysing individual circumstances to determine additional coverage requirements, such as critical illness or accidental death.

	IAC0202
	Policy options are evaluated by comparing different policies and riders available in the market to find those that align with client goals.

	IAC0203
	Riders and endorsements are incorporated by adding optional benefits like waiver of premium, disability cover, or funeral benefits as per client requirements.

	IAC0204
	Policy features are optimized by adjusting terms such as coverage amount and duration to balance affordability with comprehensive protection.

	IAC0205
	Policy customizations are communicated by clearly explaining the benefits and costs of customizations to the client, ensuring informed decision-making.



(c) Scope of each Practical Skill Activity: 
	PM-06-PS03	STRUCTURE LONG-TERM INSURANCE SOLUTIONS TO MAXIMIZE TAX BENEFITS 

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	Learners should work on scenarios that include various tax regulations and client-specific financial goals. They must calculate tax implications of insurance premiums and payouts, compare tax-efficient products, and recommend structured solutions. Simulations should include client presentations where learners explain their strategies and address tax-related concerns.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0301
	Research Applicable Tax Laws - Analyse local tax regulations governing insurance premiums, payouts, and exemptions (e.g., Section 10 of the Income Tax Act in South Africa).

	PA0302
	Select Tax-Efficient Products - Recommend policies that offer tax-deductible premiums or tax-free payouts where applicable.

	PA0303
	Optimize Beneficiary Designations - Structure beneficiary nominations to minimize estate duty and ensure efficient wealth transfer.

	PA0304
	Balance Tax Benefits and Coverage Needs - Design solutions that maximize tax advantages without compromising necessary coverage.

	PA0305
	Monitor Tax Changes - Stay updated on legislative amendments to adapt insurance solutions as required.



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

	AK0301
	Tax Regulation Analysis: Learn to interpret tax laws and calculate the tax implications of premiums and payouts.

	AK0302
	Beneficiary Structuring Techniques: Apply strategies for naming beneficiaries to reduce tax liabilities and avoid estate duty.

	AK0303
	Product Optimization: Use methods to select tax-efficient products, such as endowment policies or retirement-linked insurance.



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

	IAC0301
	Applicable tax laws are researched by analyzing local tax regulations governing insurance premiums, payouts, and exemptions (e.g., Section 10 of the Income Tax Act in South Africa).

	IAC0302
	Tax-efficient products are selected by recommending policies that offer tax-deductible premiums or tax-free payouts where applicable.

	IAC0303
	Beneficiary designations are optimized by structuring nominations to minimize estate duty and ensure efficient wealth transfer.

	IAC0304
	Tax benefits and coverage needs are balanced by designing solutions that maximize tax advantages without compromising necessary coverage.

	IAC0305
	Tax changes are monitored by staying updated on legislative amendments to adapt insurance solutions as required.



(c) Scope of each Practical Skill Activity: 
	PM-06-PS04	USE FINANCIAL MODELLING AND SCENARIO ANALYSIS 

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	The training environment should provide access to financial modelling software or spreadsheets preloaded with templates. Learners should work with diverse client scenarios, input data, and create "what-if" analyses for various life events. They should present their findings visually (e.g., charts) to simulated clients, explaining potential financial outcomes and adjustments.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0401
	Define Scenarios: Identify key risk scenarios such as death, disability, or diagnosis of a critical illness and their potential financial implications.

	PA0402
	Develop Financial Models: Use software tools to model income flows, expense projections, and insurance payouts under each scenario.

	PA0403
	Analyse Impact on Financial Goals: Evaluate how each scenario affects key financial objectives, such as retirement savings or debt repayment.

	PA0404
	Present Scenario Outcomes: Create visual representations (e.g., charts and graphs) to help clients understand the impact of various scenarios.

	PA0405
	Refine Recommendations: Adjust insurance solutions based on scenario analysis results to optimize protection and financial resilience.



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

	AK0401
	Financial Modelling Software: Gain proficiency in tools like Excel or specialized financial planning software for scenario modelling.

	AK0402
	Visual Data Presentation: Learn to create graphs, charts, and dashboards to visually communicate scenario outcomes.

	AK0403
	Impact Analysis: Apply techniques to calculate and explain the effects of various events on income, savings, and expenses.



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

	IAC0401
	Scenarios are defined by identifying key risk scenarios such as death, disability, or diagnosis of a critical illness and their potential financial implications.

	IAC0402
	Financial models are developed using software tools to model income flows, expense projections, and insurance payouts under each scenario.

	IAC0403
	Impacts on financial goals are analysed by evaluating how each scenario affects key financial objectives, such as retirement savings or debt repayment.

	IAC0404
	Scenario outcomes are presented by creating visual representations (e.g., charts and graphs) to help clients understand the impact of various scenarios.

	IAC0105
	Recommendations are refined by adjusting insurance solutions based on scenario analysis results to optimize protection and financial resilience.



3.1.2. Criteria for accreditation 
The training will be delivered in various teaching and learning modes as specified in each module. The following are globally recognised definitions delineating each of these teaching and learning modes:
Definitions of Learning and Teaching Modes:
· Distance Teaching and Learning:
A mode of education where learners and instructors are physically separated, relying on asynchronous or synchronous communication through various means, such as online platforms, printed materials, or telecommunication.
· Computer-Based Teaching and Learning:
A technology-driven mode where learners engage with educational content through computers, often using interactive software, simulations, or e-learning platforms without requiring direct instructor interaction.
· Face-to-Face Teaching and Learning:
A traditional mode where learners and instructors interact in person, typically in a physical classroom or similar setting, allowing real-time interaction and immediate feedback.
· Blended Teaching and Learning:
A hybrid approach combining face-to-face and online learning, leveraging the strengths of both methods to enhance flexibility, engagement, and accessibility.

Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	· Reliable internet connectivity: Essential for distance and computer-based teaching and required for the online components of blended learning.
· Learning Management System (LMS): Platforms such as Moodle or Blackboard are essential for organising, delivering, and tracking online and blended learning.
· Communication tools: Includes email, messaging apps, and video conferencing platforms such as Zoom or MS Teams, used especially in distance and blended learning.
· Multimedia resources: Digital presentations, online videos, interactive e-learning software, and simulations for online modes; projectors, whiteboards, and printed materials for face-to-face learning.
· Provider hardware: Computers or laptops with webcams, microphones, and printers for content creation and delivery across all modes.
· Learner hardware: Devices such as computers, laptops, or mobile devices with reliable internet for accessing online content in distance, computer-based, and blended learning. 
· Applicable software applications: Word processing tools, spreadsheets, presentations, e-learning platforms, and digital communication software.
· Learning materials: Digital content such as e-books, quizzes, simulations, or printed resources depending on the mode of delivery.
· Physical infrastructure: A classroom or training space with tables, chairs, adequate lighting, and teaching tools for face-to-face and blended delivery.
· Technical support: IT assistance to manage and troubleshoot issues related to digital tools, platforms, and connectivity in computer-based, distance, and blended learning.

	CONSUMABLES 
	· Curriculum-aligned learning materials: May include printed or digital study guides, workbooks, handouts, and assessments appropriate to the mode of delivery.
· Stationery for provider use: Pens, markers, flip charts, whiteboard markers, paper, and envelopes for classroom activities and administrative correspondence.
· Stationery for learners: Notebooks, pens, pencils, rulers, and personal writing materials for note-taking and assignments during face-to-face and blended sessions.
· Printer ink and paper: Required for printing learning materials, certificates, tests, and worksheets, especially in face-to-face and blended modes.
· Electricity supply: Essential for powering devices, projectors, lighting, and internet access across all teaching modes.
· Data and internet bundles: Required for digital communication, online assessments, and learner engagement in distance, computer-based, and blended learning.
· Teaching aids: Includes both physical tools (e.g., charts, flashcards) and digital resources (e.g., videos, e-books, simulations) depending on the teaching strategy.
· Assessment materials: Printed tests, project templates, and digital quizzes aligned to learning outcomes across the different delivery modes.
· Maintenance supplies: Cleaning materials and basic equipment maintenance items for classrooms and IT infrastructure.
· Batteries and power backup: Required for uninterrupted delivery, particularly where technology such as projectors, microphones, or computers are used.



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 6 Qualification and have appropriate technical work experience in the financial services sector.
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 TEACHING: 1:25
NON-CONTACT TEACHING: 1:50


Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	To deliver training for the Higher Occupational Certificate for Financial Services Practitioners, training providers must comply with specific legislative requirements related to the financial services sector, education, labour laws, and business operation standards. Below is a comprehensive list of key legislative acts, along with their compliance requirements:

1. Skills Development Act, 1998 (Act No. 97 of 1998)
· Compliance Requirements:
· Register with the relevant Sector Education and Training Authority (SETA) to facilitate skills development programmes.
· Submit annual training reports to SETA and implement workplace skills plans.
· Ensure alignment of training programmes with the National Qualifications Framework (NQF) and QCTO standards.
· Adhere to requirements for skills development levies, including registration with SARS for levy contributions.

2. National Qualifications Framework Act, 2008 (Act No. 67 of 2008)
· Compliance Requirements:
· Align learning programmes with NQF levels, specifically at NQF Level 6 for the targeted qualification.
· Ensure compliance with policies and guidelines issued by the South African Qualifications Authority (SAQA) and the QCTO.
· Accurately register learner achievements on the National Learner Records Database (NLRD).

3. Financial Advisory and Intermediary Services Act, 2002 (FAIS Act) (Act No. 37 of 2002)
· Compliance Requirements:
· Training content must cover regulatory requirements for financial advisors and intermediaries.
· Ensure that facilitators and assessors delivering the training have appropriate financial services knowledge and are registered as Key Individuals (KIs) or representatives, if applicable.
· Maintain a curriculum that includes compliance with FAIS Fit and Proper standards for competence, honesty, and operational ability.

4. Protection of Personal Information Act, 2013 (POPIA) (Act No. 4 of 2013)
· Compliance Requirements:
· Establish policies for protecting personal learner data, including consent mechanisms for data collection.
· Secure all records, including financial, academic, and personal information, against unauthorized access.
· Appoint an Information Officer to oversee compliance with POPIA regulations.

5. Basic Conditions of Employment Act, 1997 (Act No. 75 of 1997)
· Compliance Requirements:
· Adhere to labour laws governing facilitators, assessors, and administrative staff.
· Ensure compliance with employment contracts, working hours, leave entitlements, and fair labour practices.

6. Broad-Based Black Economic Empowerment Act, 2003 (B-BBEE) (Act No. 53 of 2003)
· Compliance Requirements:
· Demonstrate compliance with B-BBEE requirements, including contributions to skills development initiatives.
· Provide evidence of workplace integration and training opportunities for historically disadvantaged individuals.

7. Companies Act, 2008 (Act No. 71 of 2008)
· Compliance Requirements:
· Ensure the training provider is a registered legal entity with proper governance structures.
· Maintain accurate financial records and adhere to annual reporting requirements.

8. Consumer Protection Act, 2008 (Act No. 68 of 2008)
· Compliance Requirements:
· Provide clear and accurate information about training programmes, costs, and expected outcomes.
· Handle complaints and grievances in accordance with the act's guidelines.

9. Employment Equity Act, 1998 (Act No. 55 of 1998)
· Compliance Requirements:
· Ensure equitable representation of designated groups in training programmes and employment practices.
· Submit annual Employment Equity Reports if the provider qualifies as a designated employer.

10. South African Revenue Service (SARS) Compliance
· Compliance Requirements:
· Register with SARS for tax purposes, including VAT, PAYE, and Skills Development Levies.
· Submit annual and monthly tax returns and ensure compliance with SARS regulations.

11. Occupational Health and Safety Act, 1993 (Act No. 85 of 1993)
· Compliance Requirements:
· Maintain a safe learning environment, ensuring compliance with health and safety standards.
· Conduct regular risk assessments and train staff and learners on health and safety practices.

12. Unemployment Insurance Act, 2001 (Act No. 63 of 2001)
· Compliance Requirements:
· Register employees for UIF and ensure monthly contributions are made.
· Provide necessary UIF documentation for employees when required.

13. Higher Education Act, 1997 (Act No. 101 of 1997)
· Compliance Requirements:
· If applicable, register as a private higher education institution if offering accredited higher education qualifications.
· Adhere to the standards and quality assurance requirements set by the Council on Higher Education (CHE).

14. Tax Administration Act, 2011 (Act No. 28 of 2011)
· Compliance Requirements:
· Keep detailed records of financial transactions related to training programmes.
· Ensure timely submission of tax documents and maintain compliance with tax regulations.

By adhering to these legislative requirements, training providers demonstrate their commitment to delivering high-quality, legally compliant training aligned with national and sectoral standards.



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 Key QCTO Organizational Requirements for Accreditation
	Category
	Requirement

	Legal and Administrative
	- Must be a registered legal entity (e.g., company, NGO, or trust) with appropriate governance structures.

	
	- Proof of registration with the relevant national authority (e.g., CIPC in South Africa).

	
	- Valid tax clearance certificate from the South African Revenue Service (SARS).

	
	- Adequate financial resources to sustain training activities.

	Learning Programme
	- Structured learning programme aligned to the occupational qualification’s curriculum and assessment specifications.

	
	- Compliance with the Occupational Qualification Document (OQD), Curriculum Document, and Qualification Assessment Specification (QAS).

	Facilities and Equipment
	- Access to adequate physical or virtual facilities for effective learning delivery (e.g., classrooms, workshops, or labs).

	
	- Provision of tools, equipment, and learning resources specified in the curriculum.

	
	- Health and safety measures in place for learners and staff.

	Staff and Facilitators
	- Qualified facilitators, assessors, and moderators registered with the relevant Assessment Quality Partner (AQP).

	
	- Proof of staff qualifications and experience in the field of the occupational qualification.

	Policies and Procedures
	- Quality management policies and procedures, including:

	
	- Admission criteria and learner enrolment processes.

	
	- Learner support services and remediation processes.

	
	- Internal and external moderation of assessments.

	
	- Complaints and appeals processes for learners.

	
	- Record-keeping and data management systems for tracking learner progress and outcomes.

	Compliance with QCTO Standards
	- Alignment with QCTO’s Quality Assurance Framework and compliance with the Skills Development Act and Regulations.

	
	- Regular internal reviews to ensure ongoing compliance with QCTO accreditation requirements.

	Stakeholder Partnerships
	- Collaboration with workplaces to facilitate structured workplace-based learning, as required by the occupational qualification.

	
	- Signed agreements with host employers or workplace partners.


Providers must prepare documentation demonstrating compliance with these requirements and undergo a site visit by the QCTO or delegated entity to verify the adequacy of their systems, resources, and infrastructure before accreditation is granted.



	ASSESSMENT CENTRE

	Assessment centres are registered to conduct the External Integrated Summative Assessments (EISA) The criteria that the assessment centres must meet is set out in the Qualification Assessment Specification (QAS). A valid and approved QAS is registered on the QCTO Website for each Occupational Qualification.
As described in the Qualification Assessment Specification (QAS)
The following is the minimum criteria set out in the QAS associated with the Higher Occupational Certificate: Financial Services Practitioner:

	TOOLS AND EQUIPMENT

	Setting up an assessment centre for an External Integrated Summative written assessment requires careful planning and consideration of various factors. Here are the minimum requirements:
· Space: Sufficient space should be available to accommodate all participants comfortably. The area should be quiet and free from distractions to ensure a conducive environment for writing.
· Desks/Tables and Chairs: Ample desks or tables and chairs should be provided for each participant to write comfortably. The furniture should be ergonomic to support prolonged periods of writing.
· Writing Materials: Ensure an adequate supply of writing materials such as pens, pencils, erasers, and rulers for all participants. Consider providing additional materials in case of emergencies or shortages.
· Lighting: Proper lighting is essential to prevent eye strain and facilitate reading and writing. Natural light and adjustable artificial lighting should be available to accommodate varying preferences and needs.
· Temperature Control: The assessment centre should be temperature-controlled to ensure a comfortable environment for participants. Heating or cooling systems should be in place to maintain an appropriate temperature throughout the assessment period.
· Accessibility: The venue should be accessible to all participants, including individuals with disabilities. This includes wheelchair access, ramps, elevators, and accessible restroom facilities.
· Security Measures: Implement security measures to maintain the integrity of the assessment process. This may include monitoring systems, secure storage for personal belongings, and procedures to prevent cheating or unauthorized assistance.
· Quiet Environment: Ensure that the assessment centre is located away from noisy areas to minimize distractions. Consider soundproofing or using partition walls if necessary to create separate testing areas.
· Timing Devices: Provide timing devices such as clocks or timers to help participants manage their time effectively during the assessment. Clear instructions should be given regarding the timing and duration of each section.
· Refreshments: Consider providing refreshments such as water and snacks to keep participants hydrated and energized during the assessment. However, ensure that food and drinks are allowed in the assessment area without compromising the integrity of the assessment.
· Signage and Directions: Clearly display signs and directions to guide participants to the assessment centre and relevant facilities within the venue. This will help prevent confusion and ensure a smooth experience for all participants.
· Emergency Procedures: Establish and communicate emergency procedures to ensure the safety and well-being of participants in case of unforeseen circumstances. This includes procedures for evacuations, medical emergencies, and other potential incidents.
In addition to the basic requirements there are specific physical tools, equipment, and digital technology needed to support the assessment process effectively:
· Computers or Laptops: Provide computers or laptops equipped with word processing software for participants who prefer to type their responses rather than handwrite them. Ensure that these devices are in good working condition and have the necessary software installed.
· Internet Access: If the assessment involves online research or access to digital resources, ensure that reliable internet access is available. This is particularly important if participants are required to submit their responses electronically.
· Printers and Scanners: Have printers and scanners available for participants who need to print or scan documents during the assessment. This allows for the creation of hard copies of responses or the digitization of handwritten work if necessary.
· Projection Equipment: If the assessment includes presentations or multimedia components, provide projection equipment such as projectors and screens to display content to participants and assessors.
· Audiovisual Equipment: Ensure that audiovisual equipment such as microphones, speakers, and audio recording devices are available if the assessment involves listening or speaking tasks. This ensures clear communication and facilitates assessment of oral skills.
· Data Storage Devices: Have data storage devices such as USB flash drives or external hard drives available for participants to save their work if needed. This ensures that participants can securely store their files and access them later if necessary.
· Backup Power Supply: Install backup power supplies such as uninterruptible power supply (UPS) units to prevent disruption in case of power outages. This ensures that assessment activities can continue without interruption and that participants' work is not lost.
· Document Cameras or Visualizers: Provide document cameras or visualizers to display handwritten work or physical documents to assessors or the entire group if necessary. This allows for the sharing of written responses and facilitates discussions during the assessment.
· Headsets or Headphones: If the assessment includes listening tasks or requires participants to use audio materials, provide headsets or headphones to ensure privacy and minimize distractions.
Technical Support: Have technical support personnel available onsite to assist with any issues related to digital technology, software, or equipment during the assessment. This ensures that technical problems can be addressed promptly, minimizing disruptions to the assessment process.

	ACCESS TO EISA FOR CANDIDATES WITH SPECIAL NEEDS:

	In the case of candidates with special needs who have been allowed access to sit for the EISA for the Skills Development provider must inform the Assessment Quality Partner well in advance of the assessment regarding the details of the specific candidate needs. The AQP, in collaboration with the Assessment Centre will then make appropriate arrangements in line with accepted global and National standards. The following are some guiding principles.
When accommodating candidates with special needs who have been granted access to the External Integrated Summative Assessment (EISA) it's essential to ensure that the assessment process remains fair and equitable for all participants. Here are specific provisions that must be made to cater to the fair assessment of candidates with special needs:
•	Accessibility: Ensure that the assessment venue is accessible to candidates with physical disabilities. This includes providing ramps, elevators, accessible restrooms, and designated parking spaces for individuals with mobility impairments.
•	Alternative Formats: Provide assessment materials in alternative formats to accommodate candidates with visual impairments, such as large print, braille, or electronic text. Audio versions of assessment materials may also be necessary for candidates with print disabilities.
•	Assistive Technology: Make assistive technology available to candidates who require it, such as screen readers, magnification software, speech-to-text software, or alternative input devices. Ensure that these tools are compatible with the assessment platform and accessible to candidates during the assessment.
•	Extended Time: Consider granting extended time allowances for candidates with certain disabilities, such as visual impairments, learning disabilities, or physical impairments that affect writing speed or stamina. Extended time can provide these candidates with the opportunity to complete the assessment tasks without time-related barriers.
•	Quiet Environment: Provide a quiet and distraction-free environment for candidates who have difficulty concentrating due to sensory sensitivities or other disabilities. This may involve setting up separate testing rooms or providing noise-cancelling headphones to minimize distractions.
•	Scribe or Reader Assistance: Offer scribe or reader assistance to candidates who have difficulty writing or reading due to physical or cognitive impairments. A scribe can assist with transcribing candidates' responses, while a reader can help candidates access assessment materials or instructions.
•	Flexible Seating Arrangements: Allow candidates to choose seating arrangements that best accommodate their needs, such as adjustable desks or chairs, or seating near exits or restrooms for candidates with mobility impairments.
•	Specialised Instructions: Provide candidates with specialized instructions or accommodations based on their individual needs, as outlined in their accommodation plans or medical documentation. Clear communication and understanding of these accommodations are essential to ensure that candidates can fully participate in the assessment process.
•	Accessibility Features in Assessment Materials: Ensure that assessment materials, including written prompts, diagrams, and images, are designed with accessibility features in mind. This may include providing alternative text for images, using high-contrast colours, or avoiding reliance on visual cues for comprehension.
•	Training for Assessors: Provide training for assessors on how to effectively evaluate the performance of candidates with special needs and how to implement accommodations in a fair and unbiased manner. Assessors should be familiar with the specific needs of each candidate and understand how to assess their work accurately within the context of their disabilities.

	HUMAN RESOURCE REQUIREMENTS

	CRITERIA FOR SUBJECT MATTER EXPERTS (SME) 
SME’s may be assigned as developers, markers/assessors and moderators. 
The criteria for assessors/markers and moderators for the development/moderation of the EISA assessment instruments:
Each of the below categories must be determined by industry as required for each qualification; to be guided by the following criteria:
· Minimum three years’ experience in industry for developers, markers or assessors; evidence thereof required.
· Minimum of five years’ experience in industry for moderators; evidence thereof required.
· Occupational learning and development experience in related fields, evidence of active current practice, trained in assessment practice and recognised by the sector for experience and credibility.
· Active professional membership with professional designation is recommended.

(an) Requirements for the EISA Developers:
· Educational Requirement: A minimum of an NQF Level 6 Qualification or equivalent qualification.
· Experiential Requirement: EISA Tool Developers 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.
(ao) Requirements for the EISA Markers/Assessors:
· Educational Requirement: A minimum of a NQF Level 7
· Experiential Requirement: Markers/Assessors 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.
(ap) Requirements for EISA Moderators (Pre and Post):

· Educational Requirement: A minimum of a NQF Level 7 

· Experiential Requirement: Moderators 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.



3.1.3 Exemptions
The following table outlines the specific short courses, qualifications, and/or work experience that could be considered for exemption from learning in the indicated knowledge modules:

Considerations for Exemptions:
· Recognition of Prior Learning (RPL): Learners with equivalent experience or informal learning must provide verifiable evidence (e.g., portfolio of evidence, employer reference letters).
· Alignment to Module Outcomes: Exemptions are granted only if prior learning or experience aligns with the specific outcomes and content of the module.
· Regulatory Compliance: Where applicable, learners must demonstrate compliance with sector-specific regulatory exams or certifications, such as FAIS or RE1/RE5.
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics.


Practical Module (PM) - 07
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-001-01-PM-07
	Provide advice on and integrate Healthcare Benefits into a Financial plan.
	6
	10
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended



(a) Purpose of the Practical Skills Module:
The purpose of this practical skills module is to enable learners to effectively assess and integrate healthcare benefits into individual and group financial plans. Learners will develop the ability to evaluate client needs, design tailored healthcare benefit solutions, analyse healthcare data for cost-efficiency, and ensure the seamless alignment of healthcare strategies with broader financial planning objectives. 
(b) List of Practical Skill Activities:
	PRACTICAL SKILL CODE
	ACTIVITY TITLE

	PM-07-PS01
	Tailor healthcare benefits to individual and family needs, balancing coverage levels, affordability, and access to quality healthcare.

	PM-07-PS02
	Develop group healthcare plans for employers, integrating wellness programmes and preventative care initiatives.

	PM-07-PS03
	Evaluate historical claims data to recommend cost-effective healthcare solutions that minimise out-of-pocket expenses.

	PM-07-PS04
	Align healthcare benefits with other financial plan components, such as retirement savings and insurance policies, to ensure comprehensive protection.



(c) Scope of each Practical Skill Activity: 
	PM-07-PS01	TAILOR HEALTHCARE BENEFITS TO INDIVIDUAL AND FAMILY NEEDS

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	Learners should work with case studies that include detailed healthcare needs, family demographics, and budget constraints. They must analyse healthcare plans, customize coverage, and provide simulated client consultations where they explain the trade-offs and benefits of their recommendations.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0101
	Assess Healthcare Needs: Gather detailed information about the individual’s or family’s health conditions, lifestyle, and anticipated medical requirements.

	PA0102
	Compare Plan Options: Evaluate various healthcare plans for coverage levels, network availability, and affordability.

	PA0103
	Customize Coverage: Select specific benefits, such as chronic illness coverage or maternity care, to align with the client’s priorities.

	PA0104
	Analyse Cost Implications: Balance premiums, deductibles, and co-payments to create an affordable plan without compromising quality care.

	PA0105
	Communicate Recommendations: Present tailored options to clients, clearly explaining the benefits and trade-offs of each plan.



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

	AK0101
	Healthcare Cost Analysis: Master the ability to project healthcare expenses based on age, lifestyle, and medical history.

	AK0102
	Plan Evaluation Frameworks: Learn to assess healthcare plans for affordability, network quality, and coverage gaps.

	AK0103
	Custom Benefit Design: Apply methods to adjust coverage levels and co-pay structures to align with client budgets and needs.



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

	IAC0101
	Healthcare needs are assessed by gathering detailed information about the individual’s or family’s health conditions, lifestyle, and anticipated medical requirements.

	IAC0102
	Plan options are compared by evaluating various healthcare plans for coverage levels, network availability, and affordability.

	IAC0103
	Coverage is customized by selecting specific benefits, such as chronic illness coverage or maternity care, to align with the client’s priorities.

	IAC0104
	Cost implications are analysed by balancing premiums, deductibles, and co-payments to create an affordable plan without compromising quality care.

	IAC0105
	Recommendations are communicated by presenting tailored options to clients, clearly explaining the benefits and trade-offs of each plan.



(c) Scope of each Practical Skill Activity: 
	PM-07-PS02	DEVELOP GROUP HEALTHCARE PLANS FOR EMPLOYERS

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	The training should replicate an employer-client interaction by providing organizational data such as workforce demographics, budget limitations, and healthcare usage trends. Learners should design group healthcare plans, including wellness and preventative care initiatives, and present them to simulated employers in a professional setting.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0201
	Analyse Workforce Demographics: Assess employee needs based on age, income levels, health profiles, and job roles.

	PA0202
	Design Plan Structures: Develop group healthcare packages that include options for basic, enhanced, and supplementary coverage.

	PA0203
	Incorporate Wellness Programs: Integrate wellness initiatives, such as fitness incentives and mental health support, into the plan.

	PA0204
	Evaluate Preventative Care Benefits: Ensure the inclusion of preventative measures like screenings and vaccinations to reduce future claims.

	PA0205
	Present Solutions to Employers: Clearly communicate plan features and benefits, focusing on cost savings and employee satisfaction.



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

	AK0201
	Workforce Analysis: Learn techniques to segment employees by demographics and health needs to design appropriate plans.

	AK0202
	Wellness Programme Integration: Master strategies for incorporating fitness incentives, mental health services, and preventive care into plans.

	AK0203
	Cost-Benefit Modelling: Apply financial modelling to demonstrate the value of group plans and wellness programs to employers.



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

	IAC0201
	Workforce demographics are analysed by assessing employee needs based on age, income levels, health profiles, and job roles.

	IAC0202
	Plan structures are designed by developing group healthcare packages that include options for basic, enhanced, and supplementary coverage.

	IAC0203
	Wellness programs are incorporated by integrating initiatives such as fitness incentives and mental health support into the plan.

	IAC0204
	Preventative care benefits are evaluated by ensuring the inclusion of measures like screenings and vaccinations to reduce future claims.

	IAC0205
	Solutions are presented to employers by clearly communicating plan features and benefits, focusing on cost savings and employee satisfaction.



(c) Scope of each Practical Skill Activity: 
	PM-07-PS03	EVALUATE HISTORICAL CLAIMS DATA TO RECOMMEND COST-EFFECTIVE HEALTHCARE SOLUTIONS

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	The learning environment should provide anonymized historical claims data and client profiles. Learners must analyse data trends, identify cost drivers, and recommend adjustments to healthcare plans. Simulated client presentations should require justification of their decisions with evidence from their analysis.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0301
	Collect Claims Data: Review historical claims data to identify patterns and high-cost areas for the individual, family, or group.

	PA0302
	Analyse Cost Drivers: Determine the primary contributors to healthcare expenses, such as chronic conditions or high utilization rates.

	PA0303
	Identify Cost-Saving Opportunities: Recommend solutions, such as switching to network providers or introducing gap cover, to reduce out-of-pocket costs.

	PA0304
	Optimize Coverage Levels: Adjust benefits to focus on frequently used services while avoiding unnecessary or redundant coverage.

	PA0305
	Validate Recommendations: Cross-check proposed solutions with updated claims projections to ensure cost-effectiveness.



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

	AK0301
	Claims Data Analysis: Gain proficiency in identifying trends, high-cost claims, and patterns in healthcare utilization.

	AK0302
	Cost Reduction Strategies: Learn methods to recommend network providers, gap cover, or preventative care to reduce expenses.

	AK0303
	Data Visualization: Use tools to present claims analysis findings in a clear and actionable format.



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

	IAC0301
	Claims data is collected by reviewing historical claims data to identify patterns and high-cost areas for the individual, family, or group.

	IAC0302
	Cost drivers are analysed by determining the primary contributors to healthcare expenses, such as chronic conditions or high utilization rates.

	IAC0303
	Cost-saving opportunities are identified by recommending solutions such as switching to network providers or introducing gap cover to reduce out-of-pocket costs.

	IAC0304
	Coverage levels are optimized by adjusting benefits to focus on frequently used services while avoiding unnecessary or redundant coverage.

	IAC0305
	Recommendations are validated by cross-checking proposed solutions with updated claims projections to ensure cost-effectiveness.



(c) Scope of each Practical Skill Activity: 
	PM-07-PS04	ALIGN HEALTHCARE BENEFITS WITH OTHER FINANCIAL PLAN COMPONENTS

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	Learners should work with complex financial profiles that include existing healthcare benefits, retirement plans, and insurance policies. They must identify gaps, propose aligned solutions, and present comprehensive financial plans during simulated advisory sessions.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0401
	Analyse Financial Goals: Assess how healthcare expenses fit into the broader financial plan, including savings and insurance needs.

	PA0402
	Evaluate Existing Benefits: Review current healthcare coverage, retirement plans, and insurance policies for gaps and overlaps.

	PA0403
	Integrate Benefits: Coordinate healthcare benefits with other components, ensuring seamless protection across financial priorities.

	PA0404
	Plan for Future Needs: Account for anticipated healthcare expenses in retirement and integrate long-term care coverage.

	PA0405
	Communicate the Plan: Present the integrated financial strategy to the client, highlighting how healthcare aligns with overall financial security.



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

	AK0401
	Integration Mapping: Master techniques for aligning healthcare coverage with insurance and retirement plans to avoid overlaps or gaps.

	AK0402
	Cost Allocation Models: Apply methods to balance healthcare expenses with savings and insurance premiums.

	AK0403
	Scenario Integration: Use tools to simulate the impact of healthcare costs on retirement savings and insurance needs.



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

	IAC0401
	Financial goals are analysed by assessing how healthcare expenses fit into the broader financial plan, including savings and insurance needs.

	IAC0402
	Existing benefits are evaluated by reviewing current healthcare coverage, retirement plans, and insurance policies for gaps and overlaps.

	IAC0403
	Benefits are integrated by coordinating healthcare coverage with other components, ensuring seamless protection across financial priorities.

	IAC0404
	Future needs are planned for by accounting for anticipated healthcare expenses in retirement and integrating long-term care coverage.

	IAC0405
	The plan is communicated by presenting the integrated financial strategy to the client, highlighting how healthcare aligns with overall financial security.


3.1.2. Criteria for accreditation 
The training will be delivered in various teaching and learning modes as specified in each module. The following are globally recognised definitions delineating each of these teaching and learning modes:
Definitions of Learning and Teaching Modes:
· Distance Teaching and Learning:
A mode of education where learners and instructors are physically separated, relying on asynchronous or synchronous communication through various means, such as online platforms, printed materials, or telecommunication.
· Computer-Based Teaching and Learning:
A technology-driven mode where learners engage with educational content through computers, often using interactive software, simulations, or e-learning platforms without requiring direct instructor interaction.
· Face-to-Face Teaching and Learning:
A traditional mode where learners and instructors interact in person, typically in a physical classroom or similar setting, allowing real-time interaction and immediate feedback.
· Blended Teaching and Learning:
A hybrid approach combining face-to-face and online learning, leveraging the strengths of both methods to enhance flexibility, engagement, and accessibility.

Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	· Reliable internet connectivity: Essential for distance and computer-based teaching and required for the online components of blended learning.
· Learning Management System (LMS): Platforms such as Moodle or Blackboard are essential for organising, delivering, and tracking online and blended learning.
· Communication tools: Includes email, messaging apps, and video conferencing platforms such as Zoom or MS Teams, used especially in distance and blended learning.
· Multimedia resources: Digital presentations, online videos, interactive e-learning software, and simulations for online modes; projectors, whiteboards, and printed materials for face-to-face learning.
· Provider hardware: Computers or laptops with webcams, microphones, and printers for content creation and delivery across all modes.
· Learner hardware: Devices such as computers, laptops, or mobile devices with reliable internet for accessing online content in distance, computer-based, and blended learning. 
· Applicable software applications: Word processing tools, spreadsheets, presentations, e-learning platforms, and digital communication software.
· Learning materials: Digital content such as e-books, quizzes, simulations, or printed resources depending on the mode of delivery.
· Physical infrastructure: A classroom or training space with tables, chairs, adequate lighting, and teaching tools for face-to-face and blended delivery.
· Technical support: IT assistance to manage and troubleshoot issues related to digital tools, platforms, and connectivity in computer-based, distance, and blended learning.

	CONSUMABLES 
	· Curriculum-aligned learning materials: May include printed or digital study guides, workbooks, handouts, and assessments appropriate to the mode of delivery.
· Stationery for provider use: Pens, markers, flip charts, whiteboard markers, paper, and envelopes for classroom activities and administrative correspondence.
· Stationery for learners: Notebooks, pens, pencils, rulers, and personal writing materials for note-taking and assignments during face-to-face and blended sessions.
· Printer ink and paper: Required for printing learning materials, certificates, tests, and worksheets, especially in face-to-face and blended modes.
· Electricity supply: Essential for powering devices, projectors, lighting, and internet access across all teaching modes.
· Data and internet bundles: Required for digital communication, online assessments, and learner engagement in distance, computer-based, and blended learning.
· Teaching aids: Includes both physical tools (e.g., charts, flashcards) and digital resources (e.g., videos, e-books, simulations) depending on the teaching strategy.
· Assessment materials: Printed tests, project templates, and digital quizzes aligned to learning outcomes across the different delivery modes.
· Maintenance supplies: Cleaning materials and basic equipment maintenance items for classrooms and IT infrastructure.
· Batteries and power backup: Required for uninterrupted delivery, particularly where technology such as projectors, microphones, or computers are used.



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 6 Qualification and have appropriate technical work experience in the financial services sector.
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 TEACHING: 1:25
NON-CONTACT TEACHING: 1:50


Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	To deliver training for the Higher Occupational Certificate for Financial Services Practitioners, training providers must comply with specific legislative requirements related to the financial services sector, education, labour laws, and business operation standards. Below is a comprehensive list of key legislative acts, along with their compliance requirements:

1. Skills Development Act, 1998 (Act No. 97 of 1998)
· Compliance Requirements:
· Register with the relevant Sector Education and Training Authority (SETA) to facilitate skills development programmes.
· Submit annual training reports to SETA and implement workplace skills plans.
· Ensure alignment of training programmes with the National Qualifications Framework (NQF) and QCTO standards.
· Adhere to requirements for skills development levies, including registration with SARS for levy contributions.

2. National Qualifications Framework Act, 2008 (Act No. 67 of 2008)
· Compliance Requirements:
· Align learning programmes with NQF levels, specifically at NQF Level 6 for the targeted qualification.
· Ensure compliance with policies and guidelines issued by the South African Qualifications Authority (SAQA) and the QCTO.
· Accurately register learner achievements on the National Learner Records Database (NLRD).

3. Financial Advisory and Intermediary Services Act, 2002 (FAIS Act) (Act No. 37 of 2002)
· Compliance Requirements:
· Training content must cover regulatory requirements for financial advisors and intermediaries.
· Ensure that facilitators and assessors delivering the training have appropriate financial services knowledge and are registered as Key Individuals (KIs) or representatives, if applicable.
· Maintain a curriculum that includes compliance with FAIS Fit and Proper standards for competence, honesty, and operational ability.

4. Protection of Personal Information Act, 2013 (POPIA) (Act No. 4 of 2013)
· Compliance Requirements:
· Establish policies for protecting personal learner data, including consent mechanisms for data collection.
· Secure all records, including financial, academic, and personal information, against unauthorized access.
· Appoint an Information Officer to oversee compliance with POPIA regulations.

5. Basic Conditions of Employment Act, 1997 (Act No. 75 of 1997)
· Compliance Requirements:
· Adhere to labour laws governing facilitators, assessors, and administrative staff.
· Ensure compliance with employment contracts, working hours, leave entitlements, and fair labour practices.

6. Broad-Based Black Economic Empowerment Act, 2003 (B-BBEE) (Act No. 53 of 2003)
· Compliance Requirements:
· Demonstrate compliance with B-BBEE requirements, including contributions to skills development initiatives.
· Provide evidence of workplace integration and training opportunities for historically disadvantaged individuals.

7. Companies Act, 2008 (Act No. 71 of 2008)
· Compliance Requirements:
· Ensure the training provider is a registered legal entity with proper governance structures.
· Maintain accurate financial records and adhere to annual reporting requirements.

8. Consumer Protection Act, 2008 (Act No. 68 of 2008)
· Compliance Requirements:
· Provide clear and accurate information about training programmes, costs, and expected outcomes.
· Handle complaints and grievances in accordance with the act's guidelines.

9. Employment Equity Act, 1998 (Act No. 55 of 1998)
· Compliance Requirements:
· Ensure equitable representation of designated groups in training programmes and employment practices.
· Submit annual Employment Equity Reports if the provider qualifies as a designated employer.

10. South African Revenue Service (SARS) Compliance
· Compliance Requirements:
· Register with SARS for tax purposes, including VAT, PAYE, and Skills Development Levies.
· Submit annual and monthly tax returns and ensure compliance with SARS regulations.

11. Occupational Health and Safety Act, 1993 (Act No. 85 of 1993)
· Compliance Requirements:
· Maintain a safe learning environment, ensuring compliance with health and safety standards.
· Conduct regular risk assessments and train staff and learners on health and safety practices.

12. Unemployment Insurance Act, 2001 (Act No. 63 of 2001)
· Compliance Requirements:
· Register employees for UIF and ensure monthly contributions are made.
· Provide necessary UIF documentation for employees when required.

13. Higher Education Act, 1997 (Act No. 101 of 1997)
· Compliance Requirements:
· If applicable, register as a private higher education institution if offering accredited higher education qualifications.
· Adhere to the standards and quality assurance requirements set by the Council on Higher Education (CHE).

14. Tax Administration Act, 2011 (Act No. 28 of 2011)
· Compliance Requirements:
· Keep detailed records of financial transactions related to training programmes.
· Ensure timely submission of tax documents and maintain compliance with tax regulations.

By adhering to these legislative requirements, training providers demonstrate their commitment to delivering high-quality, legally compliant training aligned with national and sectoral standards.



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 Key QCTO Organizational Requirements for Accreditation
	Category
	Requirement

	Legal and Administrative
	- Must be a registered legal entity (e.g., company, NGO, or trust) with appropriate governance structures.

	
	- Proof of registration with the relevant national authority (e.g., CIPC in South Africa).

	
	- Valid tax clearance certificate from the South African Revenue Service (SARS).

	
	- Adequate financial resources to sustain training activities.

	Learning Programme
	- Structured learning programme aligned to the occupational qualification’s curriculum and assessment specifications.

	
	- Compliance with the Occupational Qualification Document (OQD), Curriculum Document, and Qualification Assessment Specification (QAS).

	Facilities and Equipment
	- Access to adequate physical or virtual facilities for effective learning delivery (e.g., classrooms, workshops, or labs).

	
	- Provision of tools, equipment, and learning resources specified in the curriculum.

	
	- Health and safety measures in place for learners and staff.

	Staff and Facilitators
	- Qualified facilitators, assessors, and moderators registered with the relevant Assessment Quality Partner (AQP).

	
	- Proof of staff qualifications and experience in the field of the occupational qualification.

	Policies and Procedures
	- Quality management policies and procedures, including:

	
	- Admission criteria and learner enrolment processes.

	
	- Learner support services and remediation processes.

	
	- Internal and external moderation of assessments.

	
	- Complaints and appeals processes for learners.

	
	- Record-keeping and data management systems for tracking learner progress and outcomes.

	Compliance with QCTO Standards
	- Alignment with QCTO’s Quality Assurance Framework and compliance with the Skills Development Act and Regulations.

	
	- Regular internal reviews to ensure ongoing compliance with QCTO accreditation requirements.

	Stakeholder Partnerships
	- Collaboration with workplaces to facilitate structured workplace-based learning, as required by the occupational qualification.

	
	- Signed agreements with host employers or workplace partners.


Providers must prepare documentation demonstrating compliance with these requirements and undergo a site visit by the QCTO or delegated entity to verify the adequacy of their systems, resources, and infrastructure before accreditation is granted.



	ASSESSMENT CENTRE

	Assessment centres are registered to conduct the External Integrated Summative Assessments (EISA) The criteria that the assessment centres must meet is set out in the Qualification Assessment Specification (QAS). A valid and approved QAS is registered on the QCTO Website for each Occupational Qualification.
As described in the Qualification Assessment Specification (QAS)
The following is the minimum criteria set out in the QAS associated with the Higher Occupational Certificate: Financial Services Practitioner:

	TOOLS AND EQUIPMENT

	Setting up an assessment centre for an External Integrated Summative written assessment requires careful planning and consideration of various factors. Here are the minimum requirements:
· Space: Sufficient space should be available to accommodate all participants comfortably. The area should be quiet and free from distractions to ensure a conducive environment for writing.
· Desks/Tables and Chairs: Ample desks or tables and chairs should be provided for each participant to write comfortably. The furniture should be ergonomic to support prolonged periods of writing.
· Writing Materials: Ensure an adequate supply of writing materials such as pens, pencils, erasers, and rulers for all participants. Consider providing additional materials in case of emergencies or shortages.
· Lighting: Proper lighting is essential to prevent eye strain and facilitate reading and writing. Natural light and adjustable artificial lighting should be available to accommodate varying preferences and needs.
· Temperature Control: The assessment centre should be temperature-controlled to ensure a comfortable environment for participants. Heating or cooling systems should be in place to maintain an appropriate temperature throughout the assessment period.
· Accessibility: The venue should be accessible to all participants, including individuals with disabilities. This includes wheelchair access, ramps, elevators, and accessible restroom facilities.
· Security Measures: Implement security measures to maintain the integrity of the assessment process. This may include monitoring systems, secure storage for personal belongings, and procedures to prevent cheating or unauthorized assistance.
· Quiet Environment: Ensure that the assessment centre is located away from noisy areas to minimize distractions. Consider soundproofing or using partition walls if necessary to create separate testing areas.
· Timing Devices: Provide timing devices such as clocks or timers to help participants manage their time effectively during the assessment. Clear instructions should be given regarding the timing and duration of each section.
· Refreshments: Consider providing refreshments such as water and snacks to keep participants hydrated and energized during the assessment. However, ensure that food and drinks are allowed in the assessment area without compromising the integrity of the assessment.
· Signage and Directions: Clearly display signs and directions to guide participants to the assessment centre and relevant facilities within the venue. This will help prevent confusion and ensure a smooth experience for all participants.
· Emergency Procedures: Establish and communicate emergency procedures to ensure the safety and well-being of participants in case of unforeseen circumstances. This includes procedures for evacuations, medical emergencies, and other potential incidents.
In addition to the basic requirements there are specific physical tools, equipment, and digital technology needed to support the assessment process effectively:
· Computers or Laptops: Provide computers or laptops equipped with word processing software for participants who prefer to type their responses rather than handwrite them. Ensure that these devices are in good working condition and have the necessary software installed.
· Internet Access: If the assessment involves online research or access to digital resources, ensure that reliable internet access is available. This is particularly important if participants are required to submit their responses electronically.
· Printers and Scanners: Have printers and scanners available for participants who need to print or scan documents during the assessment. This allows for the creation of hard copies of responses or the digitization of handwritten work if necessary.
· Projection Equipment: If the assessment includes presentations or multimedia components, provide projection equipment such as projectors and screens to display content to participants and assessors.
· Audiovisual Equipment: Ensure that audiovisual equipment such as microphones, speakers, and audio recording devices are available if the assessment involves listening or speaking tasks. This ensures clear communication and facilitates assessment of oral skills.
· Data Storage Devices: Have data storage devices such as USB flash drives or external hard drives available for participants to save their work if needed. This ensures that participants can securely store their files and access them later if necessary.
· Backup Power Supply: Install backup power supplies such as uninterruptible power supply (UPS) units to prevent disruption in case of power outages. This ensures that assessment activities can continue without interruption and that participants' work is not lost.
· Document Cameras or Visualizers: Provide document cameras or visualizers to display handwritten work or physical documents to assessors or the entire group if necessary. This allows for the sharing of written responses and facilitates discussions during the assessment.
· Headsets or Headphones: If the assessment includes listening tasks or requires participants to use audio materials, provide headsets or headphones to ensure privacy and minimize distractions.
Technical Support: Have technical support personnel available onsite to assist with any issues related to digital technology, software, or equipment during the assessment. This ensures that technical problems can be addressed promptly, minimizing disruptions to the assessment process.

	ACCESS TO EISA FOR CANDIDATES WITH SPECIAL NEEDS:

	In the case of candidates with special needs who have been allowed access to sit for the EISA for the Skills Development provider must inform the Assessment Quality Partner well in advance of the assessment regarding the details of the specific candidate needs. The AQP, in collaboration with the Assessment Centre will then make appropriate arrangements in line with accepted global and National standards. The following are some guiding principles.
When accommodating candidates with special needs who have been granted access to the External Integrated Summative Assessment (EISA) it's essential to ensure that the assessment process remains fair and equitable for all participants. Here are specific provisions that must be made to cater to the fair assessment of candidates with special needs:
•	Accessibility: Ensure that the assessment venue is accessible to candidates with physical disabilities. This includes providing ramps, elevators, accessible restrooms, and designated parking spaces for individuals with mobility impairments.
•	Alternative Formats: Provide assessment materials in alternative formats to accommodate candidates with visual impairments, such as large print, braille, or electronic text. Audio versions of assessment materials may also be necessary for candidates with print disabilities.
•	Assistive Technology: Make assistive technology available to candidates who require it, such as screen readers, magnification software, speech-to-text software, or alternative input devices. Ensure that these tools are compatible with the assessment platform and accessible to candidates during the assessment.
•	Extended Time: Consider granting extended time allowances for candidates with certain disabilities, such as visual impairments, learning disabilities, or physical impairments that affect writing speed or stamina. Extended time can provide these candidates with the opportunity to complete the assessment tasks without time-related barriers.
•	Quiet Environment: Provide a quiet and distraction-free environment for candidates who have difficulty concentrating due to sensory sensitivities or other disabilities. This may involve setting up separate testing rooms or providing noise-cancelling headphones to minimize distractions.
•	Scribe or Reader Assistance: Offer scribe or reader assistance to candidates who have difficulty writing or reading due to physical or cognitive impairments. A scribe can assist with transcribing candidates' responses, while a reader can help candidates access assessment materials or instructions.
•	Flexible Seating Arrangements: Allow candidates to choose seating arrangements that best accommodate their needs, such as adjustable desks or chairs, or seating near exits or restrooms for candidates with mobility impairments.
•	Specialised Instructions: Provide candidates with specialized instructions or accommodations based on their individual needs, as outlined in their accommodation plans or medical documentation. Clear communication and understanding of these accommodations are essential to ensure that candidates can fully participate in the assessment process.
•	Accessibility Features in Assessment Materials: Ensure that assessment materials, including written prompts, diagrams, and images, are designed with accessibility features in mind. This may include providing alternative text for images, using high-contrast colours, or avoiding reliance on visual cues for comprehension.
•	Training for Assessors: Provide training for assessors on how to effectively evaluate the performance of candidates with special needs and how to implement accommodations in a fair and unbiased manner. Assessors should be familiar with the specific needs of each candidate and understand how to assess their work accurately within the context of their disabilities.

	HUMAN RESOURCE REQUIREMENTS

	CRITERIA FOR SUBJECT MATTER EXPERTS (SME) 
SME’s may be assigned as developers, markers/assessors and moderators. 
The criteria for assessors/markers and moderators for the development/moderation of the EISA assessment instruments:
Each of the below categories must be determined by industry as required for each qualification; to be guided by the following criteria:
· Minimum three years’ experience in industry for developers, markers or assessors; evidence thereof required.
· Minimum of five years’ experience in industry for moderators; evidence thereof required.
· Occupational learning and development experience in related fields, evidence of active current practice, trained in assessment practice and recognised by the sector for experience and credibility.
· Active professional membership with professional designation is recommended.

(aq) Requirements for the EISA Developers:
· Educational Requirement: A minimum of an NQF Level 6 Qualification or equivalent qualification.
· Experiential Requirement: EISA Tool Developers 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.
(ar) Requirements for the EISA Markers/Assessors:
· Educational Requirement: A minimum of a NQF Level 7
· Experiential Requirement: Markers/Assessors 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.
(as) Requirements for EISA Moderators (Pre and Post):

· Educational Requirement: A minimum of a NQF Level 7 

· Experiential Requirement: Moderators 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.



3.1.3 Exemptions
The following table outlines the specific short courses, qualifications, and/or work experience that could be considered for exemption from learning in the indicated knowledge modules:

Considerations for Exemptions:
· Recognition of Prior Learning (RPL): Learners with equivalent experience or informal learning must provide verifiable evidence (e.g., portfolio of evidence, employer reference letters).
· Alignment to Module Outcomes: Exemptions are granted only if prior learning or experience aligns with the specific outcomes and content of the module.
· Regulatory Compliance: Where applicable, learners must demonstrate compliance with sector-specific regulatory exams or certifications, such as FAIS or RE1/RE5.
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics.



Practical Module (PM) - 08
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-001-01-PM-08
	Provide advice on and integrate Pension Fund Benefits into a Financial plan.
	6
	10
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended



(a) Purpose of the Practical Skills Module:
The purpose of this practical skills module is to enable Financial Services Practitioners to apply advanced techniques in analysing, evaluating, and integrating pension fund benefits into comprehensive financial plans. Practitioners will gain hands-on experience in retirement income planning, pension fund assessment, and the alignment of employer-sponsored benefits with individual and organisational financial objectives. 
(b) List of Practical Skill Activities:
	PRACTICAL SKILL CODE
	ACTIVITY TITLE

	PM-08-PS01
	Conduct Retirement Income Planning - Develop sustainable withdrawal strategies to ensure adequate income throughout retirement.

	PM-08-PS02
	Execute Pension Fund Evaluation - Assess the performance, fees, and compliance of existing pension funds to recommend suitable adjustments.

	PM-08-PS03
	Propose Employer Benefits Integration - Advise employers on structuring and managing employee pension benefits aligned with organizational goals and workforce demographics.



[bookmark: _Hlk188192879](c) Scope of each Practical Skill Activity: 
	PM-08-PS01	CONDUCT RETIREMENT INCOME PLANNING  

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	The training should include retirement case studies with varying income sources, savings levels, and expense patterns. Learners must calculate sustainable withdrawal rates, create projections using retirement planning software, and present their strategies in mock client meetings, addressing client concerns.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0101
	Assess Retirement Needs: Gather information on expected living expenses, medical costs, and lifestyle preferences during retirement.

	PA0102
	Evaluate Retirement Savings: Analyse the client's current retirement savings, pension benefits, and other income sources to determine their adequacy.

	PA0103
	Develop Withdrawal Strategies: Design withdrawal plans, such as the 4% rule or life-stage income strategies, to sustain income over the client's expected lifespan.

	PA0104
	Incorporate Inflation Adjustments: Include provisions for inflation to maintain purchasing power over time.

	PA0105
	Monitor and Adjust: Periodically review withdrawal strategies to adapt to changes in market performance, life expectancy, or client needs.



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

	AK0101
	Withdrawal Rate Calculations: Learn to calculate safe withdrawal rates using techniques like the 4% rule or Monte Carlo simulations.

	AK0102
	Expense Forecasting: Master tools to project retirement expenses, accounting for inflation and lifestyle changes.

	AK0103
	Income Integration: Apply methods to align withdrawal strategies with other income sources like annuities or pensions.



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

	IAC0101
	Retirement needs are assessed by gathering information on expected living expenses, medical costs, and lifestyle preferences during retirement.

	IAC0102
	 Retirement savings are evaluated by analysing the client’s current retirement savings, pension benefits, and other income sources to determine their adequacy.

	IAC0103
	Withdrawal strategies are developed by designing plans, such as the 4% rule or life-stage income strategies, to sustain income over the client’s expected lifespan.

	IAC0104
	Inflation adjustments are incorporated by including provisions to maintain purchasing power over time.

	IAC0105
	Withdrawal strategies are monitored and adjusted by periodically reviewing them to adapt to changes in market performance, life expectancy, or client needs.



(c) Scope of each Practical Skill Activity: 
	PM-08-PS02	EXECUTE PENSION FUND EVALUATION 

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	Learners should be provided with mock pension fund performance reports, fee structures, and compliance data. They must analyse this information, identify inefficiencies, and recommend adjustments. Simulated presentations to trustees or employers should require detailed justifications of their findings.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0201
	Review Fund Performance: Analyse historical and current investment returns compared to benchmarks and industry standards.

	PA0202
	Evaluate Fee Structures: Assess administrative, management, and investment fees to identify cost-saving opportunities.

	PA0203
	Check Regulation Compliance: Ensure the pension fund adheres to regulatory requirements, such as Regulation 28 in South Africa.

	PA0204
	Assess Asset Allocation: Evaluate the fund’s investment strategy to ensure it aligns with the members’ risk profiles and long-term objectives.

	PA0205
	Recommend Adjustments: Propose changes to improve fund efficiency, optimize returns, and align with members’ retirement goals.



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

	AK0201
	Performance Metrics Analysis: Gain proficiency in calculating returns and evaluating fund performance against benchmarks.

	AK0202
	Fee Analysis Techniques: Learn to dissect administrative and management fees to identify inefficiencies.

	AK0203
	Regulatory Compliance Auditing: Master methods for ensuring funds adhere to laws such as Regulation 28.



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

	IAC0201
	Fund performance is reviewed by analysing historical and current investment returns compared to benchmarks and industry standards.

	IAC0202
	Fee structures are evaluated by assessing administrative, management, and investment fees to identify cost-saving opportunities.

	IAC0203
	Regulation compliance is checked by ensuring the pension fund adheres to requirements such as Regulation 28 in South Africa.

	IAC0204
	Asset allocation is assessed by evaluating the fund’s investment strategy to ensure alignment with members’ risk profiles and long-term objectives.

	IAC0205
	Adjustments are recommended by proposing changes to improve fund efficiency, optimize returns, and align with members’ retirement goals.



(c) Scope of each Practical Skill Activity: 
	PM-08-PS03	PROPOSE EMPLOYER BENEFITS INTEGRATION 

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	The training environment should include employer case studies with workforce data and strategic goals. Learners must design pension benefit structures, explain their alignment with organizational objectives, and present them in simulated meetings with senior management.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0301
	Assess Workforce Demographics: Analyse employee age, income levels, and retirement needs to design relevant pension benefits.

	PA0302
	Evaluate Current Benefits: Review existing pension structures to identify gaps or redundancies in coverage.

	PA0303
	Design Benefit Structures: Develop contribution models, such as employer-matched or voluntary contributions, tailored to organizational goals.

	PA0304
	Incorporate Incentives: Propose additional benefits like financial wellness programs or education sessions to enhance employee engagement.

	PA0305
	Present Recommendations: Clearly communicate proposed pension benefit structures to employers, highlighting their alignment with organizational objectives and employee satisfaction.



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

	AK0301
	Demographic Analysis: Use tools to assess workforce characteristics and tailor pension plans accordingly.

	AK0302
	Plan Structuring Models: Learn to design contribution structures, including employer matching and voluntary contributions.

	AK0303
	Incentive Communication: Master techniques for educating employees on the benefits of pension plans to increase participation.



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

	IAC0301
	Workforce demographics are assessed by analyzing employee age, income levels, and retirement needs to design relevant pension benefits.

	IAC0302
	Current benefits are evaluated by reviewing existing pension structures to identify gaps or redundancies in coverage.

	IAC0303
	Benefit structures are designed by developing contribution models, such as employer-matched or voluntary contributions, tailored to organizational goals.

	IAC0304
	Incentives are incorporated by proposing additional benefits like financial wellness programs or education sessions to enhance employee engagement.

	IAC0305
	Recommendations are presented by clearly communicating proposed pension benefit structures to employers, highlighting their alignment with organizational objectives and employee satisfaction.



3.1.2. Criteria for accreditation 
The training will be delivered in various teaching and learning modes as specified in each module. The following are globally recognised definitions delineating each of these teaching and learning modes:
Definitions of Learning and Teaching Modes:
· Distance Teaching and Learning:
A mode of education where learners and instructors are physically separated, relying on asynchronous or synchronous communication through various means, such as online platforms, printed materials, or telecommunication.
· Computer-Based Teaching and Learning:
A technology-driven mode where learners engage with educational content through computers, often using interactive software, simulations, or e-learning platforms without requiring direct instructor interaction.
· Face-to-Face Teaching and Learning:
A traditional mode where learners and instructors interact in person, typically in a physical classroom or similar setting, allowing real-time interaction and immediate feedback.
· Blended Teaching and Learning:
A hybrid approach combining face-to-face and online learning, leveraging the strengths of both methods to enhance flexibility, engagement, and accessibility.

Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	· Reliable internet connectivity: Essential for distance and computer-based teaching and required for the online components of blended learning.
· Learning Management System (LMS): Platforms such as Moodle or Blackboard are essential for organising, delivering, and tracking online and blended learning.
· Communication tools: Includes email, messaging apps, and video conferencing platforms such as Zoom or MS Teams, used especially in distance and blended learning.
· Multimedia resources: Digital presentations, online videos, interactive e-learning software, and simulations for online modes; projectors, whiteboards, and printed materials for face-to-face learning.
· Provider hardware: Computers or laptops with webcams, microphones, and printers for content creation and delivery across all modes.
· Learner hardware: Devices such as computers, laptops, or mobile devices with reliable internet for accessing online content in distance, computer-based, and blended learning. 
· Applicable software applications: Word processing tools, spreadsheets, presentations, e-learning platforms, and digital communication software.
· Learning materials: Digital content such as e-books, quizzes, simulations, or printed resources depending on the mode of delivery.
· Physical infrastructure: A classroom or training space with tables, chairs, adequate lighting, and teaching tools for face-to-face and blended delivery.
· Technical support: IT assistance to manage and troubleshoot issues related to digital tools, platforms, and connectivity in computer-based, distance, and blended learning.

	CONSUMABLES 
	· Curriculum-aligned learning materials: May include printed or digital study guides, workbooks, handouts, and assessments appropriate to the mode of delivery.
· Stationery for provider use: Pens, markers, flip charts, whiteboard markers, paper, and envelopes for classroom activities and administrative correspondence.
· Stationery for learners: Notebooks, pens, pencils, rulers, and personal writing materials for note-taking and assignments during face-to-face and blended sessions.
· Printer ink and paper: Required for printing learning materials, certificates, tests, and worksheets, especially in face-to-face and blended modes.
· Electricity supply: Essential for powering devices, projectors, lighting, and internet access across all teaching modes.
· Data and internet bundles: Required for digital communication, online assessments, and learner engagement in distance, computer-based, and blended learning.
· Teaching aids: Includes both physical tools (e.g., charts, flashcards) and digital resources (e.g., videos, e-books, simulations) depending on the teaching strategy.
· Assessment materials: Printed tests, project templates, and digital quizzes aligned to learning outcomes across the different delivery modes.
· Maintenance supplies: Cleaning materials and basic equipment maintenance items for classrooms and IT infrastructure.
· Batteries and power backup: Required for uninterrupted delivery, particularly where technology such as projectors, microphones, or computers are used.



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 6 Qualification and have appropriate technical work experience in the financial services sector.
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 TEACHING: 1:25
NON-CONTACT TEACHING: 1:50


Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	To deliver training for the Higher Occupational Certificate for Financial Services Practitioners, training providers must comply with specific legislative requirements related to the financial services sector, education, labour laws, and business operation standards. Below is a comprehensive list of key legislative acts, along with their compliance requirements:

1. Skills Development Act, 1998 (Act No. 97 of 1998)
· Compliance Requirements:
· Register with the relevant Sector Education and Training Authority (SETA) to facilitate skills development programmes.
· Submit annual training reports to SETA and implement workplace skills plans.
· Ensure alignment of training programmes with the National Qualifications Framework (NQF) and QCTO standards.
· Adhere to requirements for skills development levies, including registration with SARS for levy contributions.

2. National Qualifications Framework Act, 2008 (Act No. 67 of 2008)
· Compliance Requirements:
· Align learning programmes with NQF levels, specifically at NQF Level 6 for the targeted qualification.
· Ensure compliance with policies and guidelines issued by the South African Qualifications Authority (SAQA) and the QCTO.
· Accurately register learner achievements on the National Learner Records Database (NLRD).

3. Financial Advisory and Intermediary Services Act, 2002 (FAIS Act) (Act No. 37 of 2002)
· Compliance Requirements:
· Training content must cover regulatory requirements for financial advisors and intermediaries.
· Ensure that facilitators and assessors delivering the training have appropriate financial services knowledge and are registered as Key Individuals (KIs) or representatives, if applicable.
· Maintain a curriculum that includes compliance with FAIS Fit and Proper standards for competence, honesty, and operational ability.

4. Protection of Personal Information Act, 2013 (POPIA) (Act No. 4 of 2013)
· Compliance Requirements:
· Establish policies for protecting personal learner data, including consent mechanisms for data collection.
· Secure all records, including financial, academic, and personal information, against unauthorized access.
· Appoint an Information Officer to oversee compliance with POPIA regulations.

5. Basic Conditions of Employment Act, 1997 (Act No. 75 of 1997)
· Compliance Requirements:
· Adhere to labour laws governing facilitators, assessors, and administrative staff.
· Ensure compliance with employment contracts, working hours, leave entitlements, and fair labour practices.

6. Broad-Based Black Economic Empowerment Act, 2003 (B-BBEE) (Act No. 53 of 2003)
· Compliance Requirements:
· Demonstrate compliance with B-BBEE requirements, including contributions to skills development initiatives.
· Provide evidence of workplace integration and training opportunities for historically disadvantaged individuals.

7. Companies Act, 2008 (Act No. 71 of 2008)
· Compliance Requirements:
· Ensure the training provider is a registered legal entity with proper governance structures.
· Maintain accurate financial records and adhere to annual reporting requirements.

8. Consumer Protection Act, 2008 (Act No. 68 of 2008)
· Compliance Requirements:
· Provide clear and accurate information about training programmes, costs, and expected outcomes.
· Handle complaints and grievances in accordance with the act's guidelines.

9. Employment Equity Act, 1998 (Act No. 55 of 1998)
· Compliance Requirements:
· Ensure equitable representation of designated groups in training programmes and employment practices.
· Submit annual Employment Equity Reports if the provider qualifies as a designated employer.

10. South African Revenue Service (SARS) Compliance
· Compliance Requirements:
· Register with SARS for tax purposes, including VAT, PAYE, and Skills Development Levies.
· Submit annual and monthly tax returns and ensure compliance with SARS regulations.

11. Occupational Health and Safety Act, 1993 (Act No. 85 of 1993)
· Compliance Requirements:
· Maintain a safe learning environment, ensuring compliance with health and safety standards.
· Conduct regular risk assessments and train staff and learners on health and safety practices.

12. Unemployment Insurance Act, 2001 (Act No. 63 of 2001)
· Compliance Requirements:
· Register employees for UIF and ensure monthly contributions are made.
· Provide necessary UIF documentation for employees when required.

13. Higher Education Act, 1997 (Act No. 101 of 1997)
· Compliance Requirements:
· If applicable, register as a private higher education institution if offering accredited higher education qualifications.
· Adhere to the standards and quality assurance requirements set by the Council on Higher Education (CHE).

14. Tax Administration Act, 2011 (Act No. 28 of 2011)
· Compliance Requirements:
· Keep detailed records of financial transactions related to training programmes.
· Ensure timely submission of tax documents and maintain compliance with tax regulations.

By adhering to these legislative requirements, training providers demonstrate their commitment to delivering high-quality, legally compliant training aligned with national and sectoral standards.



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 Key QCTO Organizational Requirements for Accreditation
	Category
	Requirement

	Legal and Administrative
	- Must be a registered legal entity (e.g., company, NGO, or trust) with appropriate governance structures.

	
	- Proof of registration with the relevant national authority (e.g., CIPC in South Africa).

	
	- Valid tax clearance certificate from the South African Revenue Service (SARS).

	
	- Adequate financial resources to sustain training activities.

	Learning Programme
	- Structured learning programme aligned to the occupational qualification’s curriculum and assessment specifications.

	
	- Compliance with the Occupational Qualification Document (OQD), Curriculum Document, and Qualification Assessment Specification (QAS).

	Facilities and Equipment
	- Access to adequate physical or virtual facilities for effective learning delivery (e.g., classrooms, workshops, or labs).

	
	- Provision of tools, equipment, and learning resources specified in the curriculum.

	
	- Health and safety measures in place for learners and staff.

	Staff and Facilitators
	- Qualified facilitators, assessors, and moderators registered with the relevant Assessment Quality Partner (AQP).

	
	- Proof of staff qualifications and experience in the field of the occupational qualification.

	Policies and Procedures
	- Quality management policies and procedures, including:

	
	- Admission criteria and learner enrolment processes.

	
	- Learner support services and remediation processes.

	
	- Internal and external moderation of assessments.

	
	- Complaints and appeals processes for learners.

	
	- Record-keeping and data management systems for tracking learner progress and outcomes.

	Compliance with QCTO Standards
	- Alignment with QCTO’s Quality Assurance Framework and compliance with the Skills Development Act and Regulations.

	
	- Regular internal reviews to ensure ongoing compliance with QCTO accreditation requirements.

	Stakeholder Partnerships
	- Collaboration with workplaces to facilitate structured workplace-based learning, as required by the occupational qualification.

	
	- Signed agreements with host employers or workplace partners.


Providers must prepare documentation demonstrating compliance with these requirements and undergo a site visit by the QCTO or delegated entity to verify the adequacy of their systems, resources, and infrastructure before accreditation is granted.



	ASSESSMENT CENTRE

	Assessment centres are registered to conduct the External Integrated Summative Assessments (EISA) The criteria that the assessment centres must meet is set out in the Qualification Assessment Specification (QAS). A valid and approved QAS is registered on the QCTO Website for each Occupational Qualification.
As described in the Qualification Assessment Specification (QAS)
The following is the minimum criteria set out in the QAS associated with the Higher Occupational Certificate: Financial Services Practitioner:

	TOOLS AND EQUIPMENT

	Setting up an assessment centre for an External Integrated Summative written assessment requires careful planning and consideration of various factors. Here are the minimum requirements:
· Space: Sufficient space should be available to accommodate all participants comfortably. The area should be quiet and free from distractions to ensure a conducive environment for writing.
· Desks/Tables and Chairs: Ample desks or tables and chairs should be provided for each participant to write comfortably. The furniture should be ergonomic to support prolonged periods of writing.
· Writing Materials: Ensure an adequate supply of writing materials such as pens, pencils, erasers, and rulers for all participants. Consider providing additional materials in case of emergencies or shortages.
· Lighting: Proper lighting is essential to prevent eye strain and facilitate reading and writing. Natural light and adjustable artificial lighting should be available to accommodate varying preferences and needs.
· Temperature Control: The assessment centre should be temperature-controlled to ensure a comfortable environment for participants. Heating or cooling systems should be in place to maintain an appropriate temperature throughout the assessment period.
· Accessibility: The venue should be accessible to all participants, including individuals with disabilities. This includes wheelchair access, ramps, elevators, and accessible restroom facilities.
· Security Measures: Implement security measures to maintain the integrity of the assessment process. This may include monitoring systems, secure storage for personal belongings, and procedures to prevent cheating or unauthorized assistance.
· Quiet Environment: Ensure that the assessment centre is located away from noisy areas to minimize distractions. Consider soundproofing or using partition walls if necessary to create separate testing areas.
· Timing Devices: Provide timing devices such as clocks or timers to help participants manage their time effectively during the assessment. Clear instructions should be given regarding the timing and duration of each section.
· Refreshments: Consider providing refreshments such as water and snacks to keep participants hydrated and energized during the assessment. However, ensure that food and drinks are allowed in the assessment area without compromising the integrity of the assessment.
· Signage and Directions: Clearly display signs and directions to guide participants to the assessment centre and relevant facilities within the venue. This will help prevent confusion and ensure a smooth experience for all participants.
· Emergency Procedures: Establish and communicate emergency procedures to ensure the safety and well-being of participants in case of unforeseen circumstances. This includes procedures for evacuations, medical emergencies, and other potential incidents.
In addition to the basic requirements there are specific physical tools, equipment, and digital technology needed to support the assessment process effectively:
· Computers or Laptops: Provide computers or laptops equipped with word processing software for participants who prefer to type their responses rather than handwrite them. Ensure that these devices are in good working condition and have the necessary software installed.
· Internet Access: If the assessment involves online research or access to digital resources, ensure that reliable internet access is available. This is particularly important if participants are required to submit their responses electronically.
· Printers and Scanners: Have printers and scanners available for participants who need to print or scan documents during the assessment. This allows for the creation of hard copies of responses or the digitization of handwritten work if necessary.
· Projection Equipment: If the assessment includes presentations or multimedia components, provide projection equipment such as projectors and screens to display content to participants and assessors.
· Audiovisual Equipment: Ensure that audiovisual equipment such as microphones, speakers, and audio recording devices are available if the assessment involves listening or speaking tasks. This ensures clear communication and facilitates assessment of oral skills.
· Data Storage Devices: Have data storage devices such as USB flash drives or external hard drives available for participants to save their work if needed. This ensures that participants can securely store their files and access them later if necessary.
· Backup Power Supply: Install backup power supplies such as uninterruptible power supply (UPS) units to prevent disruption in case of power outages. This ensures that assessment activities can continue without interruption and that participants' work is not lost.
· Document Cameras or Visualizers: Provide document cameras or visualizers to display handwritten work or physical documents to assessors or the entire group if necessary. This allows for the sharing of written responses and facilitates discussions during the assessment.
· Headsets or Headphones: If the assessment includes listening tasks or requires participants to use audio materials, provide headsets or headphones to ensure privacy and minimize distractions.
Technical Support: Have technical support personnel available onsite to assist with any issues related to digital technology, software, or equipment during the assessment. This ensures that technical problems can be addressed promptly, minimizing disruptions to the assessment process.

	ACCESS TO EISA FOR CANDIDATES WITH SPECIAL NEEDS:

	In the case of candidates with special needs who have been allowed access to sit for the EISA for the Skills Development provider must inform the Assessment Quality Partner well in advance of the assessment regarding the details of the specific candidate needs. The AQP, in collaboration with the Assessment Centre will then make appropriate arrangements in line with accepted global and National standards. The following are some guiding principles.
When accommodating candidates with special needs who have been granted access to the External Integrated Summative Assessment (EISA) it's essential to ensure that the assessment process remains fair and equitable for all participants. Here are specific provisions that must be made to cater to the fair assessment of candidates with special needs:
•	Accessibility: Ensure that the assessment venue is accessible to candidates with physical disabilities. This includes providing ramps, elevators, accessible restrooms, and designated parking spaces for individuals with mobility impairments.
•	Alternative Formats: Provide assessment materials in alternative formats to accommodate candidates with visual impairments, such as large print, braille, or electronic text. Audio versions of assessment materials may also be necessary for candidates with print disabilities.
•	Assistive Technology: Make assistive technology available to candidates who require it, such as screen readers, magnification software, speech-to-text software, or alternative input devices. Ensure that these tools are compatible with the assessment platform and accessible to candidates during the assessment.
•	Extended Time: Consider granting extended time allowances for candidates with certain disabilities, such as visual impairments, learning disabilities, or physical impairments that affect writing speed or stamina. Extended time can provide these candidates with the opportunity to complete the assessment tasks without time-related barriers.
•	Quiet Environment: Provide a quiet and distraction-free environment for candidates who have difficulty concentrating due to sensory sensitivities or other disabilities. This may involve setting up separate testing rooms or providing noise-cancelling headphones to minimize distractions.
•	Scribe or Reader Assistance: Offer scribe or reader assistance to candidates who have difficulty writing or reading due to physical or cognitive impairments. A scribe can assist with transcribing candidates' responses, while a reader can help candidates access assessment materials or instructions.
•	Flexible Seating Arrangements: Allow candidates to choose seating arrangements that best accommodate their needs, such as adjustable desks or chairs, or seating near exits or restrooms for candidates with mobility impairments.
•	Specialised Instructions: Provide candidates with specialized instructions or accommodations based on their individual needs, as outlined in their accommodation plans or medical documentation. Clear communication and understanding of these accommodations are essential to ensure that candidates can fully participate in the assessment process.
•	Accessibility Features in Assessment Materials: Ensure that assessment materials, including written prompts, diagrams, and images, are designed with accessibility features in mind. This may include providing alternative text for images, using high-contrast colours, or avoiding reliance on visual cues for comprehension.
•	Training for Assessors: Provide training for assessors on how to effectively evaluate the performance of candidates with special needs and how to implement accommodations in a fair and unbiased manner. Assessors should be familiar with the specific needs of each candidate and understand how to assess their work accurately within the context of their disabilities.

	HUMAN RESOURCE REQUIREMENTS

	CRITERIA FOR SUBJECT MATTER EXPERTS (SME) 
SME’s may be assigned as developers, markers/assessors and moderators. 
The criteria for assessors/markers and moderators for the development/moderation of the EISA assessment instruments:
Each of the below categories must be determined by industry as required for each qualification; to be guided by the following criteria:
· Minimum three years’ experience in industry for developers, markers or assessors; evidence thereof required.
· Minimum of five years’ experience in industry for moderators; evidence thereof required.
· Occupational learning and development experience in related fields, evidence of active current practice, trained in assessment practice and recognised by the sector for experience and credibility.
· Active professional membership with professional designation is recommended.

6. Requirements for the EISA Developers:
· Educational Requirement: A minimum of an NQF Level 6 Qualification or equivalent qualification.
· Experiential Requirement: EISA Tool Developers 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.
7. Requirements for the EISA Markers/Assessors:
· Educational Requirement: A minimum of a NQF Level 7
· Experiential Requirement: Markers/Assessors 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.
8. Requirements for EISA Moderators (Pre and Post):

· Educational Requirement: A minimum of a NQF Level 7 

· Experiential Requirement: Moderators 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.



3.1.3 Exemptions
The following table outlines the specific short courses, qualifications, and/or work experience that could be considered for exemption from learning in the indicated knowledge modules:
	Knowledge Module (KM)
	Basis for Exemption

	241301-001-01-KM-01
Determining Client Needs and Financial Status for providing financial services advice.
	- Qualifications: Higher Certificate in Financial Planning (NQF Level 5), National Certificate: Wealth Management (NQF Level 5).
- Work Experience: Minimum 2 years in client onboarding and financial needs analysis.
- Short Courses: FAIS Fit and Proper for Representatives; Fundamentals of Client Financial Analysis.

	241301-001-01-KM-02
Fundamental Financial Planning Techniques
	- Qualifications: Advanced Certificate in Financial Planning (NQF Level 6), Occupational Certificate: Financial Advisor (NQF Level 6).
- Work Experience: 2+ years as a financial planner or advisor.
- Short Courses: Introduction to Financial Planning; Regulatory Exam Prep (RE1 or RE5).

	241301-001-01-KM-03
Fundamental Principles of Financial Plan Development and Communication.
	- Qualifications: Postgraduate Diploma in Financial Planning (NQF Level 8), CFP® certification.
- Work Experience: 3+ years developing and presenting financial plans.
- Short Courses: Effective Communication for Financial Advisors; Financial Plan Writing Workshop.

	241301-001-01-KM-04
Fundamentals of Ethics and Compliance in Financial Services.
	- Qualifications: National Certificate: Financial Services Regulatory Framework (NQF Level 5).
- Work Experience: 2+ years in compliance or regulatory roles within financial services.
- Short Courses: FAIS Compliance; Ethics and Governance in Financial Services.

	241301-001-01-KM-05
Fundamental Principles of Health Care Benefits Advisory Services.
	- Qualifications: Occupational Certificate: Health Care Benefits Advisor (NQF Level 5).
- Work Experience: 2+ years advising clients on health care benefits.
- Short Courses: Introduction to Health Care Benefits; Fundamentals of Medical Scheme Advisory Services.

	241301-001-01-KM-06
Fundamental Principles of Retirement Fund Benefits Advisory Services.
	- Qualifications: Higher Certificate in Employee Benefits (NQF Level 5).
- Work Experience: 2+ years advising on retirement fund benefits.
- Short Courses: Fundamentals of Retirement Fund Advisory; Pension Fund Regulatory Compliance.

	241301-001-01-KM-07
Fundamental Principles of Investment Advisory Services.
	- Qualifications: National Certificate: Wealth Management (NQF Level 5), Advanced Certificate in Financial Markets (NQF Level 6).
- Work Experience: 2+ years in investment advising or portfolio management.
- Short Courses: Investment Basics for Advisors; Regulatory Exams for Investment Advisors.

	241301-001-01-KM-08
Fundamental Principles of Long-Term Insurance Advisory Services.
	- Qualifications: National Certificate in Long-Term Insurance (NQF Level 4 or 5).
- Work Experience: 2+ years in long-term insurance advisory roles.
- Short Courses: Long-Term Insurance Products and Regulations; Risk Cover Fundamentals.



Considerations for Exemptions:
4. Recognition of Prior Learning (RPL): Learners with equivalent experience or informal learning must provide verifiable evidence (e.g., portfolio of evidence, employer reference letters).
5. Alignment to Module Outcomes: Exemptions are granted only if prior learning or experience aligns with the specific outcomes and content of the module.
6. Regulatory Compliance: Where applicable, learners must demonstrate compliance with sector-specific regulatory exams or certifications, such as FAIS or RE1/RE5.
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics.


Practical Module (PM) - 09
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-001-01-PM-09
	Provide advice on and integrate Investments into a Financial plan.
	6
	10
	· Distance Learning; or
· Computer Based; or
· Face to Face; or
· Blended



(a) Purpose of the Practical Skills Module:
The purpose of this practical skills module is to equip Financial Services Practitioners with the ability to integrate investment advisory into financial planning. Practitioners will apply practical methods to design, implement, and monitor investment portfolios, considering client-specific goals, risk profiles, asset allocation strategies, and global investment opportunities. 
(b) List of Practical Skill Activities:
	PRACTICAL SKILL CODE
	ACTIVITY TITLE

	PM-09-PS01
	Advise on Portfolio Construction – Plan a diversified investment portfolios tailored to individual risk tolerance, financial goals, and time horizons.

	PM-09-PS02
	Recommend innovative asset allocation - Implement strategic and tactical allocation strategies to balance growth, income, and risk management.

	PM-09-PS03
	Conduct Portfolio Performance Analysis - Continuously evaluate portfolio performance using metrics like ROI, Sharpe ratio, and alpha to make informed adjustments.

	PM-09-PS04
	Recommend the incorporation of offshore investment opportunities and manage currency risks to enhance portfolio diversification and returns.



(c) Scope of each Practical Skill Activity: 
	PM-09-PS01	ADVISE ON INVESTMENT PORTFOLIO CONSTRUCTION  

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	Simulations should provide client profiles detailing risk tolerance, goals, and timelines. Learners must create diversified portfolios using hypothetical or real market data, present their recommendations, and justify their asset allocation choices during mock client consultations.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0101
	Assess Client Objectives: Determine the client's risk tolerance, investment goals, and time horizon through detailed discussions and risk profiling tools.

	PA0102
	Select Appropriate Asset Classes: Identify suitable asset classes, including equities, bonds, real estate, alternatives, and cash, based on client profiles.

	PA0103
	Determine Allocation Proportions: Allocate weights to each asset class, balancing growth potential and risk management.

	PA0104
	Incorporate Diversification: Ensure portfolios are diversified across sectors, geographies, and asset types to reduce risk.

	PA0105
	Monitor Client Suitability: Periodically review the portfolio to ensure it continues to align with the client’s evolving financial needs and goals.



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

	AK0101
	Risk Profiling Tools: Learn to assess client risk tolerance using psychometric and financial tools.

	AK0102
	Asset Allocation Techniques: Master strategies for balancing equities, bonds, alternatives, and cash based on goals.

	AK0103
	Portfolio Diversification: Apply methods to minimize risk through sectoral, geographical, and asset class diversification.



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

	IAC0101
	Client objectives are assessed by determining the client’s risk tolerance, investment goals, and time horizon through detailed discussions and risk profiling tools.

	IAC0102
	Appropriate asset classes are selected by identifying suitable options, including equities, bonds, real estate, alternatives, and cash, based on client profiles.

	IAC0103
	Allocation proportions are determined by allocating weights to each asset class, balancing growth potential and risk management.

	IAC0104
	Diversification is incorporated by ensuring portfolios are diversified across sectors, geographies, and asset types to reduce risk.

	IAC0105
	Client suitability is monitored by periodically reviewing the portfolio to ensure it continues to align with the client’s evolving financial needs and goals.



(c) Scope of each Practical Skill Activity: 
	PM-09-PS02	RECOMMEND INNOVATIVE ASSET ALLOCATION  

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	Learners should be given market scenarios requiring strategic and tactical allocation decisions. Using portfolio management tools, they must design allocation strategies and explain their approach to balancing growth, income, and risk in simulated advisory sessions.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0201
	Define Strategic Allocation Goals: Develop long-term asset allocation strategies based on the client’s investment objectives and risk profile.

	PA0202
	Identify Tactical Opportunities: Adjust allocations dynamically in response to market trends or economic shifts to capitalize on short-term opportunities.

	PA0203
	Integrate Income-Producing Assets: Include fixed-income securities, dividend-paying stocks, or REITs to meet income objectives.

	PA0204
	Balance Growth and Stability: Recommend a blend of growth-focused and defensive assets to optimize risk-adjusted returns.

	PA0205
	Evaluate Periodically: Review the effectiveness of strategic and tactical strategies, making adjustments based on performance and market outlook.



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

	AK0201
	Strategic Allocation Models: Learn to create long-term allocation plans aligned with client goals.

	AK0202
	Tactical Adjustment Techniques: Master dynamic reallocation based on market conditions and opportunities.

	AK0203
	Risk-Return Optimisation: Use tools to evaluate trade-offs between growth potential and risk mitigation.



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

	IAC0201
	Strategic allocation goals are defined by developing long-term asset allocation strategies based on the client’s investment objectives and risk profile.

	IAC0202
	Tactical opportunities are identified by adjusting allocations dynamically in response to market trends or economic shifts to capitalize on short-term opportunities.

	IAC0203
	Income-producing assets are integrated by including fixed-income securities, dividend-paying stocks, or REITs to meet income objectives.

	IAC0204
	Growth and stability are balanced by recommending a blend of growth-focused and defensive assets to optimize risk-adjusted returns.

	IAC0205
	Strategies are evaluated periodically by reviewing the effectiveness of strategic and tactical approaches, making adjustments based on performance and market outlook.



(c) Scope of each Practical Skill Activity: 
	PM-09-PS03	CONDUCT PORTFOLIO PERFORMANCE ANALYSIS 

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	The training should involve mock portfolios with historical performance data. Learners must calculate performance metrics, assess portfolio efficiency, and recommend adjustments. Simulated client updates should require clear communication of performance insights and actions taken.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0301
	Set Performance Benchmarks: Define clear benchmarks for assessing the portfolio’s success, such as market indices or peer group averages.

	PA0302
	Track Key Metrics: Use performance metrics like ROI, Sharpe ratio, alpha, and beta to evaluate risk-adjusted returns and portfolio efficiency.

	PA0303
	Identify Underperforming Assets: Monitor individual investments to identify lagging performance and determine reasons for deviation.

	PA0304
	Analyse Portfolio Risk: Evaluate overall portfolio volatility and correlations among asset classes to ensure optimal risk levels.

	PA0305
	Recommend Adjustments: Suggest reallocation or replacement of assets based on performance findings to enhance returns and mitigate risks.



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

	AK0301
	Performance Metric Calculation: Learn to calculate and interpret ROI, alpha, beta, and Sharpe ratios.

	AK0302
	Benchmark Comparison: Master techniques for evaluating portfolio performance against appropriate market indices.

	AK0303
	Adjustment Decision-Making: Apply methods for recommending rebalancing or replacing underperforming assets.



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

	IAC0301
	Performance benchmarks are set by defining clear benchmarks for assessing the portfolio’s success, such as market indices or peer group averages.

	IAC0302
	Key metrics are tracked by using performance metrics like ROI, Sharpe ratio, alpha, and beta to evaluate risk-adjusted returns and portfolio efficiency.

	IAC0303
	Underperforming assets are identified by monitoring individual investments to detect lagging performance and determine reasons for deviation.

	IAC0304
	Portfolio risk is analysed by evaluating overall portfolio volatility and correlations among asset classes to ensure optimal risk levels.

	IAC0305
	Adjustments are recommended by suggesting reallocation or replacement of assets based on performance findings to enhance returns and mitigate risks.



(c) Scope of each Practical Skill Activity: 
	PM-09-PS04	RECOMMEND THE INCORPORATION OF OFFSHORE INVESTMENT OPPORTUNITIES AND MANAGE CURRENCY RISKS 

	PRACTICAL SKILL ACTIVITY SCOPE OUTLINE:

	Learners should analyse case studies with opportunities for offshore investments, considering global market data and currency risks. They must propose diversified solutions and demonstrate the use of hedging strategies in simulated advisory meetings with high-net-worth clients.

	PRACTICAL SKILL ACTIVITY ELEMENT CODES
	PRACTICAL SKILL ACTIVITY ELEMENTS

	PA0401
	Identify Offshore Opportunities: Evaluate global markets and asset classes to recommend offshore investments aligned with the client’s goals.

	PA0402
	Assess Regulatory and Tax Implications: Ensure compliance with local and international tax laws and regulations governing offshore investments.

	PA0403
	Address Currency Risks: Recommend strategies such as currency hedging or diversification to protect against foreign exchange volatility.

	PA0404
	Integrate with Domestic Portfolio: Balance offshore investments with local holdings to achieve diversification without excessive risk exposure.

	PA0405
	Monitor Global Trends: Continuously track international market trends and currency movements to optimize offshore portfolio performance.



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

	AK0401
	Global Market Analysis: Gain proficiency in assessing international markets for suitable investment opportunities.

	AK0402
	Currency Hedging Techniques: Learn to mitigate forex risks using instruments like forward contracts and swaps.

	AK0403
	Offshore Compliance Knowledge: Master the application of tax treaties and reporting requirements for cross-border investments.



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

	IAC0401
	Offshore opportunities are identified by evaluating global markets and asset classes to recommend investments aligned with the client’s goals.

	IAC0402
	Regulatory and tax implications are assessed by ensuring compliance with local and international tax laws and regulations governing offshore investments.

	IAC0403
	Currency risks are addressed by recommending strategies such as currency hedging or diversification to protect against foreign exchange volatility.

	IAC0404
	Offshore investments are integrated with domestic portfolios by balancing them to achieve diversification without excessive risk exposure.

	IAC0405
	Global trends are monitored by continuously tracking international market trends and currency movements to optimize offshore portfolio performance.



3.1.2. Criteria for accreditation 
The training will be delivered in various teaching and learning modes as specified in each module. The following are globally recognised definitions delineating each of these teaching and learning modes:
Definitions of Learning and Teaching Modes:
· Distance Teaching and Learning:
A mode of education where learners and instructors are physically separated, relying on asynchronous or synchronous communication through various means, such as online platforms, printed materials, or telecommunication.
· Computer-Based Teaching and Learning:
A technology-driven mode where learners engage with educational content through computers, often using interactive software, simulations, or e-learning platforms without requiring direct instructor interaction.
· Face-to-Face Teaching and Learning:
A traditional mode where learners and instructors interact in person, typically in a physical classroom or similar setting, allowing real-time interaction and immediate feedback.
· Blended Teaching and Learning:
A hybrid approach combining face-to-face and online learning, leveraging the strengths of both methods to enhance flexibility, engagement, and accessibility.

Physical Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	EQUIPMENT & TOOLS  
	· Reliable internet connectivity: Essential for distance and computer-based teaching and required for the online components of blended learning.
· Learning Management System (LMS): Platforms such as Moodle or Blackboard are essential for organising, delivering, and tracking online and blended learning.
· Communication tools: Includes email, messaging apps, and video conferencing platforms such as Zoom or MS Teams, used especially in distance and blended learning.
· Multimedia resources: Digital presentations, online videos, interactive e-learning software, and simulations for online modes; projectors, whiteboards, and printed materials for face-to-face learning.
· Provider hardware: Computers or laptops with webcams, microphones, and printers for content creation and delivery across all modes.
· Learner hardware: Devices such as computers, laptops, or mobile devices with reliable internet for accessing online content in distance, computer-based, and blended learning. 
· Applicable software applications: Word processing tools, spreadsheets, presentations, e-learning platforms, and digital communication software.
· Learning materials: Digital content such as e-books, quizzes, simulations, or printed resources depending on the mode of delivery.
· Physical infrastructure: A classroom or training space with tables, chairs, adequate lighting, and teaching tools for face-to-face and blended delivery.
· Technical support: IT assistance to manage and troubleshoot issues related to digital tools, platforms, and connectivity in computer-based, distance, and blended learning.

	CONSUMABLES 
	· Curriculum-aligned learning materials: May include printed or digital study guides, workbooks, handouts, and assessments appropriate to the mode of delivery.
· Stationery for provider use: Pens, markers, flip charts, whiteboard markers, paper, and envelopes for classroom activities and administrative correspondence.
· Stationery for learners: Notebooks, pens, pencils, rulers, and personal writing materials for note-taking and assignments during face-to-face and blended sessions.
· Printer ink and paper: Required for printing learning materials, certificates, tests, and worksheets, especially in face-to-face and blended modes.
· Electricity supply: Essential for powering devices, projectors, lighting, and internet access across all teaching modes.
· Data and internet bundles: Required for digital communication, online assessments, and learner engagement in distance, computer-based, and blended learning.
· Teaching aids: Includes both physical tools (e.g., charts, flashcards) and digital resources (e.g., videos, e-books, simulations) depending on the teaching strategy.
· Assessment materials: Printed tests, project templates, and digital quizzes aligned to learning outcomes across the different delivery modes.
· Maintenance supplies: Cleaning materials and basic equipment maintenance items for classrooms and IT infrastructure.
· Batteries and power backup: Required for uninterrupted delivery, particularly where technology such as projectors, microphones, or computers are used.



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 6 Qualification and have appropriate technical work experience in the financial services sector.
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 TEACHING: 1:25
NON-CONTACT TEACHING: 1:50


Legal Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	To deliver training for the Higher Occupational Certificate for Financial Services Practitioners, training providers must comply with specific legislative requirements related to the financial services sector, education, labour laws, and business operation standards. Below is a comprehensive list of key legislative acts, along with their compliance requirements:

1. Skills Development Act, 1998 (Act No. 97 of 1998)
· Compliance Requirements:
· Register with the relevant Sector Education and Training Authority (SETA) to facilitate skills development programmes.
· Submit annual training reports to SETA and implement workplace skills plans.
· Ensure alignment of training programmes with the National Qualifications Framework (NQF) and QCTO standards.
· Adhere to requirements for skills development levies, including registration with SARS for levy contributions.

2. National Qualifications Framework Act, 2008 (Act No. 67 of 2008)
· Compliance Requirements:
· Align learning programmes with NQF levels, specifically at NQF Level 6 for the targeted qualification.
· Ensure compliance with policies and guidelines issued by the South African Qualifications Authority (SAQA) and the QCTO.
· Accurately register learner achievements on the National Learner Records Database (NLRD).

3. Financial Advisory and Intermediary Services Act, 2002 (FAIS Act) (Act No. 37 of 2002)
· Compliance Requirements:
· Training content must cover regulatory requirements for financial advisors and intermediaries.
· Ensure that facilitators and assessors delivering the training have appropriate financial services knowledge and are registered as Key Individuals (KIs) or representatives, if applicable.
· Maintain a curriculum that includes compliance with FAIS Fit and Proper standards for competence, honesty, and operational ability.

4. Protection of Personal Information Act, 2013 (POPIA) (Act No. 4 of 2013)
· Compliance Requirements:
· Establish policies for protecting personal learner data, including consent mechanisms for data collection.
· Secure all records, including financial, academic, and personal information, against unauthorized access.
· Appoint an Information Officer to oversee compliance with POPIA regulations.

5. Basic Conditions of Employment Act, 1997 (Act No. 75 of 1997)
· Compliance Requirements:
· Adhere to labour laws governing facilitators, assessors, and administrative staff.
· Ensure compliance with employment contracts, working hours, leave entitlements, and fair labour practices.

6. Broad-Based Black Economic Empowerment Act, 2003 (B-BBEE) (Act No. 53 of 2003)
· Compliance Requirements:
· Demonstrate compliance with B-BBEE requirements, including contributions to skills development initiatives.
· Provide evidence of workplace integration and training opportunities for historically disadvantaged individuals.

7. Companies Act, 2008 (Act No. 71 of 2008)
· Compliance Requirements:
· Ensure the training provider is a registered legal entity with proper governance structures.
· Maintain accurate financial records and adhere to annual reporting requirements.

8. Consumer Protection Act, 2008 (Act No. 68 of 2008)
· Compliance Requirements:
· Provide clear and accurate information about training programmes, costs, and expected outcomes.
· Handle complaints and grievances in accordance with the act's guidelines.

9. Employment Equity Act, 1998 (Act No. 55 of 1998)
· Compliance Requirements:
· Ensure equitable representation of designated groups in training programmes and employment practices.
· Submit annual Employment Equity Reports if the provider qualifies as a designated employer.

10. South African Revenue Service (SARS) Compliance
· Compliance Requirements:
· Register with SARS for tax purposes, including VAT, PAYE, and Skills Development Levies.
· Submit annual and monthly tax returns and ensure compliance with SARS regulations.

11. Occupational Health and Safety Act, 1993 (Act No. 85 of 1993)
· Compliance Requirements:
· Maintain a safe learning environment, ensuring compliance with health and safety standards.
· Conduct regular risk assessments and train staff and learners on health and safety practices.

12. Unemployment Insurance Act, 2001 (Act No. 63 of 2001)
· Compliance Requirements:
· Register employees for UIF and ensure monthly contributions are made.
· Provide necessary UIF documentation for employees when required.

13. Higher Education Act, 1997 (Act No. 101 of 1997)
· Compliance Requirements:
· If applicable, register as a private higher education institution if offering accredited higher education qualifications.
· Adhere to the standards and quality assurance requirements set by the Council on Higher Education (CHE).

14. Tax Administration Act, 2011 (Act No. 28 of 2011)
· Compliance Requirements:
· Keep detailed records of financial transactions related to training programmes.
· Ensure timely submission of tax documents and maintain compliance with tax regulations.

By adhering to these legislative requirements, training providers demonstrate their commitment to delivering high-quality, legally compliant training aligned with national and sectoral standards.



Additional Requirements:
	SKILLS DEVELOPMENT PROVIDER (SDP)

	 Key QCTO Organizational Requirements for Accreditation
	Category
	Requirement

	Legal and Administrative
	- Must be a registered legal entity (e.g., company, NGO, or trust) with appropriate governance structures.

	
	- Proof of registration with the relevant national authority (e.g., CIPC in South Africa).

	
	- Valid tax clearance certificate from the South African Revenue Service (SARS).

	
	- Adequate financial resources to sustain training activities.

	Learning Programme
	- Structured learning programme aligned to the occupational qualification’s curriculum and assessment specifications.

	
	- Compliance with the Occupational Qualification Document (OQD), Curriculum Document, and Qualification Assessment Specification (QAS).

	Facilities and Equipment
	- Access to adequate physical or virtual facilities for effective learning delivery (e.g., classrooms, workshops, or labs).

	
	- Provision of tools, equipment, and learning resources specified in the curriculum.

	
	- Health and safety measures in place for learners and staff.

	Staff and Facilitators
	- Qualified facilitators, assessors, and moderators registered with the relevant Assessment Quality Partner (AQP).

	
	- Proof of staff qualifications and experience in the field of the occupational qualification.

	Policies and Procedures
	- Quality management policies and procedures, including:

	
	- Admission criteria and learner enrolment processes.

	
	- Learner support services and remediation processes.

	
	- Internal and external moderation of assessments.

	
	- Complaints and appeals processes for learners.

	
	- Record-keeping and data management systems for tracking learner progress and outcomes.

	Compliance with QCTO Standards
	- Alignment with QCTO’s Quality Assurance Framework and compliance with the Skills Development Act and Regulations.

	
	- Regular internal reviews to ensure ongoing compliance with QCTO accreditation requirements.

	Stakeholder Partnerships
	- Collaboration with workplaces to facilitate structured workplace-based learning, as required by the occupational qualification.

	
	- Signed agreements with host employers or workplace partners.


Providers must prepare documentation demonstrating compliance with these requirements and undergo a site visit by the QCTO or delegated entity to verify the adequacy of their systems, resources, and infrastructure before accreditation is granted.



	ASSESSMENT CENTRE

	Assessment centres are registered to conduct the External Integrated Summative Assessments (EISA) The criteria that the assessment centres must meet is set out in the Qualification Assessment Specification (QAS). A valid and approved QAS is registered on the QCTO Website for each Occupational Qualification.
As described in the Qualification Assessment Specification (QAS)
The following is the minimum criteria set out in the QAS associated with the Higher Occupational Certificate: Financial Services Practitioner:

	TOOLS AND EQUIPMENT

	Setting up an assessment centre for an External Integrated Summative written assessment requires careful planning and consideration of various factors. Here are the minimum requirements:
· Space: Sufficient space should be available to accommodate all participants comfortably. The area should be quiet and free from distractions to ensure a conducive environment for writing.
· Desks/Tables and Chairs: Ample desks or tables and chairs should be provided for each participant to write comfortably. The furniture should be ergonomic to support prolonged periods of writing.
· Writing Materials: Ensure an adequate supply of writing materials such as pens, pencils, erasers, and rulers for all participants. Consider providing additional materials in case of emergencies or shortages.
· Lighting: Proper lighting is essential to prevent eye strain and facilitate reading and writing. Natural light and adjustable artificial lighting should be available to accommodate varying preferences and needs.
· Temperature Control: The assessment centre should be temperature-controlled to ensure a comfortable environment for participants. Heating or cooling systems should be in place to maintain an appropriate temperature throughout the assessment period.
· Accessibility: The venue should be accessible to all participants, including individuals with disabilities. This includes wheelchair access, ramps, elevators, and accessible restroom facilities.
· Security Measures: Implement security measures to maintain the integrity of the assessment process. This may include monitoring systems, secure storage for personal belongings, and procedures to prevent cheating or unauthorized assistance.
· Quiet Environment: Ensure that the assessment centre is located away from noisy areas to minimize distractions. Consider soundproofing or using partition walls if necessary to create separate testing areas.
· Timing Devices: Provide timing devices such as clocks or timers to help participants manage their time effectively during the assessment. Clear instructions should be given regarding the timing and duration of each section.
· Refreshments: Consider providing refreshments such as water and snacks to keep participants hydrated and energized during the assessment. However, ensure that food and drinks are allowed in the assessment area without compromising the integrity of the assessment.
· Signage and Directions: Clearly display signs and directions to guide participants to the assessment centre and relevant facilities within the venue. This will help prevent confusion and ensure a smooth experience for all participants.
· Emergency Procedures: Establish and communicate emergency procedures to ensure the safety and well-being of participants in case of unforeseen circumstances. This includes procedures for evacuations, medical emergencies, and other potential incidents.
In addition to the basic requirements there are specific physical tools, equipment, and digital technology needed to support the assessment process effectively:
· Computers or Laptops: Provide computers or laptops equipped with word processing software for participants who prefer to type their responses rather than handwrite them. Ensure that these devices are in good working condition and have the necessary software installed.
· Internet Access: If the assessment involves online research or access to digital resources, ensure that reliable internet access is available. This is particularly important if participants are required to submit their responses electronically.
· Printers and Scanners: Have printers and scanners available for participants who need to print or scan documents during the assessment. This allows for the creation of hard copies of responses or the digitization of handwritten work if necessary.
· Projection Equipment: If the assessment includes presentations or multimedia components, provide projection equipment such as projectors and screens to display content to participants and assessors.
· Audiovisual Equipment: Ensure that audiovisual equipment such as microphones, speakers, and audio recording devices are available if the assessment involves listening or speaking tasks. This ensures clear communication and facilitates assessment of oral skills.
· Data Storage Devices: Have data storage devices such as USB flash drives or external hard drives available for participants to save their work if needed. This ensures that participants can securely store their files and access them later if necessary.
· Backup Power Supply: Install backup power supplies such as uninterruptible power supply (UPS) units to prevent disruption in case of power outages. This ensures that assessment activities can continue without interruption and that participants' work is not lost.
· Document Cameras or Visualizers: Provide document cameras or visualizers to display handwritten work or physical documents to assessors or the entire group if necessary. This allows for the sharing of written responses and facilitates discussions during the assessment.
· Headsets or Headphones: If the assessment includes listening tasks or requires participants to use audio materials, provide headsets or headphones to ensure privacy and minimize distractions.
Technical Support: Have technical support personnel available onsite to assist with any issues related to digital technology, software, or equipment during the assessment. This ensures that technical problems can be addressed promptly, minimizing disruptions to the assessment process.

	ACCESS TO EISA FOR CANDIDATES WITH SPECIAL NEEDS:

	In the case of candidates with special needs who have been allowed access to sit for the EISA for the Skills Development provider must inform the Assessment Quality Partner well in advance of the assessment regarding the details of the specific candidate needs. The AQP, in collaboration with the Assessment Centre will then make appropriate arrangements in line with accepted global and National standards. The following are some guiding principles.
When accommodating candidates with special needs who have been granted access to the External Integrated Summative Assessment (EISA) it's essential to ensure that the assessment process remains fair and equitable for all participants. Here are specific provisions that must be made to cater to the fair assessment of candidates with special needs:
•	Accessibility: Ensure that the assessment venue is accessible to candidates with physical disabilities. This includes providing ramps, elevators, accessible restrooms, and designated parking spaces for individuals with mobility impairments.
•	Alternative Formats: Provide assessment materials in alternative formats to accommodate candidates with visual impairments, such as large print, braille, or electronic text. Audio versions of assessment materials may also be necessary for candidates with print disabilities.
•	Assistive Technology: Make assistive technology available to candidates who require it, such as screen readers, magnification software, speech-to-text software, or alternative input devices. Ensure that these tools are compatible with the assessment platform and accessible to candidates during the assessment.
•	Extended Time: Consider granting extended time allowances for candidates with certain disabilities, such as visual impairments, learning disabilities, or physical impairments that affect writing speed or stamina. Extended time can provide these candidates with the opportunity to complete the assessment tasks without time-related barriers.
•	Quiet Environment: Provide a quiet and distraction-free environment for candidates who have difficulty concentrating due to sensory sensitivities or other disabilities. This may involve setting up separate testing rooms or providing noise-cancelling headphones to minimize distractions.
•	Scribe or Reader Assistance: Offer scribe or reader assistance to candidates who have difficulty writing or reading due to physical or cognitive impairments. A scribe can assist with transcribing candidates' responses, while a reader can help candidates access assessment materials or instructions.
•	Flexible Seating Arrangements: Allow candidates to choose seating arrangements that best accommodate their needs, such as adjustable desks or chairs, or seating near exits or restrooms for candidates with mobility impairments.
•	Specialised Instructions: Provide candidates with specialized instructions or accommodations based on their individual needs, as outlined in their accommodation plans or medical documentation. Clear communication and understanding of these accommodations are essential to ensure that candidates can fully participate in the assessment process.
•	Accessibility Features in Assessment Materials: Ensure that assessment materials, including written prompts, diagrams, and images, are designed with accessibility features in mind. This may include providing alternative text for images, using high-contrast colours, or avoiding reliance on visual cues for comprehension.
•	Training for Assessors: Provide training for assessors on how to effectively evaluate the performance of candidates with special needs and how to implement accommodations in a fair and unbiased manner. Assessors should be familiar with the specific needs of each candidate and understand how to assess their work accurately within the context of their disabilities.

	HUMAN RESOURCE REQUIREMENTS

	CRITERIA FOR SUBJECT MATTER EXPERTS (SME) 
SME’s may be assigned as developers, markers/assessors and moderators. 
The criteria for assessors/markers and moderators for the development/moderation of the EISA assessment instruments:
Each of the below categories must be determined by industry as required for each qualification; to be guided by the following criteria:
· Minimum three years’ experience in industry for developers, markers or assessors; evidence thereof required.
· Minimum of five years’ experience in industry for moderators; evidence thereof required.
· Occupational learning and development experience in related fields, evidence of active current practice, trained in assessment practice and recognised by the sector for experience and credibility.
· Active professional membership with professional designation is recommended.

9. Requirements for the EISA Developers:
· Educational Requirement: A minimum of an NQF Level 6 Qualification or equivalent qualification.
· Experiential Requirement: EISA Tool Developers 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.
10. Requirements for the EISA Markers/Assessors:
· Educational Requirement: A minimum of a NQF Level 7
· Experiential Requirement: Markers/Assessors 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.
11. Requirements for EISA Moderators (Pre and Post):

· Educational Requirement: A minimum of a NQF Level 7 

· Experiential Requirement: Moderators 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.



3.1.3 Exemptions
The following table outlines the specific short courses, qualifications, and/or work experience that could be considered for exemption from learning in the indicated knowledge modules:

Considerations for Exemptions:
· Recognition of Prior Learning (RPL): Learners with equivalent experience or informal learning must provide verifiable evidence (e.g., portfolio of evidence, employer reference letters).
· Alignment to Module Outcomes: Exemptions are granted only if prior learning or experience aligns with the specific outcomes and content of the module.
· Regulatory Compliance: Where applicable, learners must demonstrate compliance with sector-specific regulatory exams or certifications, such as FAIS or RE1/RE5.
Providers must apply an QCTO approved RPL process when considering providing learners with exemptions from modules or module topics.


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

	241301-001-01-WM-01 
	Client Information Gathering and Financial Needs Analysis
	5
	10
	FACE TO FACE

	241301-001-01-WM-02
	Financial Plan Development
	5
	10
	FACE TO FACE

	241301-001-01-WM-03 
	Legal and Ethical Compliance in Financial Services
	5
	5
	FACE TO FACE

	241301-001-01-WM-04 
	Client Relationship Management and Portfolio Development
	5
	10
	FACE TO FACE

	241301-001-01-WM-05 
	Ethical Decision-Making and Problem-Solving in Financial Services
	5
	5
	FACE TO FACE



[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

	241301-001-01-WM-01 
	Client Information Gathering and Financial Needs Analysis
	5
	10
	BLENDED



[bookmark: _Toc149225104](a) Purpose of the Work Experience Module:
[bookmark: _Toc149225105]The purpose of this work experience module is to equip learners with the necessary skills to effectively gather and analyse client information to assess their financial needs. Learners will develop the ability to conduct in-depth interviews, collect detailed financial data, and evaluate clients' financial situations in relation to their personal and lifestyle goals. By utilising financial analysis tools, learners will be able to identify gaps or inefficiencies in the client’s financial landscape and provide recommendations for financial planning. This module ensures that learners can create a solid foundation for financial advice by understanding clients' unique needs and translating that information into actionable financial strategies. 	
(b) List of Work Experience Competencies:
	WORK EXPERIENCE CODE
	WORK EXPERIENCE COMPETENCY TITLE  

	WM-01-WE01
	Conduct in-depth interviews with clients to gather financial, personal, and lifestyle information.

	WM-01-WE02
	Assess client goals and financial needs using provided financial analysis tools or templates.

	WM-01-WE03
	Identify any gaps or inefficiencies in the client's current financial situation based on the gathered data.

	WM-01-WE04
	Document client financial profiles and any recommendations for initial financial planning.

	WM-01-WE05
	Report on the outcomes of client interviews and financial assessments, including gaps and potential solutions.


[bookmark: _Toc149225106]
(c) Scope of each Work Experience Competency: 
	WM-01-WE01	CONDUCT IN-DEPTH INTERVIEWS WITH CLIENTS TO GATHER FINANCIAL, PERSONAL, AND LIFESTYLE INFORMATION.

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	The workplace environment for this competency should provide learners with opportunities to engage directly with clients in structured settings where they can conduct comprehensive interviews. The focus will be on collecting essential financial, personal, and lifestyle information to assess the client’s current situation and future needs. Learners will be trained to establish rapport with clients, ask relevant questions, and effectively document responses. The workplace should ensure access to tools such as client questionnaires, financial assessment templates, and interview guidelines that support consistent and accurate data collection.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0101
	Prepare for interviews by reviewing any pre-existing client documentation or conducting preliminary research to understand client circumstances.

	WA0102
	Use active listening techniques to ensure clients feel heard and understood while disclosing sensitive financial or personal information.

	WA0103
	Formulate targeted questions to extract relevant details about clients' income, expenses, assets, liabilities, and future aspirations.

	WA0104
	Maintain professionalism and confidentiality during discussions, especially when addressing sensitive topics like debt or family-related financial issues.

	WA0105
	Record accurate and comprehensive notes during or after the interview to ensure all key points are documented for future analysis.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0101
	Completed Client Interview Forms: Detailed documentation of the questions asked and responses provided by the client during the interview.

	SE0102
	Audio or Written Consent Forms: Evidence that the client consented to share their financial and personal information.

	SE0103
	Interview Notes: Clear and structured notes taken during the interview that include financial, personal, and lifestyle data points.

	SE0104
	Pre-interview Preparation Checklist: Records of preliminary research conducted before the interview, such as reviewing existing client profiles.

	SE0105
	Client Feedback or Testimonial: Positive feedback from the client confirming that the interview was professional and comprehensive.



(c) Scope of each Work Experience Competency: 
	WM-01-WE02	ASSESS CLIENT GOALS AND FINANCIAL NEEDS USING PROVIDED FINANCIAL ANALYSIS TOOLS OR TEMPLATES.

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	The workplace environment for this competency must enable learners to utilise financial analysis tools and templates to assess client goals and financial needs accurately. Learners will be required to gather comprehensive information from client interviews, integrate it into financial analysis systems or templates, and generate detailed assessments that reflect the client’s current financial position and long-term objectives. This competency is key to determining the appropriate financial strategies and products that align with client goals.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0201
	Input data accurately into financial analysis tools or templates to ensure valid results.

	WA0202
	Interpret results generated by financial tools to understand clients’ current financial position and alignment with their goals.

	WA0203
	Customise assessment methods to reflect client-specific contexts, such as different risk appetites, life stages, or income streams.

	WA0204
	Verify assumptions used in financial tools (e.g., inflation rates or expected returns) and communicate their implications to clients.

	WA0205
	Discuss results with clients in a manner that is clear, ensuring they understand the analysis and its relevance to their goals.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0201
	Completed Financial Assessment Reports: Outputs from financial analysis tools showing client-specific calculations and insights.

	SE0202
	Input Data Sheets: Records of the raw data entered into financial templates or tools, reflecting accurate inputs.

	SE0203
	Goal Alignment Summary: A document showing how the client's financial goals were assessed and aligned with the tool's results.

	SE0204
	Audit Trails or Logs: Screenshots or logs showing the steps followed while using the analysis tools to ensure compliance with methodology.

	SE0205
	Supervisor Approval or Peer Review Notes: Documentation confirming the accuracy and thoroughness of the financial assessments.



(c) Scope of each Work Experience Competency: 
	WM-01-WE03	IDENTIFY ANY GAPS OR INEFFICIENCIES IN THE CLIENT'S CURRENT FINANCIAL SITUATION BASED ON THE GATHERED DATA.

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	The workplace environment for this competency should support learners in critically analysing client financial data to identify any gaps or inefficiencies. Learners will assess gathered financial, personal, and lifestyle information to evaluate whether the client's current financial situation aligns with their goals and objectives. The focus will be on spotting areas where the client may be underperforming in their financial strategy, such as insufficient savings, inadequate insurance coverage, or investment misalignments. The workplace should provide access to analytical tools and expert guidance to help learners identify these gaps accurately.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0301
	Compare client data against industry benchmarks or best practices to identify inefficiencies or areas for improvement.

	WA0302
	Highlight risks or vulnerabilities, such as inadequate emergency savings, excessive debt, or insufficient insurance coverage.

	WA0303
	Identify opportunities for tax optimisation, investment diversification, or better credit utilisation.

	WA0304
	Analyse discrepancies between client goals and their current financial strategies, offering initial insights.

	WA0305
	Summarise findings in a structured format to clearly highlight gaps or inefficiencies for client consideration



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0301
	Gap Analysis Reports: Documents highlighting areas such as insufficient insurance coverage, high-interest debt, or low savings rates.

	SE0302
	Risk Assessments: Completed templates identifying potential financial risks and inefficiencies in the client’s situation.

	SE0303
	Recommendations Log: A list of inefficiencies identified and suggested solutions for each issue, linked to the gathered data.

	SE0304
	Benchmark Comparison Sheets: Evidence comparing the client’s financial metrics with industry standards or best practices.

	SE0305
	Follow-Up Correspondence with Client: Records of communications where identified gaps were discussed with the client for validation or feedback.



(c) Scope of each Work Experience Competency: 
	WM-01-WE04	DOCUMENT CLIENT FINANCIAL PROFILES AND ANY RECOMMENDATIONS FOR INITIAL FINANCIAL PLANNING.

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	The workplace environment for this competency should provide learners with the necessary tools and systems to accurately document client financial profiles, ensuring all relevant financial data and recommendations for initial financial planning are recorded in an organised, clear, and compliant manner. Learners will be responsible for capturing essential financial information, such as income, expenses, assets, liabilities, goals, and any identified gaps or inefficiencies. Additionally, they will document the financial recommendations and strategies tailored to the client's needs and goals. The workplace must ensure access to digital or physical record-keeping systems that meet industry standards for data protection and regulatory compliance.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0401
	Develop comprehensive financial profiles that include all relevant client data, goals, and needs identified during the interview.

	WA0402
	Draft initial recommendations tailored to address identified gaps or inefficiencies, focusing on both short- and long-term goals.

	WA0403
	Incorporate supporting evidence or reasoning into documentation to justify each recommendation.

	WA0404
	Ensure compliance with financial regulations and standards when documenting profiles and recommendations.

	WA0405
	Review and validate the accuracy of documented profiles with supervisors or peers before presenting them to clients.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0401
	Client Financial Profiles: Fully completed and signed-off profiles summarising client data, financial goals, and personal details.

	SE0402
	Initial Financial Plan Drafts: Copies of proposed plans, including clear recommendations to address gaps or meet objectives.

	SE0403
	Compliance Checklists: Evidence that the financial profile and recommendations meet regulatory and organisational standards.

	SE0404
	Supporting Research Documents: Attachments or appendices that substantiate recommendations (e.g., investment strategy comparisons or insurance quotes).

	SE0405
	Signed Client Acknowledgment: Confirmation that the client reviewed and agreed with the documented financial profile and recommendations.



(c) Scope of each Work Experience Competency: 
	WM-01-WE05	REPORT ON THE OUTCOMES OF CLIENT INTERVIEWS AND FINANCIAL ASSESSMENTS, INCLUDING GAPS AND POTENTIAL SOLUTIONS.

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	The workplace environment for this competency should enable learners to document and report on the outcomes of client interviews and financial assessments in a clear, structured, and professional manner. Learners will be responsible for summarising the key findings from client interviews, identifying financial gaps, and proposing appropriate solutions to address those gaps. The workplace must provide access to reporting tools, templates, or systems to generate comprehensive reports that align with industry standards and client expectations

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0501
	Compile clear and concise reports summarising key client information, financial goals, and assessment findings.

	WA0502
	Organise reports logically, ensuring that the identification of gaps and proposed solutions are easily understood.

	WA0503
	Present visual aids, such as charts or tables, to illustrate financial data and proposed strategies effectively.

	WA0504
	Tailor the communication style of reports to match the audience, balancing technical accuracy with client comprehension.

	WA0505
	Review and refine reports to ensure they are free of errors and meet organisational standards before submission or presentation.



[bookmark: _Toc149225107](d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0501
	Finalised Client Reports: Copies of reports presented to the client, summarising interview outcomes, gaps, and solutions.

	SE0502
	Presentation Slides or Visual Aids: Evidence of visual materials used to communicate findings effectively to the client.

	SE0503
	Meeting Minutes or Summary Notes: Detailed records of discussions during client meetings or report presentations.

	SE0504
	Follow-Up Actions Tracker: Logs showing steps taken based on the report, such as implemented recommendations or scheduled follow-ups.

	SE0505
	Client or Supervisor Sign-Off: Written acknowledgment confirming that the report was delivered, reviewed, and approved.



[bookmark: _Toc149225108](e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Financial Products and Services

	2
	Regulatory and Compliance Standards

	3
	Client Relationship Management

	4
	Financial Analysis and Tools

	5
	Documentation and Reporting



[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:
	RECOGNISED WORKPLACE

	EQUIPMENT & TOOLS  
	For a work environment to be recognized as appropriate for learners gaining work exposure in a qualification for  Financial Service Practitioner, 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 organizing 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 a Financial Service Practitioner  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 organizing, 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 6 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 6 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 6 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



	EXTERAL 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. 
[bookmark: _Toc149225111]3.3.5 Additional Assignments to be Assessed Externally
None


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

	241301-001-01-WM-02
	Financial Plan Development
	5
	10
	BLENDED



(a) Purpose of the Work Experience Module:
The purpose of this work experience module is to develop learners' skills in creating comprehensive and effective financial plans for clients. Learners will gain hands-on experience in assessing clients' financial data, designing personalised financial plans, and recommending suitable financial products. By applying financial analysis tools and considering market conditions, learners will learn how to develop financial plans that align with clients' goals and needs. This module also covers the revision and realignment of financial plans as clients' circumstances evolve, ensuring that plans remain relevant and effective over time. Ultimately, this module aims to prepare learners to deliver tailored financial solutions that contribute to clients' long-term financial success and security.
 	(b) List of Work Experience Competencies:
	WORK EXPERIENCE CODE
	WORK EXPERIENCE COMPETENCY TITLE  

	WM-02-WE01
	Financial Data Assessment

	WM-02-WE02
	Basic Financial Plan Design and Development

	WM-02-WE03
	Financial product suggestions

	WM-02-WE04
	Financial plan revision and realignment

	WM-02-WE05
	Financial plan presentation



(c) Scope of each Work Experience Competency: 
	WM-02-WE01 FINANCIAL DATA ASSESSMENT

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	The workplace environment must provide learners with access to financial analysis tools, templates, and systems to accurately assess financial data. This includes guidance on gathering and verifying income, expenses, assets, and liabilities, as well as identifying trends and risks. Learners should have access to client financial information, industry benchmarks, and risk assessment guidelines. Supervised practice opportunities must be available for analysing data and documenting findings. The environment should also incorporate checks, such as supervisor reviews or automated validation systems, to ensure accurate and comprehensive assessments.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0101
	Compile and verify financial data: Gather and review client data such as income, expenses, assets, liabilities, and other relevant financial information for accuracy and completeness.

	WA0102
	Analyse cash flow: Assess client cash flow statements to identify patterns, surpluses, or deficits that affect financial planning.

	WA0103
	Evaluate net worth: Perform calculations to determine the client’s net worth and assess its adequacy for meeting short- and long-term goals.

	WA0104
	Identify financial trends and risks: Detect patterns or anomalies in financial data that could indicate potential risks or opportunities for improvement.

	WA0105
	Document financial findings: Prepare a summary of the client's financial position to inform subsequent planning stages.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0101
	Completed Financial Data Checklist: Document showing all required client data (income, expenses, assets, liabilities) gathered and verified.

	SE0102
	Cash Flow Analysis Reports: Summaries showing detailed calculations of cash inflows and outflows, with any identified surpluses or deficits.

	SE0103
	Net Worth Statements: A compiled statement showing the client's assets, liabilities, and calculated net worth.

	SE0104
	Risk Assessment Summary: Documented identification of financial risks (e.g., debt levels, lack of savings, or market exposure).

	SE0105
	Client Data Validation Records: Signed records or acknowledgments from clients confirming the accuracy of the financial data provided.



(c) Scope of each Work Experience Competency: 
	WM-02-WE02	BASIC FINANCIAL PLAN DESIGN AND DEVELOPMENT

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	The workplace environment must provide learners with tools and resources to design and develop basic financial plans. This includes access to templates, goal-setting frameworks, and financial modelling software. Learners must have guidance on aligning client goals with financial strategies, including savings and investment planning. Opportunities for supervised practice in drafting financial plans and incorporating tax efficiency should be available. The environment must ensure plans are reviewed by supervisors or peers to validate compliance with regulatory and organisational standards before client presentation.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0101
	Establish financial goals: Collaborate with clients to define clear, measurable, and achievable financial goals based on assessed needs.

	WA0102
	Create a financial strategy: Design a basic strategy that addresses immediate priorities, such as debt reduction or emergency fund building.

	WA0103
	Develop a savings and investment framework: Propose strategies for savings and investments that align with the client’s risk tolerance and objectives.

	WA0104
	Incorporate tax efficiency: Include recommendations to optimise tax savings through legal strategies such as deductions, exemptions, or credits.

	WA0105
	Prepare a draft plan: Develop a basic financial plan with timelines and action items for client review and input.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0101
	Draft Financial Plan Document: A preliminary version of the financial plan, including goals, timelines, and action steps.

	SE0102
	Client Goal Setting Template: Completed templates or worksheets showing client-defined goals aligned with the proposed plan.

	SE0103
	Savings and Investment Strategy Outline: Evidence of recommended savings or investment frameworks, tailored to the client’s risk tolerance.

	SE0104
	Tax Planning Calculations: Supporting documents or calculations illustrating how tax-saving strategies were incorporated into the plan.

	SE0105
	Plan Development Meeting Minutes: Records of discussions with the client about the draft plan and key decisions made.



(c) Scope of each Work Experience Competency: 
	WM-02-WE03	FINANCIAL PRODUCT SUGGESTIONS

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	The workplace environment must provide learners with access to financial product databases, comparison tools, and client-specific needs analysis systems. This includes clear guidance on evaluating product suitability, analysing features, and presenting recommendations to clients. Learners should have opportunities to practice product research, comparisons, and documentation under supervision. Systems for reviewing and approving product suggestions, such as supervisor audits or compliance checks, must be in place to ensure alignment with client needs and regulatory requirements.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0101
	Research available products: Identify financial products (e.g., insurance, investment funds, or retirement accounts) that match the client’s goals and needs.

	WA0102
	Compare product features: Assess the benefits, costs, and risks of different products to recommend the most suitable options.

	WA0103
	Match products to goals: Align specific financial products with client objectives, such as saving for education, retirement, or wealth growth.

	WA0104
	Highlight product suitability: Clearly communicate why a specific product is recommended, considering factors like affordability, flexibility, and performance.

	WA0105
	Ensure compliance: Verify that suggested financial products meet regulatory and ethical standards.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0101
	Product Research Reports: Summaries of research conducted on available financial products, including comparisons of features, costs, and benefits.

	SE0102
	Suitability Analysis: Documentation explaining why specific financial products were recommended based on the client’s needs and goals.

	SE0103
	Product Disclosure Statements: Copies of official product brochures or key fact sheets provided to the client.

	SE0104
	Compliance Approval Records: Documentation ensuring that all recommended products meet regulatory and ethical requirements.

	SE0105
	Client Acknowledgment of Recommendations: Signed or documented confirmation that the client has reviewed and understood the product suggestions.



(c) Scope of each Work Experience Competency: 
	WM-02-WE04	FINANCIAL PLAN REVISION AND REALIGNMENT

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	The workplace environment must provide learners with systems for monitoring client plans, analysing performance, and revising strategies as needed. This includes access to client feedback, market analysis tools, and updated financial data. Learners should receive guidance on incorporating feedback, resolving discrepancies, and documenting changes. Opportunities for supervised practice in revising plans and aligning them with updated goals should be provided. Checks, such as supervisor reviews or audit trails, must ensure all revisions are accurate and justified.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0101
	Review plan performance: Monitor the outcomes of the initial financial plan to assess progress toward the client’s goals.

	WA0102
	Address client feedback: Incorporate feedback from clients regarding changes in their financial circumstances or priorities.

	WA0103
	Adjust strategies as needed: Revise recommendations or allocations based on updated financial data or market conditions.

	WA0104
	Resolve inconsistencies: Identify and correct any discrepancies between client goals and the current financial plan.

	WA0105
	Document updates: Maintain a record of all changes made to the financial plan and the rationale for each adjustment.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0101
	Progress Review Reports: Evidence of periodic evaluations of the financial plan, including performance metrics and progress toward goals.

	SE0102
	Client Feedback Records: Written feedback or meeting notes indicating the client’s input on adjustments to the financial plan.

	SE0103
	Revised Financial Plan: Updated versions of the financial plan reflecting changes based on new data or client circumstances.

	SE0104
	Market Analysis Summaries: Reports showing how market conditions or external factors influenced the plan revisions.

	SE0105
	Change Log or Audit Trail: A detailed record of all modifications made to the financial plan, including dates and justifications.



(c) Scope of each Work Experience Competency: 
	WM-02-WE05	FINANCIAL PLAN PRESENTATION

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	The workplace environment must provide learners with tools for preparing and delivering financial plan presentations, such as visual aids, client-friendly templates, and communication guidelines. Learners must have access to client profiles, finalised financial plans, and implementation strategies to create clear and effective presentations. Opportunities for supervised practice in presenting financial plans, answering client questions, and refining communication skills should be provided. The environment should include feedback mechanisms, such as client evaluations or supervisor assessments, to improve the learner's presentation quality and ensure client satisfaction.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0101
	Prepare presentation materials: Develop visual aids, summaries, and reports to effectively communicate the financial plan to the client.

	WA0102
	Present the plan clearly: Use client-friendly language to explain the proposed plan, goals, and associated recommendations.

	WA0103
	Address client questions: Provide detailed answers to client queries and ensure they fully understand the financial plan.

	WA0104
	Outline implementation steps: Clearly explain the steps required for the client to put the financial plan into action.

	WA0105
	Document client feedback and approval: Record any feedback or approval received during the presentation to finalise the plan.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0101
	Presentation Decks or Visual Aids: Slides, charts, or graphs prepared to explain the financial plan to the client.

	SE0102
	Client Meeting Notes: Records of discussions held during the presentation, including client questions and practitioner responses.

	SE0103
	Implementation Action Plan: A step-by-step guide provided to the client to implement the financial plan.

	SE0104
	Client Feedback Forms: Completed forms showing the client’s understanding and satisfaction with the presentation.

	SE0105
	Signed Plan Approval: Written or electronic confirmation from the client agreeing to proceed with the financial plan.




(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Financial Planning Principles and Processes

	2
	Regulatory Compliance and Ethical Standards

	3
	Client Communication and Relationship Management

	4
	Product Knowledge Across Financial Instruments

	5
	Data Analysis and Risk Assessment Techniques



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:
	RECOGNISED WORKPLACE

	EQUIPMENT & TOOLS  
	For a work environment to be recognized as appropriate for learners gaining work exposure in a qualification for  Financial Service Practitioner, 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 organizing 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 a Financial Service Practitioner  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 organizing, 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 6 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 6 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 6 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



	EXTERAL 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


3.3.1 Detailing Work Experience Module (WM) contents
Work Experience Module (WM) - 03
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-001-01-WM-03 
	Legal and Ethical Compliance in Financial Services
	5
	5
	BLENDED



(a) Purpose of the Work Experience Module:
The purpose of this work experience module is to equip learners with the essential skills and knowledge needed to navigate the legal and ethical landscape of financial services. Learners will gain practical experience in understanding and applying relevant legal regulations, such as FICA and FAIS, to ensure compliance throughout the financial planning process. By verifying client documents, monitoring compliance during financial service implementation, and communicating legal and ethical obligations to clients, learners will develop the expertise required to maintain the integrity of financial transactions. This module aims to foster ethical decision-making and adherence to legal standards, ensuring that learners can confidently provide compliant financial services while safeguarding clients' interests and building trust.
 	(b) List of Work Experience Competencies:
	WORK EXPERIENCE CODE
	WORK EXPERIENCE COMPETENCY TITLE  

	WM-03-WE01
	Legal Regulations in Financial Planning

	WM-03-WE02
	Client Document Verification for Legal Compliance

	WM-03-WE03
	Ongoing Monitoring of Compliance in Financial Service Implementation

	WM-03-WE04
	Communication of Legal and Ethical Obligations to Clients

	WM-03-WE05
	Record-Keeping and Evidence of Legal Verification



(c) Scope of each Work Experience Competency: 
	WM-03-WE01	LEGAL REGULATIONS IN FINANCIAL PLANNING

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	This competency ensures that learners understand the legal regulations governing financial planning, including national and international standards like FICA (Financial Intelligence Centre Act), FAIS (Financial Advisory and Intermediary Services), and other relevant regulations. Learners will be expected to identify and interpret these regulations and apply them to the financial planning process. The workplace environment must provide resources such as training materials, updated regulatory documents, and access to legal advisors to ensure accurate compliance with all legal requirements in financial planning.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0101
	Research and Interpret Legal Documents: Review and analyse relevant legal regulations (e.g., FICA, FAIS) to understand their application in financial planning.

	WA0102
	Apply Legal Standards to Financial Plans: Integrate legal regulations into financial plan development to ensure compliance.

	WA0103
	Stay Updated on Regulatory Changes: Continuously track changes in laws and regulations that affect financial planning practices.

	WA0104
	Ensure Legal Compliance in Financial Recommendations: Provide financial advice that adheres to legal and regulatory requirements.

	WA0105
	Consult Legal Experts: Work with legal advisors to clarify complex regulatory issues or ensure compliance with specific financial strategies.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0101
	Regulatory Compliance Checklist: A completed checklist confirming understanding and application of key legal regulations.

	SE0102
	Training Completion Certificate: Evidence of completed training in financial regulations like FICA and FAIS.

	SE0103
	Regulatory Updates Log: A record of recent changes in financial regulations and their application to financial planning.

	SE0104
	Compliance Documentation: Written reports or summaries detailing how legal regulations were applied to specific financial plans.

	SE0105
	Consultation Notes with Legal Advisors: Documentation of consultations with legal experts regarding financial planning compliance.



(c) Scope of each Work Experience Competency: 
	WM-03-WE02	CLIENT DOCUMENT VERIFICATION FOR LEGAL COMPLIANCE

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	Learners will be required to verify the client’s identification documents, financial records, and the source of funds in accordance with legal standards. This includes FICA requirements for verifying the identity and source of funds to prevent money laundering. The workplace must offer access to verification tools, databases for document checks, and support systems to ensure that all documents are legitimate, complete, and legally compliant.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0201
	Verify Client Identification Documents: Ensure that client identification documents meet regulatory requirements, including government-issued IDs and proof of address.

	WA0202
	Assess Source of Funds: Check documentation verifying the source of the client’s funds to comply with anti-money laundering regulations.

	WA0203
	Complete FICA Verification: Perform FICA-compliant verification procedures to authenticate client details and financial background.

	WA0204
	Cross-Check Client Financial Records: Verify the accuracy of financial documents such as bank statements, tax returns, and investment records.

	WA0205
	Ensure Document Completeness: Confirm that all required documents are submitted and are free from errors before processing.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0201
	Verified Client Identification: Copies of verified client documents such as IDs and proof of address.

	SE0202
	Source of Funds Documentation: Evidence verifying the source of client funds (e.g., bank statements, salary slips).

	SE0203
	FICA Verification Logs: A log showing completed FICA verification steps for each client.

	SE0204
	Client Financial Records: Verified client financial documents such as tax returns or investment portfolios.

	SE0205
	Document Verification Reports: Signed verification reports that confirm the documents meet legal standards.



(c) Scope of each Work Experience Competency: 
	WM-03-WE03	ONGOING MONITORING OF COMPLIANCE IN FINANCIAL SERVICE IMPLEMENTATION

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	Learners will monitor the implementation of financial plans and ensure continuous compliance with relevant legal regulations throughout the service delivery process. The workplace must have compliance tracking tools, audit procedures, and supervisor support to ensure that all actions, such as investments or withdrawals, adhere to the regulatory requirements.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0301
	Monitor Client Transactions: Track client transactions to ensure compliance with regulatory standards throughout the financial service delivery.

	WA0302
	Conduct Regular Compliance Audits: Periodically review client accounts, investments, or withdrawals to ensure adherence to legal requirements.

	WA0303
	Verify Ongoing Document Validity: Ensure that any client documents or declarations remain valid throughout the financial service period.

	WA0304
	Report Non-Compliance Issues: Identify and report any areas where compliance may be lacking during the implementation phase.

	WA0305
	Update Clients on Regulatory Changes: Notify clients of any regulatory updates or changes that may affect their financial plans or services.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0301
	Transaction Monitoring Records: Documentation showing that client transactions are being monitored for compliance.

	SE0302
	Audit Reports: Internal or external audit reports reviewing compliance during financial service delivery.

	SE0303
	Client Documentation Updates: Records of any changes in client documents or ongoing verification processes.

	SE0304
	Compliance Breach Reports: Records detailing any compliance issues identified during service implementation.

	SE0305
	Client Notification Records: Logs of client communications regarding regulatory updates or compliance issues.



(c) Scope of each Work Experience Competency: 
	WM-03-WE04	COMMUNICATION OF LEGAL AND ETHICAL OBLIGATIONS TO CLIENTS

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	Learners will be expected to communicate legal and ethical responsibilities to clients, ensuring that they fully understand their rights and obligations. This includes disclosing regulatory information, potential risks, and ensuring that clients are aware of compliance-related requirements. The workplace should provide communication training, documentation templates, and access to legal resources for proper client-facing conversations.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0401
	Disclose Legal Responsibilities to Clients: Ensure that clients are aware of their legal obligations when entering into financial agreements.

	WA0402
	Explain Regulatory Requirements: Clearly explain to clients the legal and regulatory requirements relevant to their financial planning.

	WA0403
	Provide Risk and Compliance Information: Communicate the risks involved with financial products or strategies in compliance with legal standards.

	WA0404
	Obtain Client Consent and Acknowledgment: Ensure that clients understand and agree to terms, conditions, and legal obligations.

	WA0405
	Use Clear and Concise Language: Communicate complex legal and ethical matters in an understandable manner to clients.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0401
	Client Consent Forms: Signed consent forms from clients acknowledging they understand legal and ethical obligations.

	SE0402
	Compliance Disclosure Documents: Documents explaining regulatory requirements or risks to clients.

	SE0403
	Meeting Notes: Notes from meetings with clients where legal and ethical obligations were discussed.

	SE0404
	Client Acknowledgment Records: Written acknowledgment from clients confirming their understanding of their rights and responsibilities.

	SE0405
	Ethical Communication Templates: Templates used to communicate legal and ethical obligations to clients.



(c) Scope of each Work Experience Competency: 
	WM-03-WE05	RECORD-KEEPING AND EVIDENCE OF LEGAL VERIFICATION

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	This competency involves maintaining accurate records of all compliance activities, including the verification of legal documentation and regulatory checks. Learners will ensure that all documentation is stored properly, organised, and easily retrievable for audits or inspections. The workplace must have a secure digital or physical record-keeping system and processes in place to track compliance efforts and document completion.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0501
	Maintain Accurate Client Records: Store and organise all client documentation, including identity verification and legal compliance records.

	WA0502
	Document Compliance Activities: Keep detailed records of compliance-related activities, including document checks, regulatory reports, and communication.

	WA0503
	Ensure Secure Storage of Documents: Use secure systems (digital or physical) to store client documents and compliance records.

	WA0504
	Track Legal Verification Progress: Maintain logs of document verification processes to ensure no steps are overlooked.

	WA0505
	Prepare for Audits or Inspections: Keep records readily available for internal audits or regulatory inspections.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0501
	Client Record Database: A secure database containing client documents and compliance checks.

	SE0502
	Audit Trail Logs: Logs showing all actions taken to verify legal compliance during financial planning.

	SE0503
	Compliance Activity Reports: Documentation of all compliance-related activities undertaken for each client.

	SE0504
	Verification Checklists: Completed checklists confirming that all required legal verifications were conducted.

	SE0505
	Internal or External Audit Reports: Reports detailing the effectiveness of record-keeping and compliance verification.



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Legal and Regulatory Compliance

	2
	Document Verification and Anti-Money Laundering Procedures

	3
	Financial Services Ethics and Client Rights

	4
	Data Security and Confidentiality in Financial Services

	5
	Compliance Monitoring and Audit Procedures



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:
	RECOGNISED WORKPLACE

	EQUIPMENT & TOOLS  
	For a work environment to be recognized as appropriate for learners gaining work exposure in a qualification for  Financial Service Practitioner, 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 organizing 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 a Financial Service Practitioner  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 organizing, 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 6 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 6 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 6 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



	EXTERAL 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



3.3.1 Detailing Work Experience Module (WM) contents
Work Experience Module (WM) - 04
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-001-01-WM-04 
	Client Relationship Management and Portfolio Development
	5
	10
	BLENDED



(a) Purpose of the Work Experience Module:
The purpose of this work experience module is to equip learners with the skills and knowledge necessary to effectively manage client relationships and develop portfolios that meet long-term financial goals. Learners will gain practical experience in assessing client needs, monitoring portfolio performance, analysing market trends, and developing client-centric strategies for portfolio diversification. By providing continuous portfolio analysis and reporting, learners will be able to make informed adjustments to strategies in response to client feedback and market conditions, ensuring client satisfaction and financial success. This module ensures that financial practitioners are proficient in delivering personalised financial services that align with clients' objectives while adapting to changing market dynamics.
 	(b) List of Work Experience Competencies:
	WORK EXPERIENCE CODE
	WORK EXPERIENCE COMPETENCY TITLE  

	WM-04-WE01
	Client Relationship Management and Needs Assessment

	WM-04-WE02
	Portfolio Monitoring and Performance Analysis

	WM-04-WE03
	Market Trend Analysis and Portfolio Impact Evaluation

	WM-04-WE04
	Client-Centric Strategy Development and Portfolio Diversification

	WM-04-WE05
	Portfolio Performance Reporting and Strategic Adjustments



(c) Scope of each Work Experience Competency: 
	WM-04-WE01	CLIENT RELATIONSHIP MANAGEMENT AND NEEDS ASSESSMENT

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	This competency focuses on the continuous engagement and communication with clients to assess their evolving needs, preferences, and satisfaction with financial products and services. Learners will be expected to initiate regular contact, review client goals, and document any changes in their circumstances that may require adjustments to their financial strategies. The workplace environment should enable learners to access client profiles, feedback tools, and communication platforms to foster ongoing client relationships.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0101
	Initiate Regular Client Contact: Set up and maintain routine meetings or check-ins with clients to assess their satisfaction and evolving needs.

	WA0102
	Identify Changes in Client Circumstances: Identify any changes in a client's financial situation, goals, or preferences.

	WA0103
	Document Client Feedback: Record and update client feedback and insights into CRM systems.

	WA0104
	Recommend Financial Adjustments: Suggest necessary adjustments to clients' portfolios or financial strategies based on ongoing assessments.

	WA0105
	Track Client Satisfaction: Use surveys or feedback forms to evaluate client satisfaction and identify areas for improvement.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0101
	Client Meeting Records: Logs of meetings, calls, or other interactions with clients discussing their needs and satisfaction.

	SE0102
	Feedback Surveys: Completed surveys or forms from clients evaluating their satisfaction with services.

	SE0103
	CRM System Entries: Documentation in CRM systems detailing ongoing client assessments and communications.

	SE0104
	Adjusted Financial Plans: Evidence of financial plans being updated or revised based on client feedback.

	SE0105
	Client Communication Logs: Records showing the frequency and quality of contact with clients, including emails, calls, or meetings.



(c) Scope of each Work Experience Competency: 
	WM-04-WE02	PORTFOLIO MONITORING AND PERFORMANCE ANALYSIS

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	Learners will be tasked with monitoring client portfolios to track performance against set goals and benchmarks. This includes evaluating investment returns, product performance, and any potential risks. The workplace must provide access to portfolio management systems, market data, and performance reports. Learners will also gain experience in identifying underperforming assets and adjusting the portfolio accordingly to align with clients' financial objectives.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0201
	Track Portfolio Performance: Regularly monitor portfolio performance against established benchmarks and objectives.

	WA0202
	Analyse Financial Products: Assess the performance of individual financial products within client portfolios.

	WA0203
	Identify Underperforming Assets: Recognise any underperforming assets or investments and propose potential adjustments.

	WA0204
	Evaluate Risk Exposure: Conduct risk assessments of client portfolios to ensure alignment with their risk tolerance.

	WA0205
	Generate Portfolio Reports: Create periodic reports detailing portfolio performance, highlighting key changes and trends.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0201
	Performance Tracking Reports: Reports showing client portfolio performance, including returns, benchmarks, and comparisons.

	SE0202
	Risk Assessments: Documentation of risk assessments performed on client portfolios.

	SE0203
	Underperforming Asset Identifications: Reports or notes showing the identification of underperforming assets within portfolios.

	SE0204
	Investment Review Logs: Logs detailing the review and analysis of financial products and asset allocations.

	SE0205
	Portfolio Adjustment Recommendations: Evidence of recommendations made to adjust portfolios to align with financial goals.



(c) Scope of each Work Experience Competency: 
	WM-04-WE03	MARKET TREND ANALYSIS AND PORTFOLIO IMPACT EVALUATION

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	This competency involves tracking and analysing financial market changes, understanding how these shifts can affect client portfolios, and making recommendations based on market conditions. Learners should be familiar with market analysis tools, news sources, and financial indicators. The workplace must provide access to real-time data feeds, market reports, and analysis software for assessing market trends and the implications for client portfolios.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0301
	Track Market Trends: Continuously monitor financial markets and news sources to identify key changes that may affect investments.

	WA0302
	Analyse Market Impact on Portfolios: Assess how market fluctuations, trends, or economic events impact client portfolios.

	WA0303
	Use Market Analysis Tools: Utilise financial tools and platforms to conduct market research and analysis.

	WA0304
	Forecast Market Movements: Predict potential market changes and their implications for client portfolios.

	WA0305
	Recommend Portfolio Adjustments: Suggest portfolio adjustments based on market trends and shifts in economic conditions.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0301
	Market Trend Reports: Research reports tracking and analysing market trends, economic indicators, or financial news.

	SE0302
	Impact Analysis Documents: Analysis showing how specific market changes impact client portfolios.

	SE0303
	Forecasting Models: Tools or models used to predict market movements and their potential impact on client investments.

	SE0304
	Market Data Dashboards: Screenshots or reports from market data platforms used for analysis.

	SE0305
	Client Portfolio Adjustment Recommendations: Written documentation of portfolio adjustment suggestions based on market changes.



(c) Scope of each Work Experience Competency: 
	WM-04-WE04	CLIENT-CENTRIC STRATEGY DEVELOPMENT AND PORTFOLIO DIVERSIFICATION

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	Learners will develop strategies that align with individual client needs, focusing on optimising portfolio diversification and risk management. This includes recommending adjustments based on market trends, risk tolerance, and investment goals. The workplace environment should support access to financial planning software, risk management tools, and client profiles to ensure personalised and strategic recommendations

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0401
	Assess Client Needs and Risk Tolerance: Evaluate each client's financial goals, risk tolerance, and investment preferences.

	WA0402
	Develop Diversification Strategies: Create personalised strategies to diversify client portfolios and minimise risks.

	WA0403
	Analyse Asset Allocation: Review and adjust asset allocation strategies to meet client goals and market conditions.

	WA0404
	Rebalance Portfolios: Recommend rebalancing strategies when necessary to optimise returns and mitigate risks.

	WA0405
	Provide Tailored Investment Recommendations: Offer specific product or asset recommendations aligned with client profiles.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0401
	Client Profiles: Detailed client profiles including goals, risk tolerance, and investment preferences.

	SE0402
	Diversification Strategies: Documentation of strategies developed for portfolio diversification and risk mitigation.

	SE0403
	Rebalancing Plans: Records of portfolio rebalancing strategies and the rationale behind them.

	SE0404
	Risk Tolerance Assessments: Completed assessments of client risk tolerance and related investment advice.

	SE0405
	Investment Recommendations: Written or digital recommendations for specific products or strategies for clients.



(c) Scope of each Work Experience Competency: 
	WM-04-WE05	PORTFOLIO PERFORMANCE REPORTING AND STRATEGIC ADJUSTMENTS

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	This competency focuses on generating performance reports for client portfolios and making strategic adjustments based on client feedback and market shifts. Learners will be responsible for interpreting portfolio performance data, presenting the results to clients, and suggesting adjustments to optimise returns and mitigate risks. The workplace must provide reporting tools, performance dashboards, and client communication systems to facilitate this process.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0501
	Generate Performance Reports: Create detailed reports summarising portfolio performance, including return on investment and risk metrics.

	WA0502
	Interpret Portfolio Data: Analyse and interpret portfolio performance data to identify areas for improvement.

	WA0503
	Present Performance Findings to Clients: Present performance reports to clients, highlighting key takeaways and areas for adjustment.

	WA0504
	Adjust Strategies Based on Client Feedback: Modify strategies based on client input and feedback about their goals and preferences.

	WA0505
	Monitor the Effectiveness of Adjustments: Track the success of adjustments and re-evaluate portfolio strategies as necessary.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0101
	Performance Review Reports: Formal reports summarising the performance of client portfolios over a given period.

	SE0102
	Client Feedback Forms: Completed forms from clients providing feedback on portfolio performance.

	SE0103
	Revised Financial Plans: Evidence of updated financial plans or strategies based on portfolio performance or client feedback.

	SE0104
	Strategic Adjustment Documents: Documentation showing how portfolio strategies were adjusted in response to client preferences or market conditions.

	SE0105
	Meeting Minutes: Meeting notes or minutes from sessions with clients where performance reports and adjustments were discussed.




(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Client Relationship Management and Communication

	2
	Portfolio Monitoring and Performance Metrics

	3
	Market Analysis and Economic Indicators

	4
	Risk Management and Diversification Strategies

	5
	Financial Reporting and Performance Adjustment



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:
	RECOGNISED WORKPLACE

	EQUIPMENT & TOOLS  
	For a work environment to be recognized as appropriate for learners gaining work exposure in a qualification for  Financial Service Practitioner, 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 organizing 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 a Financial Service Practitioner  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 organizing, 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 6 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 6 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 6 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



	EXTERAL 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



3.3.1 Detailing Work Experience Module (WM) contents
Work Experience Module (WM) - 05
	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-001-01-WM-05 
	Ethical Decision-Making and Problem-Solving in Financial Services
	5
	5
	BLENDED



(a) Purpose of the Work Experience Module:
The purpose of this work experience module is to equip learners with the skills necessary to navigate and resolve ethical dilemmas in financial services. Learners will develop the ability to evaluate conflicting financial choices, apply ethical frameworks, and guide clients through decision-making processes that align with both their best interests and legal obligations. By managing client objections, ensuring decisions align with established financial plans, and documenting ethical decision-making processes, learners will gain the expertise required to maintain integrity, compliance, and long-term client relationships within a financial advisory practice. This module supports the development of well-rounded financial practitioners capable of providing responsible, ethical advice that meets client needs.
 	(b) List of Work Experience Competencies:
	WORK EXPERIENCE CODE
	WORK EXPERIENCE COMPETENCY TITLE  

	WM-05-WE01
	Evaluation of Client Financial Dilemmas

	WM-05-WE02
	Application of Ethical Frameworks in Financial Advice

	WM-05-WE03
	Client Objection Handling and Decision Support

	WM-05-WE04
	Alignment of Client Decisions with Financial Plans

	WM-05-WE05
	Documentation and Reporting of Ethical Decision-Making



(c) Scope of each Work Experience Competency: 
	WM-05-WE01	EVALUATION OF CLIENT FINANCIAL DILEMMAS

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	This competency focuses on the continuous engagement and communication with clients to assess their evolving needs, preferences, and satisfaction with financial products and services. Learners will be expected to initiate regular contact, review client goals, and document any changes in their circumstances that may require adjustments to their financial strategies. The workplace environment should enable learners to access client profiles, feedback tools, and communication platforms to foster ongoing client relationships.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0101
	Initiate Regular Client Contact: Set up and maintain routine meetings or check-ins with clients to assess their satisfaction and evolving needs.

	WA0102
	Identify Changes in Client Circumstances: Identify any changes in a client's financial situation, goals, or preferences.

	WA0103
	Document Client Feedback: Record and update client feedback and insights into CRM systems.

	WA0104
	Recommend Financial Adjustments: Suggest necessary adjustments to clients' portfolios or financial strategies based on ongoing assessments.

	WA0105
	Track Client Satisfaction: Use surveys or feedback forms to evaluate client satisfaction and identify areas for improvement.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0101
	Client Meeting Records: Logs of meetings, calls, or other interactions with clients discussing their needs and satisfaction.

	SE0102
	Feedback Surveys: Completed surveys or forms from clients evaluating their satisfaction with services.

	SE0103
	CRM System Entries: Documentation in CRM systems detailing ongoing client assessments and communications.

	SE0104
	Adjusted Financial Plans: Evidence of financial plans being updated or revised based on client feedback.

	SE0105
	Client Communication Logs: Records showing the frequency and quality of contact with clients, including emails, calls, or meetings.



(c) Scope of each Work Experience Competency: 
	WM-05-WE02	APPLICATION OF ETHICAL FRAMEWORKS IN FINANCIAL ADVICE

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	Learners will be tasked with monitoring client portfolios to track performance against set goals and benchmarks. This includes evaluating investment returns, product performance, and any potential risks. The workplace must provide access to portfolio management systems, market data, and performance reports. Learners will also gain experience in identifying underperforming assets and adjusting the portfolio accordingly to align with clients' financial objectives.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0201
	Track Portfolio Performance: Regularly monitor portfolio performance against established benchmarks and objectives.

	WA0202
	Analyse Financial Products: Assess the performance of individual financial products within client portfolios.

	WA0203
	Identify Underperforming Assets: Recognise any underperforming assets or investments and propose potential adjustments.

	WA0204
	Evaluate Risk Exposure: Conduct risk assessments of client portfolios to ensure alignment with their risk tolerance.

	WA0205
	Generate Portfolio Reports: Create periodic reports detailing portfolio performance, highlighting key changes and trends.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0201
	Performance Tracking Reports: Reports showing client portfolio performance, including returns, benchmarks, and comparisons.

	SE0202
	Risk Assessments: Documentation of risk assessments performed on client portfolios.

	SE0203
	Underperforming Asset Identifications: Reports or notes showing the identification of underperforming assets within portfolios.

	SE0204
	Investment Review Logs: Logs detailing the review and analysis of financial products and asset allocations.

	SE0205
	Portfolio Adjustment Recommendations: Evidence of recommendations made to adjust portfolios to align with financial goals.



(c) Scope of each Work Experience Competency: 
	WM-05-WE03	CLIENT OBJECTION HANDLING AND DECISION SUPPORT

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	This competency involves tracking and analysing financial market changes, understanding how these shifts can affect client portfolios, and making recommendations based on market conditions. Learners should be familiar with market analysis tools, news sources, and financial indicators. The workplace must provide access to real-time data feeds, market reports, and analysis software for assessing market trends and the implications for client portfolios.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0301
	Track Market Trends: Continuously monitor financial markets and news sources to identify key changes that may affect investments.

	WA0302
	Analyse Market Impact on Portfolios: Assess how market fluctuations, trends, or economic events impact client portfolios.

	WA0303
	Use Market Analysis Tools: Utilise financial tools and platforms to conduct market research and analysis.

	WA0304
	Forecast Market Movements: Predict potential market changes and their implications for client portfolios.

	WA0305
	Recommend Portfolio Adjustments: Suggest portfolio adjustments based on market trends and shifts in economic conditions.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0301
	Market Trend Reports: Research reports tracking and analysing market trends, economic indicators, or financial news.

	SE0302
	Impact Analysis Documents: Analysis showing how specific market changes impact client portfolios.

	SE0303
	Forecasting Models: Tools or models used to predict market movements and their potential impact on client investments.

	SE0304
	Market Data Dashboards: Screenshots or reports from market data platforms used for analysis.

	SE0305
	Client Portfolio Adjustment Recommendations: Written documentation of portfolio adjustment suggestions based on market changes.



(c) Scope of each Work Experience Competency: 
	WM-05-WE04	ALIGNMENT OF CLIENT DECISIONS WITH FINANCIAL PLANS

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	Learners will develop strategies that align with individual client needs, focusing on optimising portfolio diversification and risk management. This includes recommending adjustments based on market trends, risk tolerance, and investment goals. The workplace environment should support access to financial planning software, risk management tools, and client profiles to ensure personalised and strategic recommendations.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0401
	Assess Client Needs and Risk Tolerance: Evaluate each client's financial goals, risk tolerance, and investment preferences.

	WA0402
	Develop Diversification Strategies: Create personalised strategies to diversify client portfolios and minimise risks.

	WA0403
	Analyse Asset Allocation: Review and adjust asset allocation strategies to meet client goals and market conditions.

	WA0404
	Rebalance Portfolios: Recommend rebalancing strategies when necessary to optimise returns and mitigate risks.

	WA0405
	Provide Tailored Investment Recommendations: Offer specific product or asset recommendations aligned with client profiles.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0401
	Client Profiles: Detailed client profiles including goals, risk tolerance, and investment preferences.

	SE0402
	Diversification Strategies: Documentation of strategies developed for portfolio diversification and risk mitigation.

	SE0403
	Rebalancing Plans: Records of portfolio rebalancing strategies and the rationale behind them.

	SE0404
	Risk Tolerance Assessments: Completed assessments of client risk tolerance and related investment advice.

	SE0405
	Investment Recommendations: Written or digital recommendations for specific products or strategies for clients.



(c) Scope of each Work Experience Competency: 
	WM-05-WE05	DOCUMENTATION AND REPORTING OF ETHICAL DECISION-MAKING

	WORKPLACE EXPERIENCE COMPETENCY SCOPE OUTLINE

	This competency focuses on generating performance reports for client portfolios and making strategic adjustments based on client feedback and market shifts. Learners will be responsible for interpreting portfolio performance data, presenting the results to clients, and suggesting adjustments to optimise returns and mitigate risks. The workplace must provide reporting tools, performance dashboards, and client communication systems to facilitate this process.

	WORK EXPERIENCE COMPETENCY ELEMENT CODES
	WORK EXPERIENCE COMPETENCY ELEMENTS

	WA0501
	Generate Performance Reports: Create detailed reports summarising portfolio performance, including return on investment and risk metrics.

	WA0502
	Interpret Portfolio Data: Analyse and interpret portfolio performance data to identify areas for improvement.

	WA0503
	Present Performance Findings to Clients: Present performance reports to clients, highlighting key takeaways and areas for adjustment.

	WA0504
	Adjust Strategies Based on Client Feedback: Modify strategies based on client input and feedback about their goals and preferences.

	WA0505
	Monitor the Effectiveness of Adjustments: Track the success of adjustments and re-evaluate portfolio strategies as necessary.



(d) Supporting evidence
	WORK EXPERIENCE CODES
	 SUPPORTING EVIDENCE

	SE0501
	Performance Review Reports: Formal reports summarising the performance of client portfolios over a given period.

	SE0502
	Client Feedback Forms: Completed forms from clients providing feedback on portfolio performance.

	SE0503
	Revised Financial Plans: Evidence of updated financial plans or strategies based on portfolio performance or client feedback.

	SE0504
	Strategic Adjustment Documents: Documentation showing how portfolio strategies were adjusted in response to client preferences or market conditions.

	SE0505
	Meeting Minutes: Meeting notes or minutes from sessions with clients where performance reports and adjustments were discussed.



(e) Contextualised Workplace Knowledge
	WORKPLACE KNOWLEDGE

	1
	Client Relationship Management and Communication

	2
	Portfolio Monitoring and Performance Metrics

	3
	Market Analysis and Economic Indicators

	4
	Risk Management and Diversification Strategies

	5
	Financial Reporting and Performance Adjustment



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:
	RECOGNISED WORKPLACE

	EQUIPMENT & TOOLS  
	For a work environment to be recognized as appropriate for learners gaining work exposure in a qualification for  Financial Service Practitioner, 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 organizing 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 a Financial Service Practitioner  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 organizing, 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 6 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 6 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 6 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



	EXTERAL 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



[bookmark: _Toc149225112]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
	Client Needs and Financial Status
	241301-001-01-KM-01
	5
	15

	2
	Client Information Gathering and Financial Needs Analysis
	241301-001-01-WM-01
	5
	10

	3
	Financial Planning Techniques
	241301-001-01-KM-02
	5
	20

	4
	Client Information Gathering and Analysis
	241301-001-01-PM-01
	5
	10

	5
	Basic Financial Plan Development and Communication
	241301-001-01-KM-03
	5
	15

	6
	Financial Plan Development
	241301-001-01-WM-02
	5
	10

	7
	Financial Plan Development
	241301-001-01-PM-02
	5
	15

	8
	Ethical and Compliance in Financial Services
	241301-001-01-KM-04
	5
	10

	9
	Legal and Ethical Compliance in Financial Services
	241301-001-01-WM-03
	5
	10

	10
	Financial Plan Presentation
	241301-001-01-PM-03
	5
	10

	11
	Client Relationship Management and Portfolio Development
	241301-001-01-WM-04
	5
	10

	12
	Ethical Financial Services Practices
	241301-001-01-PM-04
	5
	5

	13
	Ethical Decision-Making and Problem-Solving in Financial Services
	241301-001-01-WM-05
	5
	5




[bookmark: _Toc109733559][bookmark: _Toc149225113]SECTION 4. STATEMENT OF WORK EXPERIENCE

	QUALIFICATION/PART-QUALIFICATIONS/SKILLS PROGRAMME TYPE 
	QUALIFICATION/PART-QUALIFICATION/SKILLS PROGRAMME TITLE/DESCRIPTOR
	NQF LEVEL
	CREDITS 

	Higher Occupational Certificate
	Financial Services Practitioner
	5
	120



	CURRICULUM CODE 
	241301-001-01-00



	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

	241301-001-01-WM-01 
	Client Information Gathering and Financial Needs Analysis
	5
	10
	BLENDED



	WORK EXPERIENCE MODULE DETAILS 

	WM-01-WE01	CONDUCT IN-DEPTH INTERVIEWS WITH CLIENTS TO GATHER FINANCIAL, PERSONAL, AND LIFESTYLE INFORMATION.

	WM-01-WE01
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0101
	Prepare for interviews by reviewing any pre-existing client documentation or conducting preliminary research to understand client circumstances.
	
	

	WA0102
	Use active listening techniques to ensure clients feel heard and understood while disclosing sensitive financial or personal information.
	
	

	WA0103
	Formulate targeted questions to extract relevant details about clients' income, expenses, assets, liabilities, and future aspirations.
	
	

	WA0104
	Maintain professionalism and confidentiality during discussions, especially when addressing sensitive topics like debt or family-related financial issues.
	
	

	WA0105
	Record accurate and comprehensive notes during or after the interview to ensure all key points are documented for future analysis.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0101
	Completed Client Interview Forms: Detailed documentation of the questions asked and responses provided by the client during the interview.
	
	

	SE0102
	Audio or Written Consent Forms: Evidence that the client consented to share their financial and personal information.
	
	

	SE0103
	Interview Notes: Clear and structured notes taken during the interview that include financial, personal, and lifestyle data points.
	
	

	SE0104
	Pre-interview Preparation Checklist: Records of preliminary research conducted before the interview, such as reviewing existing client profiles.
	
	

	SE0105
	Client Feedback or Testimonial: Positive feedback from the client confirming that the interview was professional and comprehensive.
	
	

	WM-01-WE02	ASSESS CLIENT GOALS AND FINANCIAL NEEDS USING PROVIDED FINANCIAL ANALYSIS TOOLS OR TEMPLATES.

	WM-01-WE02
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0201
	Input data accurately into financial analysis tools or templates to ensure valid results.
	
	

	WA0202
	Interpret results generated by financial tools to understand clients’ current financial position and alignment with their goals.
	
	

	WA0203
	Customise assessment methods to reflect client-specific contexts, such as different risk appetites, life stages, or income streams.
	
	

	WA0204
	Verify assumptions used in financial tools (e.g., inflation rates or expected returns) and communicate their implications to clients.
	
	

	WA0205
	Discuss results with clients in a manner that is clear, ensuring they understand the analysis and its relevance to their goals.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0201
	Completed Financial Assessment Reports: Outputs from financial analysis tools showing client-specific calculations and insights.
	
	

	SE0202
	Input Data Sheets: Records of the raw data entered into financial templates or tools, reflecting accurate inputs.
	
	

	SE0203
	Goal Alignment Summary: A document showing how the client's financial goals were assessed and aligned with the tool's results.
	
	

	SE0204
	Audit Trails or Logs: Screenshots or logs showing the steps followed while using the analysis tools to ensure compliance with methodology.
	
	

	SE0205
	Supervisor Approval or Peer Review Notes: Documentation confirming the accuracy and thoroughness of the financial assessments.
	
	

	WM-01-WE03	IDENTIFY ANY GAPS OR INEFFICIENCIES IN THE CLIENT'S CURRENT FINANCIAL SITUATION BASED ON THE GATHERED DATA.

	WM-01-WE03
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0301
	Compare client data against industry benchmarks or best practices to identify inefficiencies or areas for improvement.
	
	

	WA0302
	Highlight risks or vulnerabilities, such as inadequate emergency savings, excessive debt, or insufficient insurance coverage.
	
	

	WA0303
	Identify opportunities for tax optimisation, investment diversification, or better credit utilisation.
	
	

	WA0304
	Analyse discrepancies between client goals and their current financial strategies, offering initial insights.
	
	

	WA0305
	Summarise findings in a structured format to clearly highlight gaps or inefficiencies for client consideration
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0301
	Gap Analysis Reports: Documents highlighting areas such as insufficient insurance coverage, high-interest debt, or low savings rates.
	
	

	SE0302
	Risk Assessments: Completed templates identifying potential financial risks and inefficiencies in the client’s situation.
	
	

	SE0303
	Recommendations Log: A list of inefficiencies identified and suggested solutions for each issue, linked to the gathered data.
	
	

	SE0304
	Benchmark Comparison Sheets: Evidence comparing the client’s financial metrics with industry standards or best practices.
	
	

	SE0305
	Follow-Up Correspondence with Client: Records of communications where identified gaps were discussed with the client for validation or feedback.
	
	

	WM-01-WE04	DOCUMENT CLIENT FINANCIAL PROFILES AND ANY RECOMMENDATIONS FOR INITIAL FINANCIAL PLANNING.

	WM-01-WE04
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0401
	Develop comprehensive financial profiles that include all relevant client data, goals, and needs identified during the interview.
	
	

	WA0402
	Draft initial recommendations tailored to address identified gaps or inefficiencies, focusing on both short- and long-term goals.
	
	

	WA0403
	Incorporate supporting evidence or reasoning into documentation to justify each recommendation.
	
	

	WA0404
	Ensure compliance with financial regulations and standards when documenting profiles and recommendations.
	
	

	WA0405
	Review and validate the accuracy of documented profiles with supervisors or peers before presenting them to clients.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0401
	Client Financial Profiles: Fully completed and signed-off profiles summarising client data, financial goals, and personal details.
	
	

	SE0402
	Initial Financial Plan Drafts: Copies of proposed plans, including clear recommendations to address gaps or meet objectives.
	
	

	SE0403
	Compliance Checklists: Evidence that the financial profile and recommendations meet regulatory and organisational standards.
	
	

	SE0404
	Supporting Research Documents: Attachments or appendices that substantiate recommendations (e.g., investment strategy comparisons or insurance quotes).
	
	

	SE0405
	Signed Client Acknowledgment: Confirmation that the client reviewed and agreed with the documented financial profile and recommendations.
	
	

	WM-01-WE05	REPORT ON THE OUTCOMES OF CLIENT INTERVIEWS AND FINANCIAL ASSESSMENTS, INCLUDING GAPS AND POTENTIAL SOLUTIONS.

	WM-01-WE05
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0501
	Compile clear and concise reports summarising key client information, financial goals, and assessment findings.
	
	

	WA0502
	Organise reports logically, ensuring that the identification of gaps and proposed solutions are easily understood.
	
	

	WA0503
	Present visual aids, such as charts or tables, to illustrate financial data and proposed strategies effectively.
	
	

	WA0504
	Tailor the communication style of reports to match the audience, balancing technical accuracy with client comprehension.
	
	

	WA0505
	Review and refine reports to ensure they are free of errors and meet organisational standards before submission or presentation.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0501
	Finalised Client Reports: Copies of reports presented to the client, summarising interview outcomes, gaps, and solutions.
	
	

	SE0502
	Presentation Slides or Visual Aids: Evidence of visual materials used to communicate findings effectively to the client.
	
	

	SE0503
	Meeting Minutes or Summary Notes: Detailed records of discussions during client meetings or report presentations.
	
	

	SE0504
	Follow-Up Actions Tracker: Logs showing steps taken based on the report, such as implemented recommendations or scheduled follow-ups.
	
	

	SE0505
	Client or Supervisor Sign-Off: Written acknowledgment confirming that the report was delivered, reviewed, and approved.
	
	




	NUMBER
	CONTEXTUALISED WORKPLACE KNOWLEDGE
	DATE
	SIGNATURE

	1.
	Financial Products and Services
	
	

	2.
	Regulatory and Compliance Standards
	
	

	3.
	Client Relationship Management
	
	

	4.
	Financial Analysis and Tools
	
	

	5.
	Documentation and Reporting
	
	

	NUMBER
	ADDITIONAL ASSIGNMENTS TO BE ASSESSED EXTERNALLY
	DATE
	SIGNATURE

	1.
	
	
	






	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-001-01-WM-02
	Financial Plan Development
	5
	10
	BLENDED



	WORK EXPERIENCE MODULE DETAILS 

	WM-02-WE01 FINANCIAL DATA ASSESSMENT

	WM-02-WE01
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0101
	Compile and verify financial data: Gather and review client data such as income, expenses, assets, liabilities, and other relevant financial information for accuracy and completeness.
	
	

	WA0102
	Analyse cash flow: Assess client cash flow statements to identify patterns, surpluses, or deficits that affect financial planning.
	
	

	WA0103
	Evaluate net worth: Perform calculations to determine the client’s net worth and assess its adequacy for meeting short- and long-term goals.
	
	

	WA0104
	Identify financial trends and risks: Detect patterns or anomalies in financial data that could indicate potential risks or opportunities for improvement.
	
	

	WA0105
	Document financial findings: Prepare a summary of the client's financial position to inform subsequent planning stages.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0101
	Completed Financial Data Checklist: Document showing all required client data (income, expenses, assets, liabilities) gathered and verified.
	
	

	SE0102
	Cash Flow Analysis Reports: Summaries showing detailed calculations of cash inflows and outflows, with any identified surpluses or deficits.
	
	

	SE0103
	Net Worth Statements: A compiled statement showing the client's assets, liabilities, and calculated net worth.
	
	

	SE0104
	Risk Assessment Summary: Documented identification of financial risks (e.g., debt levels, lack of savings, or market exposure).
	
	

	SE0105
	Client Data Validation Records: Signed records or acknowledgments from clients confirming the accuracy of the financial data provided.
	
	

	WM-02-WE02	BASIC FINANCIAL PLAN DESIGN AND DEVELOPMENT

	WM-02-WE02
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0201
	Establish financial goals: Collaborate with clients to define clear, measurable, and achievable financial goals based on assessed needs.
	
	

	WA0202
	Create a financial strategy: Design a basic strategy that addresses immediate priorities, such as debt reduction or emergency fund building.
	
	

	WA0203
	Develop a savings and investment framework: Propose strategies for savings and investments that align with the client’s risk tolerance and objectives.
	
	

	WA0204
	Incorporate tax efficiency: Include recommendations to optimise tax savings through legal strategies such as deductions, exemptions, or credits.
	
	

	WA0205
	Prepare a draft plan: Develop a basic financial plan with timelines and action items for client review and input.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0201
	Draft Financial Plan Document: A preliminary version of the financial plan, including goals, timelines, and action steps.
	
	

	SE0202
	Client Goal Setting Template: Completed templates or worksheets showing client-defined goals aligned with the proposed plan.
	
	

	SE0203
	Savings and Investment Strategy Outline: Evidence of recommended savings or investment frameworks, tailored to the client’s risk tolerance.
	
	

	SE0204
	Tax Planning Calculations: Supporting documents or calculations illustrating how tax-saving strategies were incorporated into the plan.
	
	

	SE0205
	Plan Development Meeting Minutes: Records of discussions with the client about the draft plan and key decisions made.
	
	

	WM-02-WE03	FINANCIAL PRODUCT SUGGESTIONS

	WM-02-WE03
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0301
	Research available products: Identify financial products (e.g., insurance, investment funds, or retirement accounts) that match the client’s goals and needs.
	
	

	WA0302
	Compare product features: Assess the benefits, costs, and risks of different products to recommend the most suitable options.
	
	

	WA0303
	Match products to goals: Align specific financial products with client objectives, such as saving for education, retirement, or wealth growth.
	
	

	WA0304
	Highlight product suitability: Clearly communicate why a specific product is recommended, considering factors like affordability, flexibility, and performance.
	
	

	WA0305
	Ensure compliance: Verify that suggested financial products meet regulatory and ethical standards.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0301
	Product Research Reports: Summaries of research conducted on available financial products, including comparisons of features, costs, and benefits.
	
	

	SE0302
	Suitability Analysis: Documentation explaining why specific financial products were recommended based on the client’s needs and goals.
	
	

	SE0303
	Product Disclosure Statements: Copies of official product brochures or key fact sheets provided to the client.
	
	

	SE0304
	Compliance Approval Records: Documentation ensuring that all recommended products meet regulatory and ethical requirements.
	
	

	SE0305
	Client Acknowledgment of Recommendations: Signed or documented confirmation that the client has reviewed and understood the product suggestions.
	
	

	WM-02-WE04	FINANCIAL PLAN REVISION AND REALIGNMENT

	WM-02-WE04
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0401
	Review plan performance: Monitor the outcomes of the initial financial plan to assess progress toward the client’s goals.
	
	

	WA0402
	Address client feedback: Incorporate feedback from clients regarding changes in their financial circumstances or priorities.
	
	

	WA0403
	Adjust strategies as needed: Revise recommendations or allocations based on updated financial data or market conditions.
	
	

	WA0404
	Resolve inconsistencies: Identify and correct any discrepancies between client goals and the current financial plan.
	
	

	WA0405
	Document updates: Maintain a record of all changes made to the financial plan and the rationale for each adjustment.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0401
	Progress Review Reports: Evidence of periodic evaluations of the financial plan, including performance metrics and progress toward goals.
	
	

	SE0402
	Client Feedback Records: Written feedback or meeting notes indicating the client’s input on adjustments to the financial plan.
	
	

	SE0403
	Revised Financial Plan: Updated versions of the financial plan reflecting changes based on new data or client circumstances.
	
	

	SE0404
	Market Analysis Summaries: Reports showing how market conditions or external factors influenced the plan revisions.
	
	

	SE0405
	Change Log or Audit Trail: A detailed record of all modifications made to the financial plan, including dates and justifications.
	
	

	WM-02-WE05	FINANCIAL PLAN PRESENTATION

	WM-02-WE05
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0501
	Prepare presentation materials: Develop visual aids, summaries, and reports to effectively communicate the financial plan to the client.
	
	

	WA0502
	Present the plan clearly: Use client-friendly language to explain the proposed plan, goals, and associated recommendations.
	
	

	WA0503
	Address client questions: Provide detailed answers to client queries and ensure they fully understand the financial plan.
	
	

	WA0504
	Outline implementation steps: Clearly explain the steps required for the client to put the financial plan into action.
	
	

	WA0505
	Document client feedback and approval: Record any feedback or approval received during the presentation to finalise the plan.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0501
	Presentation Decks or Visual Aids: Slides, charts, or graphs prepared to explain the financial plan to the client.
	
	

	SE0502
	Client Meeting Notes: Records of discussions held during the presentation, including client questions and practitioner responses.
	
	

	SE0503
	Implementation Action Plan: A step-by-step guide provided to the client to implement the financial plan.
	
	

	SE0504
	Client Feedback Forms: Completed forms showing the client’s understanding and satisfaction with the presentation.
	
	

	SE0505
	Signed Plan Approval: Written or electronic confirmation from the client agreeing to proceed with the financial plan.
	
	



	NUMBER
	CONTEXTUALISED WORKPLACE KNOWLEDGE
	DATE
	SIGNATURE

	1.
	Financial Planning Principles and Processes
	
	

	2.
	Regulatory Compliance and Ethical Standards
	
	

	3.
	Client Communication and Relationship Management
	
	

	4.
	Product Knowledge Across Financial Instruments
	
	

	5.
	Data Analysis and Risk Assessment Techniques
	
	

	NUMBER
	ADDITIONAL ASSIGNMENTS TO BE ASSESSED EXTERNALLY
	DATE
	SIGNATURE

	1.
	
	
	






	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-001-01-WM-03 
	Legal and Ethical Compliance in Financial Services
	5
	5
	BLENDED



	WORK EXPERIENCE MODULE DETAILS 

	WM-03-WE01	LEGAL REGULATIONS IN FINANCIAL PLANNING

	WM-03-WE01
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0101
	Research and Interpret Legal Documents: Review and analyse relevant legal regulations (e.g., FICA, FAIS) to understand their application in financial planning.
	
	

	WA0102
	Apply Legal Standards to Financial Plans: Integrate legal regulations into financial plan development to ensure compliance.
	
	

	WA0103
	Stay Updated on Regulatory Changes: Continuously track changes in laws and regulations that affect financial planning practices.
	
	

	WA0104
	Ensure Legal Compliance in Financial Recommendations: Provide financial advice that adheres to legal and regulatory requirements.
	
	

	WA0105
	Consult Legal Experts: Work with legal advisors to clarify complex regulatory issues or ensure compliance with specific financial strategies.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0101
	Regulatory Compliance Checklist: A completed checklist confirming understanding and application of key legal regulations.
	
	

	SE0102
	Training Completion Certificate: Evidence of completed training in financial regulations like FICA and FAIS.
	
	

	SE0103
	Regulatory Updates Log: A record of recent changes in financial regulations and their application to financial planning.
	
	

	SE0104
	Compliance Documentation: Written reports or summaries detailing how legal regulations were applied to specific financial plans.
	
	

	SE0105
	Consultation Notes with Legal Advisors: Documentation of consultations with legal experts regarding financial planning compliance.
	
	

	WM-03-WE02	CLIENT DOCUMENT VERIFICATION FOR LEGAL COMPLIANCE

	WM-03-WE02
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0201
	Verify Client Identification Documents: Ensure that client identification documents meet regulatory requirements, including government-issued IDs and proof of address.
	
	

	WA0202
	Assess Source of Funds: Check documentation verifying the source of the client’s funds to comply with anti-money laundering regulations.
	
	

	WA0203
	Complete FICA Verification: Perform FICA-compliant verification procedures to authenticate client details and financial background.
	
	

	WA0204
	Cross-Check Client Financial Records: Verify the accuracy of financial documents such as bank statements, tax returns, and investment records.
	
	

	WA0205
	Ensure Document Completeness: Confirm that all required documents are submitted and are free from errors before processing.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0201
	Verified Client Identification: Copies of verified client documents such as IDs and proof of address.
	
	

	SE0202
	Source of Funds Documentation: Evidence verifying the source of client funds (e.g., bank statements, salary slips).
	
	

	SE0203
	FICA Verification Logs: A log showing completed FICA verification steps for each client.
	
	

	SE0204
	Client Financial Records: Verified client financial documents such as tax returns or investment portfolios.
	
	

	SE0205
	Document Verification Reports: Signed verification reports that confirm the documents meet legal standards.
	
	

	WM-03-WE03	ONGOING MONITORING OF COMPLIANCE IN FINANCIAL SERVICE IMPLEMENTATION

	WM-03-WE03
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0301
	Monitor Client Transactions: Track client transactions to ensure compliance with regulatory standards throughout the financial service delivery.
	
	

	WA0302
	Conduct Regular Compliance Audits: Periodically review client accounts, investments, or withdrawals to ensure adherence to legal requirements.
	
	

	WA0303
	Verify Ongoing Document Validity: Ensure that any client documents or declarations remain valid throughout the financial service period.
	
	

	WA0304
	Report Non-Compliance Issues: Identify and report any areas where compliance may be lacking during the implementation phase.
	
	

	WA0305
	Update Clients on Regulatory Changes: Notify clients of any regulatory updates or changes that may affect their financial plans or services.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0301
	Transaction Monitoring Records: Documentation showing that client transactions are being monitored for compliance.
	
	

	SE0302
	Audit Reports: Internal or external audit reports reviewing compliance during financial service delivery.
	
	

	SE0303
	Client Documentation Updates: Records of any changes in client documents or ongoing verification processes.
	
	

	SE0304
	Compliance Breach Reports: Records detailing any compliance issues identified during service implementation.
	
	

	SE0305
	Client Notification Records: Logs of client communications regarding regulatory updates or compliance issues.
	
	

	WM-03-WE04	COMMUNICATION OF LEGAL AND ETHICAL OBLIGATIONS TO CLIENTS

	WM-03-WE04
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0401
	Disclose Legal Responsibilities to Clients: Ensure that clients are aware of their legal obligations when entering into financial agreements.
	
	

	WA0402
	Explain Regulatory Requirements: Clearly explain to clients the legal and regulatory requirements relevant to their financial planning.
	
	

	WA0403
	Provide Risk and Compliance Information: Communicate the risks involved with financial products or strategies in compliance with legal standards.
	
	

	WA0404
	Obtain Client Consent and Acknowledgment: Ensure that clients understand and agree to terms, conditions, and legal obligations.
	
	

	WA0405
	Use Clear and Concise Language: Communicate complex legal and ethical matters in an understandable manner to clients.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0401
	Client Consent Forms: Signed consent forms from clients acknowledging they understand legal and ethical obligations.
	
	

	SE0402
	Compliance Disclosure Documents: Documents explaining regulatory requirements or risks to clients.
	
	

	SE0403
	Meeting Notes: Notes from meetings with clients where legal and ethical obligations were discussed.
	
	

	SE0404
	Client Acknowledgment Records: Written acknowledgment from clients confirming their understanding of their rights and responsibilities.
	
	

	SE0405
	Ethical Communication Templates: Templates used to communicate legal and ethical obligations to clients.
	
	

	WM-03-WE05	RECORD-KEEPING AND EVIDENCE OF LEGAL VERIFICATION

	WM-03-WE05
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0501
	Maintain Accurate Client Records: Store and organise all client documentation, including identity verification and legal compliance records.
	
	

	WA0502
	Document Compliance Activities: Keep detailed records of compliance-related activities, including document checks, regulatory reports, and communication.
	
	

	WA0503
	Ensure Secure Storage of Documents: Use secure systems (digital or physical) to store client documents and compliance records.
	
	

	WA0504
	Track Legal Verification Progress: Maintain logs of document verification processes to ensure no steps are overlooked.
	
	

	WA0505
	Prepare for Audits or Inspections: Keep records readily available for internal audits or regulatory inspections.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0501
	Client Record Database: A secure database containing client documents and compliance checks.
	
	

	SE0502
	Audit Trail Logs: Logs showing all actions taken to verify legal compliance during financial planning.
	
	

	SE0503
	Compliance Activity Reports: Documentation of all compliance-related activities undertaken for each client.
	
	

	SE0504
	Verification Checklists: Completed checklists confirming that all required legal verifications were conducted.
	
	

	SE0505
	Internal or External Audit Reports: Reports detailing the effectiveness of record-keeping and compliance verification.
	
	




	NUMBER
	CONTEXTUALISED WORKPLACE KNOWLEDGE
	DATE
	SIGNATURE

	1.
	Legal and Regulatory Compliance
	
	

	2.
	Document Verification and Anti-Money Laundering Procedures
	
	

	3.
	Financial Services Ethics and Client Rights
	
	

	4.
	Data Security and Confidentiality in Financial Services
	
	

	5.
	Compliance Monitoring and Audit Procedures
	
	

	NUMBER
	ADDITIONAL ASSIGNMENTS TO BE ASSESSED EXTERNALLY
	DATE
	SIGNATURE

	1.
	
	
	





	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-001-01-WM-04 
	Client Relationship Management and Portfolio Development
	5
	10
	BLENDED



	WORK EXPERIENCE MODULE DETAILS 

	WM-04-WE01	CLIENT RELATIONSHIP MANAGEMENT AND NEEDS ASSESSMENT

	WM-04-WE01
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0101
	Initiate Regular Client Contact: Set up and maintain routine meetings or check-ins with clients to assess their satisfaction and evolving needs.
	
	

	WA0102
	Identify Changes in Client Circumstances: Identify any changes in a client's financial situation, goals, or preferences.
	
	

	WA0103
	Document Client Feedback: Record and update client feedback and insights into CRM systems.
	
	

	WA0104
	Recommend Financial Adjustments: Suggest necessary adjustments to clients' portfolios or financial strategies based on ongoing assessments.
	
	

	WA0105
	Track Client Satisfaction: Use surveys or feedback forms to evaluate client satisfaction and identify areas for improvement.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0101
	Client Meeting Records: Logs of meetings, calls, or other interactions with clients discussing their needs and satisfaction.
	
	

	SE0102
	Feedback Surveys: Completed surveys or forms from clients evaluating their satisfaction with services.
	
	

	SE0103
	CRM System Entries: Documentation in CRM systems detailing ongoing client assessments and communications.
	
	

	SE0104
	Adjusted Financial Plans: Evidence of financial plans being updated or revised based on client feedback.
	
	

	SE0105
	Client Communication Logs: Records showing the frequency and quality of contact with clients, including emails, calls, or meetings.
	
	

	WM-04-WE02	PORTFOLIO MONITORING AND PERFORMANCE ANALYSIS

	WM-04-WE02
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0201
	Track Portfolio Performance: Regularly monitor portfolio performance against established benchmarks and objectives.
	
	

	WA0202
	Analyse Financial Products: Assess the performance of individual financial products within client portfolios.
	
	

	WA0203
	Identify Underperforming Assets: Recognise any underperforming assets or investments and propose potential adjustments.
	
	

	WA0204
	Evaluate Risk Exposure: Conduct risk assessments of client portfolios to ensure alignment with their risk tolerance.
	
	

	WA0205
	Generate Portfolio Reports: Create periodic reports detailing portfolio performance, highlighting key changes and trends.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0201
	Performance Tracking Reports: Reports showing client portfolio performance, including returns, benchmarks, and comparisons.
	
	

	SE0202
	Risk Assessments: Documentation of risk assessments performed on client portfolios.
	
	

	SE0203
	Underperforming Asset Identifications: Reports or notes showing the identification of underperforming assets within portfolios.
	
	

	SE0204
	Investment Review Logs: Logs detailing the review and analysis of financial products and asset allocations.
	
	

	SE0205
	Portfolio Adjustment Recommendations: Evidence of recommendations made to adjust portfolios to align with financial goals.
	
	

	WM-04-WE03	MARKET TREND ANALYSIS AND PORTFOLIO IMPACT EVALUATION

	WM-04-WE03
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0301
	Track Market Trends: Continuously monitor financial markets and news sources to identify key changes that may affect investments.
	
	

	WA0302
	Analyse Market Impact on Portfolios: Assess how market fluctuations, trends, or economic events impact client portfolios.
	
	

	WA0303
	Use Market Analysis Tools: Utilise financial tools and platforms to conduct market research and analysis.
	
	

	WA0304
	Forecast Market Movements: Predict potential market changes and their implications for client portfolios.
	
	

	WA0305
	Recommend Portfolio Adjustments: Suggest portfolio adjustments based on market trends and shifts in economic conditions.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0301
	Market Trend Reports: Research reports tracking and analysing market trends, economic indicators, or financial news.
	
	

	SE0302
	Impact Analysis Documents: Analysis showing how specific market changes impact client portfolios.
	
	

	SE0303
	Forecasting Models: Tools or models used to predict market movements and their potential impact on client investments.
	
	

	SE0304
	Market Data Dashboards: Screenshots or reports from market data platforms used for analysis.
	
	

	SE0305
	Client Portfolio Adjustment Recommendations: Written documentation of portfolio adjustment suggestions based on market changes.
	
	

	WM-04-WE04	CLIENT-CENTRIC STRATEGY DEVELOPMENT AND PORTFOLIO DIVERSIFICATION

	WM-04-WE04
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0401
	Assess Client Needs and Risk Tolerance: Evaluate each client's financial goals, risk tolerance, and investment preferences.
	
	

	WA0402
	Develop Diversification Strategies: Create personalised strategies to diversify client portfolios and minimise risks.
	
	

	WA0403
	Analyse Asset Allocation: Review and adjust asset allocation strategies to meet client goals and market conditions.
	
	

	WA0404
	Rebalance Portfolios: Recommend rebalancing strategies when necessary to optimise returns and mitigate risks.
	
	

	WA0405
	Provide Tailored Investment Recommendations: Offer specific product or asset recommendations aligned with client profiles.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0401
	Client Profiles: Detailed client profiles including goals, risk tolerance, and investment preferences.
	
	

	SE0402
	Diversification Strategies: Documentation of strategies developed for portfolio diversification and risk mitigation.
	
	

	SE0403
	Rebalancing Plans: Records of portfolio rebalancing strategies and the rationale behind them.
	
	

	SE0404
	Risk Tolerance Assessments: Completed assessments of client risk tolerance and related investment advice.
	
	

	SE0405
	Investment Recommendations: Written or digital recommendations for specific products or strategies for clients.
	
	

	WM-04-WE05	PORTFOLIO PERFORMANCE REPORTING AND STRATEGIC ADJUSTMENTS

	WM-04-WE05
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0501
	Generate Performance Reports: Create detailed reports summarising portfolio performance, including return on investment and risk metrics.
	
	

	WA0502
	Interpret Portfolio Data: Analyse and interpret portfolio performance data to identify areas for improvement.
	
	

	WA0503
	Present Performance Findings to Clients: Present performance reports to clients, highlighting key takeaways and areas for adjustment.
	
	

	WA0504
	Adjust Strategies Based on Client Feedback: Modify strategies based on client input and feedback about their goals and preferences.
	
	

	WA0505
	Monitor the Effectiveness of Adjustments: Track the success of adjustments and re-evaluate portfolio strategies as necessary.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0501
	Performance Review Reports: Formal reports summarising the performance of client portfolios over a given period.
	
	

	SE0502
	Client Feedback Forms: Completed forms from clients providing feedback on portfolio performance.
	
	

	SE0503
	Revised Financial Plans: Evidence of updated financial plans or strategies based on portfolio performance or client feedback.
	
	

	SE0504
	Strategic Adjustment Documents: Documentation showing how portfolio strategies were adjusted in response to client preferences or market conditions.
	
	

	SE0505
	Meeting Minutes: Meeting notes or minutes from sessions with clients where performance reports and adjustments were discussed.
	
	




	NUMBER
	CONTEXTUALISED WORKPLACE KNOWLEDGE
	DATE
	SIGNATURE

	1.
	Client Relationship Management and Communication
	
	

	2.
	Portfolio Monitoring and Performance Metrics
	
	

	3.
	Market Analysis and Economic Indicators
	
	

	4.
	Risk Management and Diversification Strategies
	
	

	5.
	Financial Reporting and Performance Adjustment
	
	

	NUMBER
	ADDITIONAL ASSIGNMENTS TO BE ASSESSED EXTERNALLY
	DATE
	SIGNATURE

	1.
	
	
	






	MODULE CODE
	MODULE TITLE
	NQF LEVEL
	CREDITS 
	MODE OF DELIVERY

	241301-001-01-WM-05 
	Ethical Decision-Making and Problem-Solving in Financial Services
	5
	5
	BLENDED



	WORK EXPERIENCE MODULE DETAILS 

	WM-05-WE01	EVALUATION OF CLIENT FINANCIAL DILEMMAS

	WM-05-WE01
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0101
	Initiate Regular Client Contact: Set up and maintain routine meetings or check-ins with clients to assess their satisfaction and evolving needs.
	
	

	WA0102
	Identify Changes in Client Circumstances: Identify any changes in a client's financial situation, goals, or preferences.
	
	

	WA0103
	Document Client Feedback: Record and update client feedback and insights into CRM systems.
	
	

	WA0104
	Recommend Financial Adjustments: Suggest necessary adjustments to clients' portfolios or financial strategies based on ongoing assessments.
	
	

	WA0105
	Track Client Satisfaction: Use surveys or feedback forms to evaluate client satisfaction and identify areas for improvement.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0101
	Client Meeting Records: Logs of meetings, calls, or other interactions with clients discussing their needs and satisfaction.
	
	

	SE0102
	Feedback Surveys: Completed surveys or forms from clients evaluating their satisfaction with services.
	
	

	SE0103
	CRM System Entries: Documentation in CRM systems detailing ongoing client assessments and communications.
	
	

	SE0104
	Adjusted Financial Plans: Evidence of financial plans being updated or revised based on client feedback.
	
	

	SE0105
	Client Communication Logs: Records showing the frequency and quality of contact with clients, including emails, calls, or meetings.
	
	

	WM-05-WE02	APPLICATION OF ETHICAL FRAMEWORKS IN FINANCIAL ADVICE

	WM-05-WE02
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0201
	Track Portfolio Performance: Regularly monitor portfolio performance against established benchmarks and objectives.
	
	

	WA0202
	Analyse Financial Products: Assess the performance of individual financial products within client portfolios.
	
	

	WA0203
	Identify Underperforming Assets: Recognise any underperforming assets or investments and propose potential adjustments.
	
	

	WA0204
	Evaluate Risk Exposure: Conduct risk assessments of client portfolios to ensure alignment with their risk tolerance.
	
	

	WA0205
	Generate Portfolio Reports: Create periodic reports detailing portfolio performance, highlighting key changes and trends.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0201
	Performance Tracking Reports: Reports showing client portfolio performance, including returns, benchmarks, and comparisons.
	
	

	SE0202
	Risk Assessments: Documentation of risk assessments performed on client portfolios.
	
	

	SE0203
	Underperforming Asset Identifications: Reports or notes showing the identification of underperforming assets within portfolios.
	
	

	SE0204
	Investment Review Logs: Logs detailing the review and analysis of financial products and asset allocations.
	
	

	SE0205
	Portfolio Adjustment Recommendations: Evidence of recommendations made to adjust portfolios to align with financial goals.
	
	

	WM-05-WE03	CLIENT OBJECTION HANDLING AND DECISION SUPPORT

	WM-05-WE03
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0301
	Track Market Trends: Continuously monitor financial markets and news sources to identify key changes that may affect investments.
	
	

	WA0302
	Analyse Market Impact on Portfolios: Assess how market fluctuations, trends, or economic events impact client portfolios.
	
	

	WA0303
	Use Market Analysis Tools: Utilise financial tools and platforms to conduct market research and analysis.
	
	

	WA0304
	Forecast Market Movements: Predict potential market changes and their implications for client portfolios.
	
	

	WA0305
	Recommend Portfolio Adjustments: Suggest portfolio adjustments based on market trends and shifts in economic conditions.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0301
	Market Trend Reports: Research reports tracking and analysing market trends, economic indicators, or financial news.
	
	

	SE0302
	Impact Analysis Documents: Analysis showing how specific market changes impact client portfolios.
	
	

	SE0303
	Forecasting Models: Tools or models used to predict market movements and their potential impact on client investments.
	
	

	SE0304
	Market Data Dashboards: Screenshots or reports from market data platforms used for analysis.
	
	

	SE0305
	Client Portfolio Adjustment Recommendations: Written documentation of portfolio adjustment suggestions based on market changes.
	
	

	WM-05-WE04	ALIGNMENT OF CLIENT DECISIONS WITH FINANCIAL PLANS

	WM-05-WE04
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0401
	Assess Client Needs and Risk Tolerance: Evaluate each client's financial goals, risk tolerance, and investment preferences.
	
	

	WA0402
	Develop Diversification Strategies: Create personalised strategies to diversify client portfolios and minimise risks.
	
	

	WA0403
	Analyse Asset Allocation: Review and adjust asset allocation strategies to meet client goals and market conditions.
	
	

	WA0404
	Rebalance Portfolios: Recommend rebalancing strategies when necessary to optimise returns and mitigate risks.
	
	

	WA0405
	Provide Tailored Investment Recommendations: Offer specific product or asset recommendations aligned with client profiles.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0401
	Client Profiles: Detailed client profiles including goals, risk tolerance, and investment preferences.
	
	

	SE0402
	Diversification Strategies: Documentation of strategies developed for portfolio diversification and risk mitigation.
	
	

	SE0403
	Rebalancing Plans: Records of portfolio rebalancing strategies and the rationale behind them.
	
	

	SE0404
	Risk Tolerance Assessments: Completed assessments of client risk tolerance and related investment advice.
	
	

	SE0405
	Investment Recommendations: Written or digital recommendations for specific products or strategies for clients.
	
	

	WM-05-WE05	DOCUMENTATION AND REPORTING OF ETHICAL DECISION-MAKING

	WM-05-WE05
	SCOPE WORK EXPERIENCE
	DATE
	SIGNATURE

	WA0501
	Generate Performance Reports: Create detailed reports summarising portfolio performance, including return on investment and risk metrics.
	
	

	WA0502
	Interpret Portfolio Data: Analyse and interpret portfolio performance data to identify areas for improvement.
	
	

	WA0503
	Present Performance Findings to Clients: Present performance reports to clients, highlighting key takeaways and areas for adjustment.
	
	

	WA0504
	Adjust Strategies Based on Client Feedback: Modify strategies based on client input and feedback about their goals and preferences.
	
	

	WA0505
	Monitor the Effectiveness of Adjustments: Track the success of adjustments and re-evaluate portfolio strategies as necessary.
	
	

	
	SUPPORTING EVIDENCE
	DATE
	SIGNATURE

	SE0501
	Performance Review Reports: Formal reports summarising the performance of client portfolios over a given period.
	
	

	SE0502
	Client Feedback Forms: Completed forms from clients providing feedback on portfolio performance.
	
	

	SE0503
	Revised Financial Plans: Evidence of updated financial plans or strategies based on portfolio performance or client feedback.
	
	

	SE0504
	Strategic Adjustment Documents: Documentation showing how portfolio strategies were adjusted in response to client preferences or market conditions.
	
	

	SE0505
	Meeting Minutes: Meeting notes or minutes from sessions with clients where performance reports and adjustments were discussed.
	
	




	NUMBER
	CONTEXTUALISED WORKPLACE KNOWLEDGE
	DATE
	SIGNATURE

	1.
	Client Relationship Management and Communication
	
	

	2.
	Portfolio Monitoring and Performance Metrics
	
	

	3.
	Market Analysis and Economic Indicators
	
	

	4.
	Risk Management and Diversification Strategies
	
	

	5.
	Financial Reporting and Performance Adjustment
	
	

	NUMBER
	ADDITIONAL ASSIGNMENTS TO BE ASSESSED EXTERNALLY
	DATE
	SIGNATURE

	1.
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