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Fit and Proper Assessment Template
An annual fitness and propriety assessment template for Senior Managers and certified staff.
How to use this template: firms must assess Senior Managers and certified staff as fit and proper on an ongoing basis, at least annually, and before certifying staff. Complete one form per individual. Record the evidence relied on, not just the conclusion. Adapt the questions to your firm's policies and the FCA's FIT sourcebook.
1. Individual and role
	Item
	Detail

	Name
	

	Senior Manager Function(s) or certification function(s)
	

	Job title and business area
	

	Assessment period
	

	Assessor
	

	Date of assessment
	


2. Honesty, integrity and reputation
	Question
	Yes / No
	Evidence and comments

	Any new criminal, civil or regulatory proceedings, investigations or findings?
	
	

	Any disciplinary action, Conduct Rules breach or formal warning in the period?
	
	

	Any complaints or concerns raised about the individual's conduct?
	
	

	Any issues disclosed in regulatory references or background checks?
	
	

	Any directorships of companies that entered insolvency or were investigated?
	
	

	Has the individual completed the annual self-declaration?
	
	


3. Competence and capability
	Question
	Assessment
	Evidence and comments

	Does the individual have the knowledge, skills and experience the role requires?
	
	

	Has the role changed in scope since the last assessment? If so, has competence kept pace?
	
	

	Training and CPD completed in the period (including Conduct Rules training)
	
	

	Relevant qualifications held and current (e.g. Level 4 and SPS for advisers)
	
	

	Performance review outcome and any concerns
	
	

	Feedback from the board, control functions or line manager
	
	


4. Financial soundness
	Question
	Yes / No
	Evidence and comments

	Any bankruptcy, IVA or insolvency proceedings?
	
	

	Any county court judgments or significant unpaid debts?
	
	

	Credit check completed (where the firm's policy requires)?
	
	


5. Conduct Rules and conduct generally
	Question
	Yes / No
	Evidence and comments

	Any breaches of the Conduct Rules identified in the period?
	
	

	Any instances of non-financial misconduct (e.g. bullying, harassment)?
	
	

	Has the individual been open and cooperative with the firm and regulators?
	
	


6. Time, conflicts and other roles
	Item
	Detail

	Other roles held (including SMF, NED or fractional roles elsewhere)
	

	Time available for this role
	

	Any conflicts of interest identified, and how they are managed
	


7. Conclusion
	Item
	Detail

	Is the individual fit and proper? (Yes / No / Yes with conditions)
	

	Conditions, development actions or support agreed
	

	Matters to notify to the regulator, if any
	

	Certificate issued or renewed (certified staff) and date
	


8. Evidence log
	Evidence
	Source
	Date obtained

	Self-declaration
	Individual
	

	Criminal records check
	
	

	Credit check
	
	

	Regulatory references
	
	

	Training and CPD records
	
	

	Performance review
	
	

	
	
	

	
	
	


9. Sign-off
	Item
	Detail

	Assessor signature and date
	

	Reviewed by (e.g. compliance or HR) and date
	

	Next assessment due
	


Checklist
☐  All three parts of the fit and proper test considered
☐  Evidence recorded, not just conclusions
☐  Role changes since the last assessment considered
☐  Conduct Rules breaches and disciplinary matters reviewed
☐  Other roles and time commitment confirmed
☐  Outcome recorded and any actions followed up
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