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Key features of the Edexcel Level 4 Certificate for
Financial Advisers (QCF)

This qualification:
e is nationally recognised

e is based on the National Occupational Standards (NOS) for Providing
Financial Advice, owned by the Financial Services Skills Council.

The Edexcel Level 4 Certificate for Financial Advisers (QCF) has been
approved as a competence component for the Higher Apprenticeship in
Advising on Financial Products.

What are the benefits of this qualification?

This qualification is designed for people who are working as financial
advisers and who have already passed a qualification covering the relevant
Appropriate Exam Standards to allow them to practise.

For learners, the benefits of this qualification are that it:

o allows them to develop skills that will be useful to them in their day-to-
day job role

o attests to their occupational competence, thus enhancing their
employability

e« motivates by providing them with the opportunity to gain a nationally-
recognised Level 4 qualification that demonstrates ongoing professional
development.

For employers, the benefits of this qualification are that it:
e can help identify training needs by benchmarking best practice

e motivates staff to perform at a high standard, resulting in better
customer satisfaction and improved staff retention

e allows for increased confidence in the performance of staff who have
achieved the qualification

e can form the basis for a ‘health check’ of the organisation’s training and
competence regime by identifying aspects of employee performance that
could be monitored better.

Who is this qualification for?

The Edexcel Level 4 Certificate for Financial Advisers is not an FSA-
approved Appropriate Examination. Instead, the Edexcel qualification
assumes that learners have already acquired the relevant knowledge from
taking an Appropriate Examination, and assesses learners’ ability to apply
that knowledge in the workplace.

It is approved for learners aged 16 and above who are already working as
financial advisers.

N031011 - Specification — Edexcel Level 4 Certificate for Financial Advisers (QCF) - 3
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Edexcel’s policy is that its qualifications should:
e be free from any barriers that restrict access and progression

e ensure equality of opportunity for all wishing to access them.

What progression opportunities are available to learners who achieve
this qualification?

Learners who have completed this qualification can progress on to higher
level management qualifications, such as the Edexcel Level 5
Award/Certificate/Diploma in Management and Leadership (QCF).

Further information is available in Annexe A.
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What is the qualification structure for the Edexcel
Level 4 Certificate for Financial Advisers (QCF)?

Individual units can be found in the Units section.

To achieve the Edexcel Level 4 Certificate for Financial Advisers (QCF),
learners must pass all of the units listed below.

Unit Unit title Credit | Level

1 Engaging the client for financial advice 3 4
and/or planning

2 Gathering and validating financial 4 4
information for financial advice and/or
planning

3 Analysing the client’s financial 4 4
circumstances for financial advice and/or
planning

4 Researching and selecting appropriate 4 4

solutions to inform recommendations for
financial advice and/or planning

5 Advising on appropriate financial solutions 4 4
and agreeing the next steps for financial
advice and/or planning

6 Implementing financial solutions following 4 4
financial advice and/or planning

7 Reviewing and responding to the client’s 4 4
changing financial needs and circumstances
for financial advice and/or planning

8 Maintaining professional development and 4 4
financial services industry awareness for
financial advice and/or planning

N031011 - Specification — Edexcel Level 4 Certificate for Financial Advisers (QCF) -
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How is the qualification graded and assessed?

The overall grade for the qualification is a ‘pass’. The learner must achieve
all the required units within the specified qualification structure.

To pass a unit the learner must:

achieve all the specified learning outcomes

satisfy all the assessment criteria by providing sufficient and valid
evidence for each criterion

show that the evidence is their own.

The qualification is designed to be assessed:

in the workplace, or

in conditions resembling the workplace, (where simulation is permitted).

Assessment strategy

The assessment strategy for this qualification has been included in
Annexe D. It has been developed by Edexcel in partnership with the
Financial Services Skills Council. The assessment strategy includes details

on:

Use of Training and Competence schemes to generate assessment
evidence

Assessment
Simulation

Assessment/internal verification models: the standard model and
employer-direct model

Criteria for appointment of assessors and internal verifiers
Expert witnesses

Criteria for appointment of external verifiers.

Evidence of competence may come from:

current practice where evidence is generated from a current job role

a programme of development where evidence comes from
assessment opportunities built into a current job role as a result of a
learning/training programme

a combination of these.

N031011 - Specification — Edexcel Level 4 Certificate for Financial Advisers (QCF) -
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It is important that the evidence is:

Valid relevant to the standards for which competence is claimed

Authentic produced by the learner

Current sufficiently recent to create confidence that the same skill,
understanding or knowledge persist at the time of the claim

Reliable indicates that the learner can consistently perform at this
level

Sufficient fully meets the requirements of the standards.

Additional guidance for centres on implementing this qualification can be
found in Annexe E: additional instructions and guidance for centres.

Types of evidence (to be read in conjunction with Annexes D and E)

To successfully achieve a unit the learner must gather evidence which
shows that they have met the required standard in the assessment criteria.
Evidence can take a variety of different forms including the examples below.
Centres should refer to the assessment strategy for information about which
of the following are permissible.

o direct observation of the learner’s performance by their assessor (O)
e outcomes from oral or written questioning (Q&A)

e products of the learner’s work (P)

e personal statements and/or reflective accounts (RA)

e outcomes from simulation, where permitted by the assessment
strategy (S)

e professional discussion (PD)

e assignment, project/case studies (A)

e authentic statements/witness testimony (WT)

o expert witness testimony (EPW).

The abbreviations may be used for cross-referencing purposes.

Learners can use one piece of evidence to prove their knowledge, skills and
understanding across different assessment criteria and/or across different
units. It is, therefore, not necessary for learners to have each assessment
criterion assessed separately. Learners should be encouraged to reference
the assessment criteria to which the evidence relates.

Evidence must be made available to the assessor, internal verifier and
Edexcel standards verifier. A range of recording documents is available on
the Edexcel website www.edexcel.com. Alternatively, centres may develop
their own.

N031011 - Specification — Edexcel Level 4 Certificate for Financial Advisers (QCF) - 7
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Centre recognition and approval

Centre recognition

Centres that have not previously offered Edexcel qualifications need to
apply for and be granted centre recognition as part of the process for
approval to offer individual qualifications. New centres must complete both
a centre recognition approval application and a qualification approval
application.

Existing centres will be given ‘automatic approval’ for a new qualification if
they are already approved for a qualification that is being replaced by the
new qualification and the conditions for automatic approval are met.
Centres already holding Edexcel approval are able to gain qualification
approval for a different level or different sector via Edexcel online.

Approvals agreement

All centres are required to enter into an approvals agreement which is a
formal commitment by the head or principal of a centre to meet all the
requirements of the specification and any linked codes or regulations.
Edexcel will act to protect the integrity of the awarding of qualifications, if
centres do not comply with the agreement. This could result in the
suspension of certification or withdrawal of approval.

Quality assurance

Detailed information on Edexcel’s quality assurance processes is given in
Annexe B.

What resources are required?

Physical resources need to support the delivery of the qualification and the
assessment of the learning outcomes and must be of industry standard.
Centres must meet any specific resource and staffing requirements outlined
in Annexe D: Assessment strategy.

8 N031011 - Specification — Edexcel Level 4 Certificate for Financial Advisers (QCF) -
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Unit format

Each unit in this specification contains the following sections.

The unit title is accredited on the QCF and this
form of words will appear on the learner’s

<| Notification of Performance (NOP).
[

I
___1 This is the unit owner’s reference number for the specified unit.
L

Unit title:

Unit code:

| This code is a unique reference number for the unit.
Unit reference number: — |

All units and qualifications within the QCF have a level assigned to them, which
represents the level of achievement. There are nine levels of achievement, from
Entry level to level 8. The level of the unit has been informed by the QCF level
descriptors and, where appropriate, the NOS and/or other sector/professional.
I
t‘ All units have a credit value. The minimum credit value is one, and credits can

only be awarded in whole numbers. Learners will be awarded credits when they
achieve the unit.

QCF level:

Credit value:

[
A notional measure of the substance of a qualification. It includes an estimate of the
time that might be allocated to direct teaching or instruction, together with other
structured learning time, such as directed assignments, assessments on the job or
supported individual study and practice. It excludes learner-initiated private study.

I

Guided learning hours:

Unit summary: This provides a summary of the purpose of the unit.

[
< The evidence requirements are normally determined by
the SSC. Learners must provide evidence for each of
the requirements stated in this section.

Evidence requirements:

Recording of evidence: '
ﬁ This provides a summary of the assessment methodology to be used for the unit.

Learning outcomes: | Assessment criteria: | Evidence type: Portfolio Date:
reference:
The learner The learner

should use this
box to indicate
where the
evidence can
be obtained eg
portfolio page
number.

should give the
date when the
evidence has

been provided.

N N

[\

Learning outcomes state exactly

The assessment criteria of a unit Learners must reference the type of

what a learner should know,
understand or be able to do as a
result of completing a unit.

specify the standard a learner is
expected to meet to demonstrate
that a learning outcome, or a set of
learning outcomes, has been
achieved.

evidence they have and where it is
available for quality assurance
purposes. The learner can enter the
relevant key and a reference.
Alternatively, the learner and/or
centre can devise their own
referencing system.

N031011 - Specification — Edexcel Level 4 Certificate for Financial Advisers (QCF) -
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Units
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Unit 1: Engaging the client for financial
advice and/or planning

Unit code: PFAFPO1

Unit reference number: A/502/6101

QCF level: 4
Credit value: 3
Guided learning hours: 25

Unit summary

This unit is designed for learners who provide financial advice to clients.

The unit covers the candidate identifying and preparing all the necessary
information for use in a client appointment, including establishing the
appropriateness of the client to an organisation’s business criteria, helping
the client interpret their objectives and interpreting the client’s
understanding of and attitudes to risk. The candidate will also undertake the
relevant disclosures with the client and make sure the client fully
understands the next steps in the process.

Evidence requirements

Assessment must be carried out in a way that is consistent with the
requirements outlined in Annexe D: Assessment strategy.

To pass the unit, learners must meet all of the assessment criteria.

Before starting work on this unit, learners must have met the requirements
of the relevant Appropriate Examination Standards for Retail Investment
Advice. Documentary evidence of meeting the requirements (usually a copy
of the learner’s certificate issued by an approved awarding organisation)
must be available for scrutiny by the standards verifier. A list of appropriate
qualifications that meet these requirements is available from the Financial
Services Skills Council.

Wherever possible, assessment should be carried out holistically. Items of
evidence may contribute to the assessment of more than one criterion, both
within this unit and across other units, and, wherever possible, centres are
recommended to use evidence in this way.

Assessment criteria: performance

All the assessment criteria except criteria 2.2, 2.4, 3.2, 3.4, 4.1, 4.3, 4.5,
5.2,5.3,5.4,5.5, 6.1, 6.3 and 7.2 relate to performance. Evidence for
these must come from learners’ performance in the workplace.

N031011 - Specification — Edexcel Level 4 Certificate for Financial Advisers (QCF) - 13
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When determining whether the learner has provided sufficient performance
evidence to meet the requirements of the criteria, assessors should be
mindful of the complexity of the cases and the range of situations the
learner has dealt with.

In assessment criterion 6.2, learners may not actually have the opportunity
at their workplace to report suspicions of financial crime. The learner’s
ability to perform competently in this criterion may, therefore, be evidenced
through case study or similar scenario-based assessment.

In assessment criterion 7.1, learners must provide performance evidence of
fulfilling all parts of the criterion. ‘What-if’ questions or other scenario-based
assessment cannot be used to meet the requirements of this criterion.

Simulation

With the exception of assessment criterion 6.2 (see above), simulation is
not permitted for any of the assessment criteria in this unit. Exercises and
simulations carried out in training may be used as evidence to supplement
actual performance, but the prime source of evidence must come from the
provision of real advice situations (under supervision where appropriate)
with real clients.

Assessment criteria: knowledge and understanding

Assessment criteria 2.2, 2.4, 3.4, 4.1, 4.3, 4.5,5.3,5.4,5.5, 6.1, 6.3 and
7.2 relate to knowledge and understanding that must be assessed in
addition to assessment of performance. The criteria can be assessed inside
or outside the workplace, but the evidence the learners produce must relate
to their own work environment. These criteria should preferably be
assessed using question and answers, case studies or by professional
discussion, and, wherever possible, in association with assessment of
performance.

Assessment criteria 3.2 and 5.2 also relate to knowledge and
understanding. However, evidence of satisfactory performance in the
remainder of the assessment criteria will demonstrate that the learner
knows and understands the information covered in criteria 3.2 and 5.2 and,
therefore, there is no need for these criteria to be assessed separately from
performance.

Recording of evidence

The type of evidence, portfolio reference and date should be entered
against each assessment criterion in the table. Alternatively, centre
documentation could be used to record this information. Evidence such as
documents and materials from the learner’s workplace must be left in situ in
the workplace and not included in a portfolio. The nature and location of the
evidence must be recorded in the assessment documents. Centres must
ensure that access to the evidence will be permitted for examination by
internal and external verification.

14 N031011 - Specification — Edexcel Level 4 Certificate for Financial Advisers (QCF) -
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Unit 2: Gathering and validating financial
information for financial advice
and/or planning

Unit code: PFAFP02

Unit reference number: D/502/6110

QCF level: 4
Credit value: 4
Guided learning hours: 35

Unit summary

This unit is for candidates offering financial planning advice to clients.

The unit is about identifying and obtaining financial information needed
from the client in order to prepare appropriate statements and valuations
that illustrate the client’s financial situation.

The unit also covers the checking of these statements for errors or any
gaps, and finally making and justifying assumptions necessary for shortfall
analysis.

Evidence requirements

Assessment must be carried out in a way that is consistent with the
requirements outlined in Annexe D: Assessment strategy.

To pass the unit, learners must meet all of the assessment criteria.

Before starting work on this unit, learners must have met the requirements
of the relevant Appropriate Examination Standards for Retail Investment
Advice. Documentary evidence of meeting the requirements (usually a copy
of the learner’s certificate issued by an approved awarding organisation)
must be available for scrutiny by the standards verifier. A list of appropriate
qualifications that meet these requirements is available from the Financial
Services Skills Council.

Wherever possible, assessment should be carried out holistically. Items of
evidence may contribute to the assessment of more than one criterion, both
within this unit and across other units, and, wherever possible, centres are
recommended to use evidence in this way.

Assessment criteria: performance

All the assessment criteria except criteria 2.1, 2.2, 3.1, 4.1, 4.2, 6.1, 6.2,
6.3, 6.4, 7.1, 7.3 and 8.2 relate to performance. Evidence for these must
come from learners’ performance in the workplace.
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When determining whether the learner has provided sufficient performance
evidence to meet the requirements of the criteria, assessors should be
mindful of the complexity of the cases and the range of situations the
learner has dealt with.

In assessment criterion 7.2, learners may not actually have the opportunity
at their workplace to report suspicions of financial crime. The learner’s
ability to perform competently in this criterion may, therefore, be evidenced
through case study or similar scenario-based assessment.

In assessment criterion 8.1, learners must provide performance evidence of
fulfilling all parts of the criterion. ‘What-if’ questions or other scenario-based
assessment cannot be used to meet the requirements of this criterion.

Simulation

With the exception of assessment criterion 7.2 (see above), simulation is
not permitted for any of the assessment criteria in this unit. Exercises and
simulations carried out in training may be used as evidence to supplement
actual performance, but the prime source of evidence must come from the
provision of real advice situations (under supervision where appropriate)
with real clients.

Assessment criteria: knowledge and understanding

Assessment criteria 2.1, 2.2, 4.1, 4.2, 6.2, 6.3, 6.4, 7.1, 7.3 and 8.2 relate
to knowledge and understanding that must be assessed in addition to
assessment of performance. The criteria can be assessed inside or outside
the workplace, but the evidence the learners produce must relate to their
own work environment. These criteria should preferably be assessed using
question and answers, case studies or by professional discussion, and,
wherever possible, in association with assessment of performance.

Assessment criteria 3.1 and 6.1 also relate to knowledge and
understanding. However, evidence of satisfactory performance in the
remainder of the assessment criteria will demonstrate that the learner
knows and understands the information covered in criteria 3.1 and 6.1 and,
therefore, there is no need for these criteria to be assessed separately from
performance.

Recording of evidence

The type of evidence, portfolio reference and date should be entered
against each assessment criterion in the table. Alternatively, centre
documentation could be used to record this information. Evidence such as
documents and materials from the learner’s workplace must be left in situ in
the workplace and not included in a portfolio. The nature and location of the
evidence must be recorded in the assessment documents. Centres must
ensure that access to the evidence will be permitted for examination by
internal and external verification.
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Unit 3: Analysing the client’s financial
circumstances for financial
advice and/or planning

Unit code: PFAFPO3

Unit reference number: L/502/6460

QCF level: 4
Credit value: 4
Guided learning hours: 35

Unit summary

This unit is for learners analysing clients’ financial circumstances for
financial advice and/or planning.

The unit covers using the information which has been gathered to analyse
the suitability of the client’s financial arrangements.

Evidence requirements

Assessment must be carried out in a way that is consistent with the
requirements outlined in Annexe D: Assessment strategy.

To pass the unit, learners must meet all of the assessment criteria.

Before starting work on this unit, learners must have met the requirements
of the relevant Appropriate Examination Standards for Retail Investment
Advice. Documentary evidence of meeting the requirements (usually a copy
of the learner’s certificate issued by an approved awarding organisation)
must be available for scrutiny by the standards verifier. A list of appropriate
qualifications that meet these requirements is available from the Financial
Services Skills Council.

Wherever possible, assessment should be carried out holistically. Items of
evidence may contribute to the assessment of more than one criterion, both
within this unit and across other units, and, wherever possible, centres are
recommended to use evidence in this way.

Assessment criteria: performance

All the assessment criteria except criteria 1.1, 1.2, 1.3, 2.3, 3.1, 3.2, 3.3,
4.1,4.2,5.3,6.1,6.2,6.3, 6.4, 7.1, 7.3 and 8.2 relate to performance.
Evidence for these must come from learners’ performance in the workplace.

When determining whether the learner has provided sufficient performance
evidence to meet the requirements of the criteria, assessors should be
mindful of the complexity of the cases and the range of situations the
learner has dealt with.
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In assessment criterion 7.2, learners may not actually have the opportunity
at their workplace to report suspicions of financial crime. The learner’s
ability to perform competently in this criterion may, therefore, be evidenced
through case study or similar scenario-based assessment.

In assessment criterion 8.1, learners must provide performance evidence of
fulfilling all parts of the criterion. ‘What-if’ questions or other scenario-based
assessment cannot be used to meet the requirements of this criterion.

Simulation

With the exception of assessment criterion 7.2 (see above), simulation is
not permitted for any of the assessment criteria in this unit. Exercises and
simulations carried out in training may be used as evidence to supplement
actual performance, but the prime source of evidence must come from the
provision of real advice situations (under supervision where appropriate)
with real clients.

Assessment criteria: knowledge and understanding

Assessment criteria 1.1, 1.2, 1.3, 2.3, 3.1, 3.2, 3.3, 4.1, 4.2, 6.2, 6.3, 6.4,
7.1, 7.3 and 8.2 relate to knowledge and understanding that must be
assessed in addition to assessment of performance. The criteria can be
assessed inside or outside the workplace, but the evidence the learners
produce must relate to their own work environment. These criteria should
preferably be assessed using question and answers, case studies or by
professional discussion, and, wherever possible, in association with
assessment of performance.

Assessment criteria 5.3 and 6.1 also relate to knowledge and
understanding. However, evidence of satisfactory performance in the
remainder of the assessment criteria will demonstrate that the learner
knows and understands the information covered in criteria 5.3 and 6.1 and,
therefore, there is no need for these criteria to be assessed separately from
performance.

Recording of evidence

The type of evidence, portfolio reference and date should be entered
against each assessment criterion in the table. Alternatively, centre
documentation could be used to record this information. Evidence such as
documents and materials from the learner’s workplace must be left in situ in
the workplace and not included in a portfolio. The nature and location of the
evidence must be recorded in the assessment documents. Centres must
ensure that access to the evidence will be permitted for examination by
internal and external verification.
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Unit 4: Researching and selecting
appropriate solutions to inform
recommendations for financial
advice and/or planning

Unit code: PFAFP04
Unit reference number: H/502/6495

QCF level: 4
Credit value: 4
Guided learning hours: 30

Unit summary

This unit is for learners analysing clients’ financial circumstances for
financial advice and/or planning.

This unit covers investigating and evaluating appropriate financial products
and services that are relevant to the client’s needs.

Evidence requirements

Assessment must be carried out in a way that is consistent with the
requirements outlined in Annexe D: Assessment strategy.

To pass the unit, learners must meet all of the assessment criteria.

Before starting work on this unit, learners must have met the requirements
of the relevant Appropriate Examination Standards for Retail Investment
Advice. Documentary evidence of meeting the requirements (usually a copy
of the learner’s certificate issued by an approved awarding organisation)
must be available for scrutiny by the standards verifier. A list of appropriate
qualifications that meet these requirements is available from the Financial
Services Skills Council.

Wherever possible, assessment should be carried out holistically. Items of
evidence may contribute to the assessment of more than one criterion, both
within this unit and across other units, and, wherever possible, centres are
recommended to use evidence in this way.

Assessment criteria: performance

All the assessment criteria except criteria 1.6, 1.7, 2.2, 2.3, 2.5, 2.6, 3.1,
3.2, 3.3, 3.4, 4.2, 4.3 and 5.2 relate to performance. Evidence for these
must come from learners’ performance in the workplace.
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When determining whether the learner has provided sufficient performance
evidence to meet the requirements of the criteria, assessors should be
mindful of the complexity of the cases and the range of situations the
learner has dealt with.

In assessment criterion 4.1, learners may not actually have the opportunity
at their workplace to report suspicions of financial crime. The learner’s
ability to perform competently in this criterion may, therefore, be evidenced
through case study or similar scenario-based assessment.

In assessment criterion 2.1, learners must provide performance evidence of
fulfilling all parts of the criterion. ‘What-if’ questions or other scenario-based
assessment cannot be used to meet the requirements of this criterion.

Simulation

With the exception of assessment criterion 4.1 (see above), simulation is
not permitted for any of the assessment criteria in this unit. Exercises and
simulations carried out in training may be used as evidence to supplement
actual performance, but the prime source of evidence must come from the
provision of real advice situations (under supervision where appropriate)
with real clients.

Assessment criteria: knowledge and understanding

Assessment criteria 1.6, 2.2, 2.3, 2.5, 2.6, 3.2, 3.3, 3.4, 4.2, 4.3 and 5.2
relate to knowledge and understanding that must be assessed in addition to
assessment of performance. The criteria can be assessed inside or outside
the workplace, but the evidence the learners produce must relate to their
own work environment. These criteria should preferably be assessed using
question and answers, case studies or by professional discussion, and,
wherever possible, in association with assessment of performance.

Assessment criteria 1.7 and 3.1 also relate to knowledge and
understanding. However, evidence of satisfactory performance in the
remainder of the assessment criteria will demonstrate that the learner
knows and understands the information covered in criteria 1.7 and 3.1 and,
therefore, there is no need for these criteria to be assessed separately from
performance.

Recording of evidence

The type of evidence, portfolio reference and date should be entered
against each assessment criterion in the table. Alternatively, centre
documentation could be used to record this information. Evidence such as
documents and materials from the learner’s workplace must be left in situ in
the workplace and not included in a portfolio. The nature and location of the
evidence must be recorded in the assessment documents. Centres must
ensure that access to the evidence will be permitted for examination by
internal and external verifiers.
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Unit 5: Advising on appropriate financial
solutions and agreeing the next
steps for financial advice and/or
planning

Unit code: PFAFPO5
Unit reference number: M/502/6497

QCF level: 4
Credit value: 4
Guided learning hours: 35

Unit summary

This unit is for learners working within financial advice and/or planning.

The unit is about preparing clear and concise recommendations for the
client based on suitable financial solutions.

Evidence requirements

Assessment must be carried out in a way that is consistent with the
requirements outlined in Annexe D: Assessment strategy.

To pass the unit, learners must meet all of the assessment criteria.

Before starting work on this unit, learners must have met the requirements
of the relevant Appropriate Examination Standards for Retail Investment
Advice. Documentary evidence of meeting the requirements (usually a copy
of the learner’s certificate issued by an approved awarding organisation)
must be available for scrutiny by the standards verifier. A list of appropriate
qualifications that meet these requirements is available from the Financial
Services Skills Council.

Wherever possible, assessment should be carried out holistically. Items of
evidence may contribute to the assessment of more than one criterion, both
within this unit and across other units, and, wherever possible, centres are
recommended to use evidence in this way.

Assessment criteria: performance

All the assessment criteria except criteria 5.1, 5.2, 6.1, 6.2, 6.3, 6.4, 7.1
and 8.1 relate to performance. Evidence for these must come from learners’
performance in the workplace.
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When determining whether the learner has provided sufficient performance
evidence to meet the requirements of the criteria, assessors should be
mindful of the complexity of the cases and the range of situations the
learner has dealt with.

In assessment criterion 7.2, learners may not actually have the opportunity
at their workplace to report suspicions of financial crime. The learner’s
ability to perform competently in this criterion may, therefore, be evidenced
through case study or similar scenario-based assessment.

In assessment criteria 2.2, 3.1, 5.3 and 8.2, learners must provide
performance evidence of fulfilling all parts of each criterion. ‘What-if’
questions or other scenario-based assessment cannot be used to meet the
requirements of these criteria.

Simulation

With the exception of assessment criterion 7.2 (see above), simulation is
not permitted for any of the assessment criteria in this unit. Exercises and
simulations carried out in training may be used as evidence to supplement
actual performance, but the prime source of evidence must come from the
provision of real advice situations (under supervision where appropriate)
with real clients.

Assessment criteria: knowledge and understanding

Assessment criteria 5.1, 5.2, 6.2, 6.3, 6.4, 7.1 and 8.1 relate to knowledge
and understanding that must be assessed in addition to assessment of
performance. The criteria can be assessed inside or outside the workplace,
but the evidence the learners produce must relate to their own work
environment. These criteria should preferably be assessed using question
and answers, case studies or by professional discussion, and, wherever
possible, in association with assessment of performance.

Assessment criterion 6.1 also relates to knowledge and understanding.
However, evidence of satisfactory performance in the remainder of the
assessment criteria will demonstrate that the learner knows and
understands the information covered in criterion 6.1 and, therefore, there is
no need for this criterion to be assessed separately from performance.

Recording of evidence

The type of evidence, portfolio reference and date should be entered
against each assessment criterion in the table. Alternatively, centre
documentation could be used to record this information. Evidence such as
documents and materials from the learner’s workplace must be left in situ in
the workplace and not included in a portfolio. The nature and location of the
evidence must be recorded in the assessment documents. Centres must
ensure that access to the evidence will be permitted for examination by
internal and external verification.
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Unit 6:

Unit code:

Unit reference number:

QCF level:
Credit value:

Guided learning hours:

Unit summary

Implementing financial solutions
following financial advice and/or
planning

PFAFP06
A/502/6499
4

4

28

This unit is for learners offering financial advice and/or planning.

The unit covers following up on advice and recommendations to make sure
that the appropriate financial solutions are properly implemented.

Evidence requirements

Assessment must be carried out in a way that is consistent with the
requirements outlined in Annexe D: Assessment strategy.

To pass the unit, learners must meet all of the assessment criteria.

Before starting work on this unit, learners must have met the requirements
of the relevant Appropriate Examination Standards for Retail Investment

Advice. Documentary evidence of meeting the requirements (usually a copy
of the learner’s certificate issued by an approved awarding organisation)
must be available for scrutiny by the standards verifier. A list of appropriate
qualifications that meet these requirements is available from the Financial

Services Skills Council.

Wherever possible, assessment should be carried out holistically. Items of
evidence may contribute to the assessment of more than one criterion, both
within this unit and across other units, and, wherever possible, centres are
recommended to use evidence in this way.

Assessment criteria: performance

All the assessment criteria except criteria 1.3, 2.3, 5.2, 5.4, 7.1, 7.2, 7.3,
7.4, 8.1, 8.3 and 9.2 relate to performance. Evidence for these must come
from learners’ performance in the workplace.

When determining whether the learner has provided sufficient performance
evidence to meet the requirements of the criteria, assessors should be
mindful of the complexity of the cases and the range of situations the

learner has dealt with.

N031011 - Specification — Edexcel Level 4 Certificate for Financial Advisers (QCF) -

Issue 2 - January 2012 © Pearson Education Limited 2012

43



In assessment criterion 6.1, learners may not actually have the opportunity
at their workplace to take corrective action where inaccurate documents
have been received. The learner’s ability to perform competently in this
criterion may, therefore, be evidenced through case study or similar
scenario-based assessment.

In assessment criterion 8.2, learners may not actually have the opportunity
at their workplace to report suspicions of financial crime. The learner’s
ability to perform competently in this criterion may, therefore, be evidenced
through case study or similar scenario-based assessment.

In assessment criteria 3.3, 6.2 and 9.1, learners must provide performance
evidence of fulfilling all parts of each criterion. ‘What-if’ questions or other
scenario-based assessment cannot be used to meet the requirements of
these criteria.

Simulation

With the exception of assessment criteria 6.1 and 8.2 (see above),
simulation is not permitted for any of the assessment criteria in this unit.
Exercises and simulations carried out in training may be used as evidence to
supplement actual performance, but the prime source of evidence must
come from the provision of real advice situations (under supervision where
appropriate) with real clients.

Assessment criteria: knowledge and understanding

Assessment criteria 1.3, 5.4, 7.2, 7.3, 7.4, 8.1, 8.3 and 9.2 relate to
knowledge and understanding that must be assessed in addition to
assessment of performance. The criteria can be assessed inside or outside
the workplace, but the evidence the learners produce must relate to their
own work environment. These criteria should preferably be assessed using
question and answers, case studies or by professional discussion, and,
wherever possible, in association with assessment of performance.

Assessment criteria 2.3, 5.2 and 7.1 also relate to knowledge and
understanding. However, evidence of satisfactory performance in the
remainder of the assessment criteria will demonstrate that the learner
knows and understands the information covered in criteria 2.3, 5.2 and 7.1,
and, therefore, there is no need for these criteria to be assessed separately
from performance.

Recording of evidence

The type of evidence, portfolio reference and date should be entered
against each assessment criterion in the table. Alternatively, centre
documentation could be used to record this information. Evidence such as
documents and materials from the learner’s workplace must be left in situ in
the workplace and not included in a portfolio. The nature and location of the
evidence must be recorded in the assessment documents. Centres must
ensure that access to the evidence will be permitted for examination by
internal and external verification.

44 N031011 - Specification — Edexcel Level 4 Certificate for Financial Advisers (QCF) -
Issue 2 - January 2012 © Pearson Education Limited 2012



Z2T0Z pajiwi] uoeonp3 uostesad @ ¢T10c Adenuer — g anss]
- (4D0) stesIApy |eldueUl] 104 91RDILDD { [9AST [99XDPpT — uoled|I3dS — TTOTEON

sjuawadinbau
|euonnesiuebio ym aul| ul ‘syuodad ul uolzewaoul
x3|dwod buipeindijie pue buiedIUNWWOD

104 salbojopoyiaw Jualaylp 8yl aUIANO  £°¢

syiodad aonpoud 03 sabeyoed aiemyjos axodsaq pue

As AB b : SOINPE
swia)sAs Abojouyoal uonewaoul jeuonesiueblo asn  72'¢ [eIpUBUL 10) UONEWIOU|
sainpadcold |euonesiuebio yym x3|dwod buluiejuod

aul| ul ‘sjuodad aAIsuayaldwod pue 3sIDuU0d dNpoldd  T°Z | suodad aonpoud 03 9|ge ag r4

aJanjeubis s,uald
ay3 buiinbaJs uoniejUBWNDOP |BW.I0J JO Adeandde
pue bulpueisiapun 419yl »2ayd 03 Ajlunyioddo
pue awi] JuadiynNs YIM Juald ayl apinoidd  +v'T
papaau aq p|NOM SI3SIApe xe] pue |eba| s,juald ay3
U3IM UOSIBI| YdIYM Jpun Sa0URISWNIID 3yl auIipn0 €1

JUID BY3} WO
pauielqo Ajoyine Auessadau ayy yyum pajadwod
S| uoijejuswnoop ajeldoadde ayj aans e ral

Juald ayy wouy pauleb
Ajioyine pue pays|dwod
S UoI3eIUBWINDOP

U3l 2y 9jelidouadde ayj
03 pPaNnss| 99 3snw jeyj uoiejusawndop ayl Ajlauspl T°T | eyl ains axew 03 3|qe ag T
CRIIENETET] adAy
9jeq | 0l1]0J310d | @OUdDPIAT BLID}LID JUDWISSISSY sawo023no bulu.iea

eLI9)LID JUSWISSISSe puR SaWO0d3IN0 §ululea




Z2T0Z pajwi uoneanpy uosiead @ 710z Alenuer — ¢ anss]

- (4D0) sd8sIApY |epueUly 104 918211319 { [9AST [99X3p3 — uoiedydads - TTOTEON ov
2oe|d ul
aJe sainpasold dn mo||04 eyl aJnsua pue ‘padinbau
USYM JudI[D Sy3 03 uonejuswndop ajelidosdde anss] z'9
uoI30e DAIIDII0D
e} ‘Adessadau alaym ‘pue siapiaolad wody uoI13R3USWNDOP INSSI
PaAI923J UOI3RIUBWNDOP JO AdeJndde ayl Wwiiuo)  T1°9 pue 9A19234 03 9|ge ag 9
sbuipjoy buiasixa s,jualp ayj 03 sabueyd
Bunnebiysul usym paA|OAUl S9|RDSBWIL DYl dUIPNO 'S
sbuipjoy buiasixa s,juaiP ayy
031 sebueyp Jo suoireddwi ayj Jualpp ayy oy uleldxy €9
sbuipjoy buiasixa s,jualp ayy 03 sabueyd
Buinebiysul usaym paAjoAul sassad0ld syl auIpNnO  Z°S SDIApE [EIDUBUL
saJinpaoold s,uonesiuebio buipaebad jualp ayy
9U3l Y3IM DUl Ul pue ‘Jsuuew Ajpwil e ul jualp woJ} syjsanbaJs pue saanb
Y3 woJj s3sanbau uopoesuel] pue salenb yym |ed@ 1°S Ulim |esp 03 9|ge og S
usid
ay3y Aq paaube se ‘sbuipjoy buiisixa s,juaid ay3 sBuip|oy
0] opew aJe sabueyd Alessadau ayj 1Byl 24ns el v BUNSIX® S,UBIP m.ﬁ 0
U 2yl Yyum sbuipjoy bunsixa 03 sebueyd sauby T | Sobueyd axew 0] 3|qe ag ¥
sjuswadinbau
A1oje|nbad pue sajedsawl} paadbe yjim aul|
ul ‘3sanbaa uo uondadsul 10) d|ge|ieAR SPJ0da] e  €°€
spJooaJ 9jelidoadde uiejuiely '€ p219|dW0D 818 SPJ0da.
uolssIwgns ssauisng 104 pue uolj3eIusaWNd0p
uoniejuUsWNI0op Alessadau oyl 939|dwod AjP3ednddy  T°€ | padinbas aunsus 03 9|ge ag €

?1eq

CRITEYETEY
oljojiiod

adAy
CRITET V|

21193110 JUDWISSISSY

sawod3no bujuiea




Ly

Z2T0Z pajiwi] uoeonp3 uostesad @ ¢T10c Adenuer — g anss]
- (4D0) stesIApy |eldueUl] 104 91RDILDD { [9AST [99XDPpT — uoled|I3dS — TTOTEON

9104 qof ay3 uiym

Ajlaoyine Jo S|9A9] |euostad Jo sywi| ayl saulan0 2’6 Auoyne
JUBAD|DJ USYM ‘Spaau S,3udid ay3 14N} 03 9|qe aJow JO S|9A3| |euostad u_o sywi|
SI oym uosiad pauljenb A|gejins e 03 JuaiD 8yl 4249y  T°6 | Yl UIYlIM MJom 0] 9|ge ag 6
paljyuspl aq
p|N02 awlD |epueuly Jo sadAy Juadaylp moy uie|dx3y  €'8
JUBAD|DJ UBYM ‘BuwlID |elDuUeRUL JO suoldidsns poday 7°8 SWLD
suoidsns buijaodad 10j saanpadoudd ssaulisng |epueuly Jo mco_u_n_m.:m
pue swld |[epUeUY Jo SadAY Jualaylp AJauspl  T°8 UM [esp 0] 9|qe =9 8
Sjual|d aAIDadsoud
‘yam 30e3u0d bBupelsapun pue ‘a0 buliedald uaym
paMo||0J aJe sainpadold |euoijesiueblo auns axep G/
DIApE |eDURULY
syoalje 11 se yJomaweldy Auojeinbad ayy uieldxg 7/
suone|nbad pue sme| ‘sapod ‘soiyys Jo uonedidde
a3 03 buniyejad syuswsadinbad jeuonesiueblo uleldxy £/
1 bunejaJ sjuswaldinbad |euonjesiu ulejaxy ¢’/ suonenbaJ Asjsnpul pue
saunpadoid bupjooq juswiuiodde pue saunpadoJd |euoljesiuebio
10e3U0D ‘uonisinboe jual |euonlesiueblo ule|dx3 1A MO||04 03 9|qe 29 /

?1eq

CRITEYETEY
oljojiiod

adAy
CRITET V|

21193110 JUDWISSISSY

sawod3no bujuiea




ZT0Z paywi] uonednp3j uosiead @ ZT10¢ Alenuer — g anss]
- (4D0) sd8sIApY |epueUly 104 918211319 { [9AST [99X3p3 — uoiedydads - TTOTEON

:93eQ
:91eQ
:93e(
:93e(

8

(pajdwes jr)

:24njeubis JallIaA |euldaul

:a4nyeubis 10Ssassy

:o4njeubis Joulea

.ouwleu Jasulean



Unit 7: Reviewing and responding to the
client’s changing financial needs
and circumstances for financial
advice and/or planning

Unit code: PFAFPQ7
Unit reference number: K/502/6501

QCF level: 4
Credit value: 4
Guided learning hours: 35

Unit summary

This unit is designed for learners providing financial advice and/or planning
to clients.

This is appropriate where a review schedule has been agreed with the client
or other changes (including external or legislative changes) justify the need
for a review of the client’s financial circumstances.

Evidence requirements

Assessment must be carried out in a way that is consistent with the
requirements outlined in Annexe D: Assessment strategy.

To pass the unit, learners must meet all of the assessment criteria.

Before starting work on this unit, learners must have met the requirements
of the relevant Appropriate Examination Standards for Retail Investment
Advice. Documentary evidence of meeting the requirements (usually a copy
of the learner’s certificate issued by an approved awarding organisation)
must be available for scrutiny by the standards verifier. A list of appropriate
qualifications that meet these requirements is available from the Financial
Services Skills Council.

Wherever possible, assessment should be carried out holistically. Items of
evidence may contribute to the assessment of more than one criterion, both
within this unit and across other units, and, wherever possible, centres are
recommended to use evidence in this way.

Assessment criteria: performance

All the assessment criteria except criteria 1.4, 1.5, 2.3, 3.4, 4.2, 4.3, 5.1,
5.2,5.3,5.4, 6.1, 6.3 and 7.2 relate to performance. Evidence for these
must come from learners’ performance in the workplace.
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When determining whether the learner has provided sufficient performance
evidence to meet the requirements of the criteria, assessors should be
mindful of the complexity of the cases and the range of situations the
learner has dealt with.

In assessment criterion 3.3, learners may not actually have the opportunity
at their workplace of dealing with a complaint. The learner’s ability to
perform competently in this criterion may, therefore, be evidenced through
case study or similar scenario-based assessment.

In assessment criterion 6.2, learners may not actually have the opportunity
at their workplace to report suspicions of financial crime. The learner’s
ability to perform competently in this criterion may, therefore, be evidenced
through case study or similar scenario-based assessment.

In assessment criteria 3.2, 4.1, 4.4 and 7.1, learners must provide
performance evidence of fulfilling all parts of each criterion. ‘What-if’
questions or other scenario-based assessment cannot be used to meet the
requirements of these criteria.

Simulation

With the exception of assessment criteria 3.3 and 6.2 (see above),
simulation is not permitted for any of the assessment criteria in this unit.
Exercises and simulations carried out in training may be used as evidence to
supplement actual performance, but the prime source of evidence must
come from the provision of real advice situations (under supervision where
appropriate) with real clients.

Assessment criteria: knowledge and understanding

Assessment criteria 1.4, 1.5, 2.3, 3.4, 4.2, 5.2, 5.3, 5.4, 6.1, 6.3and 7.2
relate to knowledge and understanding that must be assessed in addition to
assessment of performance. The criteria can be assessed inside or outside
the workplace, but the evidence the learners produce must relate to their
own work environment. These criteria should preferably be assessed using
question and answers, case studies or by professional discussion, and,
wherever possible, in association with assessment of performance.

Assessment criteria 4.3 and 5.1 also relate to knowledge and
understanding. However, evidence of satisfactory performance in the
remainder of the assessment criteria will demonstrate that the learner
knows and understands the information covered in criteria 4.3 and 5.1, and,
therefore, there is no need for these criteria to be assessed separately from
performance.

Recording of evidence

The type of evidence, portfolio reference and date should be entered
against each assessment criterion in the table. Alternatively, centre
documentation could be used to record this information. Evidence such as
documents and materials from the learner’s workplace must be left in situ in
the workplace and not included in a portfolio. The nature and location of the
evidence must be recorded in the assessment documents. Centres must
ensure that access to the evidence will be permitted for examination by
internal and external verification.

50 N031011 - Specification — Edexcel Level 4 Certificate for Financial Advisers (QCF) -
Issue 2 - January 2012 © Pearson Education Limited 2012



1S

Z2T0Z pajiwi] uoeonp3 uostesad @ ¢T10c Adenuer — g anss]
- (4D0) stesIApy |eldueUl] 104 91RDILDD { [9AST [99XDPpT — uoled|I3dS — TTOTEON

S92oURISWNDUID |eIDURULS S,3UBID 9Y3
ul abueyd asned ued jeyjy sioyoey |eoidAy syl uieldxy €°¢ pabueyd
9ABY S90URISWNIIID
[eldueuly J1I9Yy
usym aJe suonebijqo pue
S9ouURISWNDUID |eIDURUL J19Y] 03 9bueyd e Jo 3nsad sybu J19y3 3eym sjusip
e se suonebiqo Aue pue saybil s,3uald syl uie|dxy 1°C 03 ule|dxa 03 9|ge ag r4

S22URISWNDID |elduUeUl J13y) 03 abueyd e Jo jjnsad
e se jual|d ay3 03 a|gejieAe suondo ayj uleldxy  z°¢

sbuipjoy bunysixa s,3uald ayy Jo
Ajl[lgelins ayj aunseaw pue MalAaJd 0} moy uleldx3 g1

JUSI[D BY3 YIIM MIIADJ B 10J
paau ayl AJjiasnf ued jeyy sioyoey |eaidAy ay3 ule|dx3 vI

31
a1 yum paadbe se a|npayds malnad ayy uieldxg  €°T Buiuue|d Jo/pue adiApe

|eldueuly 1oj uonenyis
[eloueUl) JUSLIND S,3U3ID
ay3 03 suolepuaWWOodal

uollenyIs |elpueUly JUSIIND
1133 03 3|ge3ins ag 03 aNUI3U0D SUOI}EPUSWILLIODA.
SnoiAaJd Jaylaym Juald 3yl YlIM 21enjeA  2°T

snoianald
9ouewJ044ad J19Y3 aulwlIdlap Aj@iedndoe Jo Ajljigelins buinuiuod
pue juawaaJlbe juald 3yl yaim aulj uil sbuipjoy pue aouew.ojiad
|[elDUBULY S,3U1D BY3 JO SMAIAAJ DIpollad axejapun 1T 93 93enjeAs 0] 9|qe a9 T
CRIIENETET] adAy
9je@ | 01]0j310d | @OuU3dpIAg BLI9}11D JUDWISSISSY sawod3no buiuiea

eLI9)LID JUSWISSISSe puR SaWO0d3IN0 §ululea




Z2T0Z pajwi uoneanpy uosiead @ 710z Alenuer — ¢ anss]

- (4D0) sd8sIApY |epueUly 104 918211319 { [9AST [99X3p3 — uoiedydads - TTOTEON cs
suonenbal pue sme| ‘sapod ‘sdiyie Jo uoneddde
ayj 03 bunejad syuswadinbaa jeuonesiuebuao uieldxy  €°g
uonewJojul buols pue buipiodal S92IADE [BIDUBUL JOJ
03 bune|ad syjuswadinbad jeuonjesiuebio uieldxg  z'g mco:m_:.mmz >b.msuc_. pue
salnpaocold bupjooq juswiuiodde pue mw‘_:_mmuo\_n_ _mco_“mm_:mmLo
10eju0D ‘uonisinboe jualp |euonjesiuebuo uieldxy 1°'g MO||0J 0] 9|k o9 S
pauasnl s siy3 usym spasu s,jual|d
93U} 4|} 03 9|ge 240w uosiad e 03 JUBIP BYF I12J9Y v'b
paynsnl
usym |edtajad ajeludoidde ue axew 03 moy uie|dxy  €'p
515 U1 40 Spaau s,jud|D
iUSIP 3t 104 43 [Ny 03 9|qe BJow
2ouepinb pue 9JIApe JO S92J4N0S dAleUID)R UleldXT 2% s1 oym uostad pauijenb
9jelidoadde si siy3 a1aym ‘spaau s,judald 3yl 14N . Algeins sJ0W e 0}
03 9|ge aJow ‘uosiad payijenb Ajgelins e Ajiauapi T | JUSID B J2j94 01 MOY MOUY| %
sjulejdwod pue suone||@oued Adijod yym buijesp Joy
sainpacold Aloje|nbad pue |euonjesiueblo uie|dxg '€
saJinpacold Aioje|nbad pue |euonesiuebio
UulyllM pue ‘3uald 3yl wodl paAladad juie|dwod e 03
asuodsad ul 9jelidosdde auaym uoneWIOUl DPINOLd  €°€ sjuiejdwod
10 suolje||aoued
saJinpacold Aioje|nbad pue |euonyesiuebio uiyiim Ao1jod 10 JuaAS
pue 9jelidoidde si jeyy paynsnl aiaym uoippe axel Z°€ sy Ul cosum. syeudoudde
suolne||@oued Adjjod 23ebi3soAur T°€ ey 03 9|qe ag €

?1eq

CRITEYETEY
oljojiiod

adAy
CRITET V|

21193110 JUDWISSISSY

sawod3no bujuiea




€S

Z2T0Z pajiwi] uoeonp3 uostesad @ ¢T10c Adenuer — g anss]
- (4D0) stesIApy |eldueUl] 104 91RDILDD { [9AST [99XDPpT — uoled|I3dS — TTOTEON

(pajduwes i)

:91eQ

:21njeubis JalIIaA |euldaul

.9leg

:24n3jeubis 10ssassy

91

:a4njeubis Jsulea

:91e@

.oueu Jau.dea

904 gol ay3 uiym
Ajlaoyine Jo s|aA9] |euosJtad Jo sjiwi| 3yl aulno

<L

Ajaoyine
JUBAD|DJ UBYM ‘Spaau S,3udld ayj [J|nJ 03 9|ge aJiow JO S|9A9]| |euosiad Jo sjwli|
S| oym uosiad payiienb Algejins e 03 Juaip syl 4oy T°/Z | 9Y3 UIYIIM MJom 03 d|ge ag /
paljiyuspl aq
p|N0D awWld [elpueuly JO S9dA] Jualapyip moy uieldxy  €°9
JUBAD|DJ UBYM ‘DD |elDuUeUl JO suoldidsns Joday 2’9 SWLD
suolnidsns buijaodad 10) sauanpadoud ssaulisng |epueulty Jo mco_u_n_m.sm
pue swld [epuUeUl Jo sadA} Jualaylp AJauspr  T°9 UM |esp 0] 3|qe a9 9
Sjual|d aAdadsoud
‘UM 3pejuod bupjeuspun pue ‘ao) buedaad uaym
paMo||0J aJe sainpadold |euoijesiueblo auns aXel  §°S
DIApE |elDURUL
S)09j)4e ) Sse Ydomaweld Alojenbas ayj uieldxg g

?1eq

CRITEYETEY
oljojiiod

adAy
CRITET V|

21193110 JUDWISSISSY

sawod3no bujuiea




54

N031011 - Specification — Edexcel Level 4 Certificate for Financial Advisers (QCF) -
Issue 2 - January 2012 © Pearson Education Limited 2012



Unit 8:

Unit code:

Unit reference number:

QCF level:
Credit value:

Guided learning hours:

Unit summary

Maintaining professional
development and financial
services industry awareness for
financial advice and/or planning

PFAFPO8
T/502/6503
4

4

30

This unit is suitable for learners providing financial advice and/or planning
to clients. It encourages a proactive approach to the candidate’s own
professional development in undertaking activities to develop and keep
abreast of changes to financial services as a whole.

Evidence requirements

Assessment must be carried out in a way that is consistent with the
requirements outlined in Annexe D: Assessment strategy.

To pass the unit, learners must meet all of the assessment criteria.

Before starting work on this unit, learners must have met the requirements
of the relevant Appropriate Examination Standards for Retail Investment
Advice. Documentary evidence of meeting the requirements (usually a copy
of the learner’s certificate issued by an approved awarding organisation)

must be available for scrutiny by the standards verifier. A list of appropriate

qualifications that meet these requirements is available from the Financial

Services Skills Council.

Wherever possible, assessment should be carried out holistically. Items of

evidence may contribute to the assessment of more than one criterion, both

within this unit and across other units, and, wherever possible, centres are
recommended to use evidence in this way.

Assessment criteria: performance

All the assessment criteria except criteria 1.1, 1.2 and 1.3 relate to
performance. Evidence for these must come from learners’ performance in

the workplace.
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This unit requires the learner to provide evidence of maintaining
professional development and financial services awareness. In order to do
so, the evidence of competent performance must be gathered by the
learner over a reasonable period of time: sufficient for the assessor to be
able to make a reliable judgement that professional development and
financial services awareness has been maintained. This may vary with the
circumstances of the learner and the nature of the work being carried out.
Centres should discuss the time period required with their standards verifier
at an early stage in the learner’s programme.

Simulation

Simulation is not permitted for any of the assessment criteria in this unit.
Exercises and simulations carried out in training may be used as evidence to
supplement actual performance, but the prime source of evidence must
come from real working situations in the sector.

Assessment criteria: knowledge and understanding

Assessment criteria 1.1, 1.2 and 1.3 relate to knowledge and understanding
that must be assessed in addition to assessment of performance. The
criteria can be assessed inside or outside the workplace, but the evidence
the learners produce must relate to their own work environment. These
criteria should preferably be assessed using question and answers, case
studies or by professional discussion, and, wherever possible, in association
with assessment of performance.

Recording of evidence

The type of evidence, portfolio reference and date should be entered
against each assessment criterion in the table. Alternatively, centre
documentation could be used to record this information. Evidence such as
documents and materials from the learner’s workplace must be left in situ in
the workplace and not included in a portfolio. The nature and location of the
evidence must be recorded in the assessment documents. Centres must
ensure that access to the evidence will be permitted for examination by
internal and external verification.
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Further information

Our customer service numbers are:

BTEC and NVQ 0844 576 0026
GCSE 0844 576 0027
GCE 0844 576 0025
The Diploma 0844 576 0028

DiDA and other qualifications 0844 576 0031
Calls may be recorded for training purposes.

Useful publications

Related information and publications include:

e Centre Handbook for Edexcel QCF NVQs and Competence-based
Qualifications published annually

o functional skills publications — specifications, tutor support materials and
question papers

e Regulatory Arrangements for the Qualification and Credit Framework
(published by Ofqual, August 2008)

e the current Edexcel publications catalogue and update catalogue.

Edexcel publications concerning the Quality Assurance System and the
internal and standards verification of vocationally related programmes can
be found on the Edexcel website.

NB: Some of our publications are priced. There is also a charge for postage
and packing. Please check the cost when you order.
How to obtain National Occupational Standards

To obtain the National Occupational Standards for financial advice, go to
www.ukstandards.org.uk
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Professional development and training

Edexcel supports UK and international customers with training related to
NVQ and BTEC qualifications. This support is available through a choice of
training options offered in our published training directory or through
customised training at your centre.

The support we offer focuses on a range of issues including:

e planning for the delivery of a new programme

e planning for assessment and grading

o developing effective assignments

e building your team and teamwork skills

e developing student-centred learning and teaching approaches
e building functional skills into your programme

e building effective and efficient quality assurance systems.

The national programme of training we offer can be viewed on our website
(www.edexcel.com/training). You can request customised training through
the website or by contacting one of our advisers in the Training from
Edexcel team via Customer Services to discuss your training needs.

The training we provide:

e is active

e is designhed to be supportive and thought provoking
e builds on best practice

e may be suitable for those seeking evidence for their continuing
professional development.
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Annexe B: Quality assurance

Key principles of quality assurance

e A centre delivering Edexcel qualifications must be an Edexcel recognised
centre and must have approval for qualifications that it is offering.

e The centre agrees, as part of gaining recognition, to abide by specific
terms and conditions relating to the effective delivery and quality
assurance of assessment. The centre must abide by these conditions
throughout the period of delivery.

o Edexcel makes available to approved centres a range of materials and
opportunities to exemplify the processes required for effective
assessment and provide examples of effective standards. Approved
centres must use the guidance on assessment to ensure that staff who
are delivering Edexcel qualifications are applying consistent standards.

e An approved centre must follow agreed protocols for: standardisation of
assessors; planning, monitoring and recording of assessment processes;
internal verification and recording of internal verification processes and
dealing with special circumstances, appeals and malpractice.

Quality assurance processes

The approach to quality assured assessment is made through a partnership
between a recognised centre and Edexcel. Edexcel is committed to ensuring
that it follows best practice and employs appropriate technology to support
quality assurance processes where practicable. The specific arrangements
for working with centres will vary. Edexcel seeks to ensure that the quality-
assurance processes it uses do not inflict undue bureaucratic processes on
centres, and works to support them in providing robust quality-assurance
processes.

The learning outcomes and assessment criteria in each unit within this
specification set out the standard to be achieved by each learner in order to
gain each qualification. Edexcel operates a quality-assurance process,
designed to ensure that these standards are maintained by all assessors
and verifiers.

For the purposes of quality assurance, all individual qualifications and units
are considered as a whole. Centres must be committed to ensuring the
quality of the units and qualifications they offer, through effective
standardisation of assessors and internal verification of assessor decisions.
Centre quality assurance and assessment processes are monitored by
Edexcel.

The Edexcel quality-assurance processes will involve:

e gaining centre recognition and qualification approval if a centre is not
currently approved to offer Edexcel qualifications
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e annual visits to centres by Edexcel for quality review and development of
overarching processes and quality standards. Quality review and
development visits will be conducted by an Edexcel quality development
reviewer

e annual visits by occupationally competent and qualified Edexcel
Standards Verifiers for sampling of internal verification and assessor
decisions for the occupational sector

e the provision of support, advice and guidance towards the achievement
of National Occupational Standards.

Centres are required to declare their commitment to ensuring quality and
appropriate opportunities for learners that lead to valid and accurate
assessment outcomes. In addition, centres will commit to undertaking
defined training and online standardisation activities.
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Annexe C: Centre certification and registration

Edexcel Standards Verifiers will provide support, advice and guidance to
centres to achieve Direct Claims Status (DCS). Edexcel will maintain the
integrity of Edexcel QCF NVQs through ensuring that the awarding of this
qualification is secure. Where there are quality issues identified in the
delivery of programmes, Edexcel will exercise the right to:

o direct centres to take action
e limit or suspend certification
e suspend registration.

The approach of Edexcel in such circumstances is to work with the centre to
overcome the problems identified. If additional training is required, Edexcel
will aim to secure the appropriate expertise to provide this.

What are the access arrangements and special considerations for the
qualification in this specification?

Centres are required to recruit learners to Edexcel qualifications with
integrity.

Appropriate steps should be taken to assess each applicant’s potential and a
professional judgement should be made about their ability to successfully
complete the programme of study and achieve the qualification. This
assessment will need to take account of the support available to the learner
within the centre during their programme of study and any specific support
that might be necessary to allow the learner to access the assessment for
the qualification. Centres should consult Edexcel’s policy on learners with
particular requirements.

Edexcel’s policy on access arrangements and special considerations for
Edexcel qualifications aims to enhance access to the qualifications for
learners with disabilities and other difficulties (as defined by the 1995
Disability Discrimination Act and the amendments to the Act) without
compromising the assessment of skills, knowledge, understanding or
competence. Please refer to Access Arrangements and Special
Considerations for BTEC and Edexcel NVQ Qualifications for further details
(www.edexcel.com).
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Annexe D: Assessment strategy

The purpose of this assessment strategy is to ensure that the Edexcel
Level3 Certificate for Mortgage Advisers (QCF) and the Edexcel Level 4
Certificate for Financial Advisers (QCF) are subject to consistently rigorous
and fair assessment. It is also designed to ensure that individuals who make
judgements about competence are both qualified and competent to do so.

The assessment strategy addresses issues of:

1 Use of Training and Competence schemes to generate assessment
evidence

Assessment
Simulation

Assessment/internal verification models: the standard model and
employer-direct model

Criteria for appointment of assessors and internal verifiers
Expert withesses

Criteria for appointment of external verifiers.

1 Use of Training and Competence schemes to generate assessment
evidence

1.1 The competence of employees working within the sector is
overseen by the statutory regulator through its Training and
Competence (T&C) regime. The senior management of each
organisation has ultimate responsibility for ensuring the
competence of the organisation’s employees and its statutory
obligations. Organisations are required to operate T&C schemes,
which are in place to assess the ability of each employee to do his
or her job. To this end assessment systems for the Level 3
Certificate for Mortgage Advisers and the Level 4 Certificate for
Financial Advisers should integrate into organisations' models for
developing and recognising competence of their workforce.

1.2 Under T&C requirements, the evidence used by organisations for
recognising the competence of their workforce must be generated
and collected through working as a trainee adviser under
supervision, with real clients. Assessment for the Level 3
Certificate for Mortgage Advisers and the Level 4 Certificate for
Financial Advisers must be based upon the assessment and
evidence used in the organisation’s T&C scheme. There are,
therefore, only a very few situations where the simulation can be
accepted. Guidance on simulation is given in section 3, below.
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1.3

1.4

Before learners begin the Edexcel Level 3 Certificate for Mortgage
Advisers and the Edexcel Level 4 Certificate for Financial Advisers,
centres must ensure that the following conditions are met:

(i) Financial advisers and trainee financial advisers undertaking
these qualifications have already been assessed in a manner
approved by the regulator as meeting the Appropriate
Examination (ApEx) Standards. Evidence of this must be
available for external verification.

(ii) Learners’ knowledge and understanding of the ApEx
standards content is current. In particular, centres must be
mindful of how long it has been since the qualification
covering the ApEx content was gained by the candidate, and
any significant changes to regulation, legislation and the
market place and products that have taken place since the
qualification was gained.

It is important for centres to understand that the qualification
covering the ApEx standards cannot contribute to the assessment
of the knowledge/understanding in the assessment criteria
required within the Edexcel Level 3 Certificate for Mortgage
Advisers and the Edexcel Level 4 Certificate for Financial Advisers.

Assessment

2.1

2.2

2.3

With a very few exceptions (identified in the assessment guidance
for each unit), simulation is not allowed as the prime form of
evidence for any of the assessment criteria dealing with
performance. Evidence arising from simulated activities in training
may only be used as evidence to support the prime source of
evidence, which should derive from working with real clients in
real situations concerning the provision of advice, even if under
training. For further information, see 3. Simulation below.

Although individual QCF units define specific learning outcomes
and assessment criteria, it is not a requirement that QCF units be
taught and assessed individually. Assessors are strongly advised
to look for opportunities to use one piece of evidence to address
learning outcomes and assessment criteria in more than one unit.
For example, evidence meeting the requirements of being able to
follow organisational procedures and industry regulations may be
used in several different units.

Within the learning outcomes for the units, there is generally a
mix of assessment criteria that relate to performance and those
that relate to knowledge/understanding. These will be identified in
each unit, and specific evidence requirements stated for each.
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2.4 The prime source of evidence should always come from
assessments carried out under the T&C assessment process of the
employer. This should consist of:

(i) Observation by the candidate’s supervisor, including reports
and the feedback derived from these.

(i) Expert witness testimony relating to learner performance in
the workplace, provided by qualified and competent
advisers, as per required by the organisation’s T&C scheme.

(iii) Products of work done in the workplace, eg file notes,
reports, correspondence. Wherever possible, all evidence
should be left in the candidate’s workplace (usually in the
organisation’s T&C files) and should not be kept in a
portfolio, particularly where these are confidential. Centres
must ensure that external verifiers have full access to all
evidence and assessment records. Centres may take
necessary actions to ensure data protection, and that client’s
details and any other sensitive information is protected,
providing that the assessment process is auditable.

(iv) Witness testimony, including interviews with learners’ clients
carried out by the assessor

(v) Learner reflective accounts

(vi) Professional discussion between the assessor and the
candidate, accurately recorded (either written or sound
recording is permissible)

(vii) Oral or written questioning, with questions and answers
recorded by the assessor or candidate

(viii) Assignments and projects related to the learner’s work
environment.

3 Simulation

3.1  Where simulation is permitted, this is identified within the relevant
unit.

3.2 Simulation is only allowed:

e in situations where learners have to demonstrate that they can
address any variance to, or rejection of, their recommendations
by a customer; or

e in situations where the candidate would rarely have an
opportunity to evidence (eg identification and reporting of
financial crime); or

o to corroborate or support workplace assessment in instances
that are permitted within the employer’s T&C scheme and
where that regime has been endorsed by the FSA. Examples of
this would include role-play-based customer interviews and
subsequent documentation which have been completed for the
purposes of formal T&C scheme assessment requirements.
Such evidence is to be used only as supporting evidence and it
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3.3

3.4

should not be used in place of on-the-job assessment, but can
be used to provide additional and therefore supplementary
data.

Where simulation is used, it must be designed to ensure that:

e the learner is required to use materials and equipment found
and used within the workplace environment

e the learner is provided with information, advice and guidance
in line with that which would be provided in the workplace
environment in that context

e the learner is required to carry out actions and responsibilities
which would normally be delegated to someone competent in
the occupational area within the workplace environment

o the physical environment and situation replicates the
workplace environment

o other people with whom the candidate interacts in performing
the activity behave ‘in character’ for the given situation.

In all cases, the centre should agree its plans for simulation with the

external verifier to ensure that it is satisfactory

4 Assessment/internal verification models: the standard model and
employer-direct model

70

4.1

4.2

4.3

The standard model of assessment/verification requires assessors
and internal verifiers to hold appropriate qualifications for
assessors/internal verifiers. For further information about these,
see section 5 below.

Under the standard model, assessors and internal verifiers may
be:

o directly employed in the same organisation as the learner (for
example, the learner’s supervisor and second-line supervisor/
compliance function); or

e employed by an external organisation such a training provider.
In such cases, the assessor is required to make use of expert
witness testimony from the learner’s supervisor (see
section 6). However, the final decision regarding the validity
and reliability of the assessment rests with the centre’s
assessor.

The employer-direct model of assessment/verification
recognises that managers and supervisors may have developed
equivalent skills and understanding through the employment
context to enable them to take on assessor and internal verifier
roles without holding the specified qualifications for assessors
and/or internal verifiers.
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4.4  Under the employer-direct model, all assessment and internal
verification will be carried out by the employer itself. Normally,
assessment will be carried out by the learner’s supervisor (under
the requirements of the organisation’s T&C scheme) and internal
verification by the second-line supervisor or the organisation’s
compliance department.

4.5 The employer-direct model may only be used with specific
approval from Edexcel in advance. Before approval is granted, the
employer will be required to demonstrate that its internal
systems, training and procedures map fully to the QCF
assessor/verifier qualifications that are required under the
standard model (see section 5.1 below).

5 Criteria for appointment of assessors and internal verifiers

5.1 Requirements for assessors under each model are as follows:

Standard model Employer-direct model

Assessors must: Assessors and internal verifiers

e hold or be working towards an must:
appropriate qualification [D32; e have completed the company’s
D33; Al; Level 3 Award in in-house training scheme which
Assessing Competence in the has been confirmed by Edexcel
Work Environment (QCF)] as providing the equivalent

- ] level of rigour and robustness
Internal verifiers must: e e
to the assessor qualifications
e hold or be working towards an
appropriate qualification [D34;
V1; Level 4 Award in the Internal
Quality Assurance of Assessment

Processes and Practice (QCF)]

Under both models, assessors and internal verifiers must also:

e have credible up-to-date technical competence, developed through at
least one of the following:

— expertise gained in experience of working in the occupational area

- achievement of a qualification! which meets the ApEx
requirements in the role covered by the qualification

- experience in supervising people who perform the role covered by
the qualification

— experience gained in providing training in a workplace context for
those who perform the role covered by the qualification

e have a thorough understanding of the relevant appropriate exam
standards and of the qualification that they are assessing

e continue their personal and professional development to support their
technical and occupational expertise.

! This should be an exam that is (or has been) on the Appropriate Exam list
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6 Expert witnesses

72

6.1 Expert witnesses are only relevant under the standard model
where the assessors are external to the employer.

6.2 An expert witness is defined as the supervisor assessing the
learner’'s competence under the employer’s T&C scheme.

6.3 Other people, such as colleagues, can provide testimony, but are
considered to be ‘withesses’ rather than ‘expert witnesses’.

Criteria for appointment of external verifiers

7.1  Edexcel will ensure that external verifiers comply with the
following criteria. External verifiers must:

have experience of working within the financial services
industry

demonstrate a commitment to maintaining their knowledge of
the industry

have sufficient understanding of the subject area to judge
evidence within the qualification

understand the structure, content and evidence requirements
for the qualification

be independent of the centres that they are verifying

hold or be working towards an appropriate external verifier
award.
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Annexe E: Additional instructions and guidance for

centres

1 Centres using the standard assessment model with assessors from
outside the learner’s organisation

1.1

1.2

Introduction

The standard model of assessment and internal verification is
described in Annexe D, section 4.

This guidance below is relevant only to centres (usually colleges or
training providers) using the standard model that are external to
the organisation where the learner works, ie they are brought in
from outside to carry out assessment. These will be referred to as
‘training centres’. The organisation for which the learner works will
be referred to as ‘the employer’. Other centres should refer to the
guidance in section 2, below.

Initial review of the employer’'s T&C scheme

Before enrolling candidates, training centres should confirm that
the employer operates appropriate assessment and recording
systems (or that their systems can be easily modified to meet
these requirements). This will require the training centre’s
assessors to inspect the employer’s T&C assessment process at
the earliest possible stage.

At this stage, providers should be able to make a preliminary
general judgement as to:

e whether the assessment process is capable of providing valid
evidence that learners meet the assessment criteria within the
qualification

e the completeness and accuracy of the recording process
o the authenticity of the evidence used
e the availability of evidence for verification purposes.

It is recommended that training providers ask the T&C supervisor
to confirm that the employer’s advisers are assessed against each
of the assessment criteria listed for the relevant units. The
assessor should ask what evidence there is of the assessment
taking place and where the evidence of assessment for each
adviser can be found. This will make ongoing assessment of each
adviser much more straightforward since it will identify if any
evidence cannot be supplied (and, therefore, the criteria will not
be met) and, if it can be supplied, will help assessors and verifiers
to access the evidence.
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1.3

1.4

If the review of the employer’s T&C assessment process shows the
organisation is not carrying out assessments that would meet the
requirements of the assessment criteria, or if the evidence is not
kept or cannot be located, it is possible the employer is not
compliant with regulatory requirements. In such cases, the
employer may be able to rectify the situation and action should be
noted as to how this is to be done.

In some cases, however, where the review indicates serious
failure of the employer to meet compliance requirements, it would
be advisable not to start advisers on the qualification until the
organisation takes the actions needed to ensure they are
compliant.

External verifiers will be asked to ensure this process has been
carried out.

Use of T&C scheme to generate evidence

The National Occupational Standards (NOS) upon which this
qualification is based were designhed to mirror the regulatory T&C
requirements and current industry best practice, eg as relates to
customer care and administrative efficiency. This means that if an
organisation’s T&C process meets regulatory requirements, then
the evidence generated of that (records of observations of
advisers, case study material, etc) will meet many of the relevant
criteria in the qualification. In view of this, at the earliest possible
stage in the programme, assessors should review a sample of
assessments made by the T&C supervisors for regulatory purposes
and match these against assessment criteria to identify where
gaps may occur and where therefore additional evidence may be
required. This will give an early opportunity to request that
changes are made to ensure T&C assessments produce evidence
which will meet the requirements of the qualification.

Role of the assessor and internal verifier

The role of the training centre’s assessor then becomes one of
continuing to review the assessments made by the employer’s
T&C supervisors to ensure consistency both across different
supervisors within the organisation and over time.

The training centre’s internal verifier should carry out normal
quality assurance functions, concentrating upon ensuring
consistency of approach across each assessor and across different
employers.

Training centres should preferably not require organisations to
produce or build ‘portfolios’ for each candidate. The evidence
should be available, but may be in locations to serve the T&C
regime’s purpose. A record of where each item of evidence is to
be found must be kept to ensure that verifiers are able to carry
out normal verification sampling of evidence against standards.
Records of assessment and of the evidence used for assessment,
however, must remain available for a period of three years.
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2 Financial institutions carrying out their own assessment and
internal verification

2.1

2.2

Introduction

The standard and employer-direct models of assessment and
internal verification is described in Annexe D, section 4.

The guidance below applies both to employer-direct centres and to
those centres using the standard model where assessment is
carried out by the learner’s own supervisor. For the purposes of
this annexe, both of these will be referred to below as ‘employers’.

Initial review of the employer’'s T&C scheme

Employers in the mortgage/financial advice sectors should already
be operating a T&C process that is compliant with regulatory
requirements. The National Occupational Standards (NOS) upon
which this qualification is based were designed to mirror the
regulatory T&C requirements and current industry best practice,
eg as relates to customer care and administrative efficiency. This
means that if an employer’s T&C process meets regulatory
requirements, then the evidence generated of that (records of
observations of advisers, case study material, etc) will meet many
of the relevant criteria in the qualification. In some cases,
however, employers may have to provide further evidence of
advisers meeting some criteria that are not strictly part of T&C
requirements (see 2.4 below).

As a starting point, the employer should conduct a review to
confirm that the assessment and recording systems and the
evidence available meet the requirements of the qualification. This
should be done by comparing the requirements of the qualification
against the employer’s T&C process. It will identify:

o whether or not the assessment process is capable of providing
valid evidence that learners meet the assessment criteria
within the qualification

o the completeness and accuracy of the recording process

o the availability and location of evidence for verification
purposes.

External verifiers will be asked to ensure a review has been
carried out and that:

o the compliance function confirms that the organisation’s
advisers are assessed against each of the criteria listed for the
relevant units
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2.3

2.4

o the evidence of assessments taking place should be noted, as
should the location of the evidence of assessment for each
adviser. This will make ongoing assessment of each adviser
much more straightforward since it will indicate if any evidence
cannot be supplied. The review will also help reference
evidence for external verification purposes. If the comparison
shows that evidence for some of the assessment criteria are
met by normal T&C assessments, it gives the organisation a
starting point for seeking the necessary additional evidence.

Use of T&C scheme to generate evidence

Organisations will not be expected or required to produce or build
‘portfolios’ for each candidate. The evidence must be available,
but may be in locations to serve the T&C regime’s purpose (eg
T&C files for each adviser). A record of where each item of
evidence is to be found must be kept to ensure that external
verifiers are able to carry out normal verification sampling of
evidence against standards. Such a record must be kept for each
of the centre’s advisers undertaking the qualification. Records of
assessment and of the evidence used for assessment, however,
must remain available for a period of three years.

Assessment and internal verification

The adviser’s first-line supervisor normally carries out T&C
assessment. The first-line supervisor, therefore, is fulfilling the
function of the assessor (or ‘expert witness’, where the employer
is using the standard model - see Annexe D, sections 4.2 and 6).

As noted above, all criteria in the qualification covering regulatory
requirements should be covered by the organisation’s T&C
process, so, providing all the evidence associated with this is
available, no further assessment of these areas will be required.
However, some aspects may not be fully covered by the
organisation’s T&C assessments. These areas will have been
identified by the initial review described in 2.2. In such cases,
additional assessment may be needed and this should be carried
out by the first-line supervisor, following the requirements and
guidelines of good practice for assessment and assessment
planning.

In employer centres, the compliance function is generally
responsible for quality assurance of the T&C assessment process.
This covers all aspects expected in internal verification
(standardisation of assessment, training of the first-line
supervisors in assessment requirements, sampling and verifying
the assessment decision etc). Records will normally be kept of this
process. The compliance function, therefore, is fulfilling the
function of internal verification.
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2.5 External verification

External verifiers will require to see the records of the internal
verification process, including records of planning, the sampling of
assessment decisions, feedback to first-line supervisors on
assessment decisions, CPD records of first-line supervisors and
compliance staff, records of meetings with first-line supervisors
and records of standardisation taking place, etc. Records of this
‘internal verification’ function being carried out must remain
available for a period of three years.
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