Revised on 13 June 2005

Guidance Note issued on 30 November 2004

GUIDANCE NOTE ON COMPLIANCE WITH THE REQUIREMENTS OF
THE CONTINUING PROFESSIONAL DEVELOPMENT (CPD) PROGRAMME

1. ck

The Code of Practice for the Administration of Insursfice Agepts (the Code) specifies that the
Insurance Agents Registration Board (IARB) may isSul Guidanice Notes from time to time as to
how it intends to exercise its powers and fulfllt its fesporisibilities under the Code. This
Guidance Note aims to assist insurance agenf§to Lomply'with the annual CPD requirements.
For the purpose of this Guidance Note; any referepCe to “insurance agent” shall include
responsible officer and technical represéftative,

Part E of the Code under “Minimum Qualifications for Persons Acting as Insurance Agents”

stipulates: \ :

(a) The minimum qualifications ayf individual must fulfill before he maybe considered by the
IARB to be fit and.gfopeligo attas an insurance agent,” 3

(b) That an insuranég, agent shall comply with the CPPf@quirerhents in such manner and
form as spegiffed bjighe IAsurance Authority (IA)/ :

2. CPD Requirements

The IA has’specified that: / ‘ N Y

(@) IpSurance agents are required to earn 5 eangd 10on-core credits every year sice the
laungh of the CPD Programme on sslanuary 2002 up to 31 July 2005; and , %,

(bYy™“Wem I'Wegust 2005, insurance adents are reqired to earn 10 CPD hayrs eVgry yelif. Any

e:éc'i'gss CPD hours accumulated withig a particular year cannot be.:,aarriaq,foWd to any

f

othfr years.

The iARB shall deem an insurénce agepihaving complied with tie CRD requirements under the
“Minimum Qualifications®ar Persons Acting as Insurance Agents'is qualified for maintaining
his registration status for anOlir 12 months if: )

() The insurance agent completes all 5 core and I8ygon=egre credits for each assessment
year within a 12-month period for the entire Yansitigpal‘period up to 31 July 2005; and

(i) From 1 August 2005, the insurance agentcb‘mpletés all 10 CPD hours for the assessment
year within a 12-month period endingon 31 July every year thereafter.

All newly registered insurance agent$ {M&&hing those who were not registered as insurance
agents or brokers within the two ygars or mgre immediately prior to their registration), whose
registration has been confirmed afteég 31 July 2004, shall refer to section 4 below.

3. CPD Asgsessment

In the spirit of encouraging compliance with the CPD requirements, the following shall apply:
(a) For easy administration, calendar month shall be used as the basis for calculating CPD
requirements irrespective of the day of the month on which registration of an insurance
agent takes place (i.e. regardiess of whether an insurance agent is registered on, say, 1
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January or 31 January, January shall be used for calculation of his CPD credits/hours.)

(b)  If the registration of an insurance agent has been cancelled for less than 6 consecutive
calendar months, such insurance agent shall be required to fulfill the CPD requirements
for the entire 12-month assessment period, including the period of cancellation, which
shall be reported as follows:

(i) on the next succeeding assessment date (if both the cancellation date and the
re-registration date fall within the same 12-month assessment period) (see
example 1 in Annex 1 attached); or

(i) atthe time of re-registration (if the re-regjst#
assessment period) (see example 2 in A

(c) If the registration of an insurance agent has, be€
calendar months or more, such insura
hours before re-registration, provide
an insurance broker during such pgh
report his CPD hours from th

succeeding assessment date. Please s

required.

date falls in the next 12-month
Wached). _
ed for a period of 6 consecutive

ot be required to earn any CPD
ance agent shall not be registered as

(For ease of calculationga ower integer.)

4.
(a)

been confirmed after 31 Jul

surance agent was first registere
non-core credits on 31 Jul % 3
o‘rata credits required; or

» by using the same exa e%te, he
should report 4 core and dits (for the 11-month Bei 1 July

2005) plus 10CPD h for -month period from 1 0510 31 July
2006)).

23-month registration period.

Please see the attached Annex 3 for the pro di uired for the period up to 31
July 2005, if used, or attached Annex 4 for thé¥ro D hours required for the whole
period.

(b) A newly registered insurance a e registration has been confirmed after 31 July
2005, may choose either t. s
(i) Ona prorata basisonB81 immiediately after his registration (e.g. if an insurance
1

agent was first regist: mber 2005, he would report 9 CPD hours on 31
July 2006). Please see ched Annex 2 for the pro rata CPD hours required;
or

(i) In the next assessment year also on a pro rata basis (e.g., by using the same
example above, he may report his CPD hours on 31 July 2007, i.e. 19 CPD hours for
this 23-month registration period). Please see the attached Annex 4 for the pro rata
CPD hours required.
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5. ment for Professionall lified Insurance Agents

For insurance agents who are qualified pursuant to “List of specified qualifications” of the CPD
Information Sheet published by the IA, which specifies that, inter alia, they are considered to
have satisfied the non-core credits requirements if they have satisfied the CPD requirements
specified by the institutes granting their qualifications. Nonetheless, they are still required to
comply with the core credits requirements to earn 5 core credits every year up to 31 July 2005,
(Please refer to sections 3 and 4 above for assessment details.)

From 1 August 2005, holders of such qualifications are s6f8iglered to have satisfied the 10 CPD
hours requirement if (a) the institutes granting glich qualifications have a specific CPD
programme for holders of such qualifications; and (b) tgy have satisfied the CPD requirements
specified by the institutes granting such qualifications. Evidence of holding such qualifications/
titles should be submitted by the insurance,agenisto th IARB upon request. They should also
be able to produce documentary proofithat compliafice with the respective institute’s CPD
programmes is essential for the holdigg ofiguch qualifications/titles. '

6. Maintaining CPD !
(a) Responsibilities of insurance'agernits
(i)  decide on the appginting insurer responsible for repaptingithels, CPD credits/ hours
and notify gich app@inting insurer accordingly (if appficable);
(i) inform ail Sgoointing insurers if they sholld changeythe appointing insurer
respoyisible forgperting their CPD credits/Hours (if applicable);
(iit)  conipictgand file'a Declaration Form tolfe pramulgated by the IARB within 2 weeké

Al.e. by 148ugust) from the assessment date as Tollows:
- By individual insurance agenfts to: i
o the appointing insurer responsibie for reporting their CPD craditsihours;

and ;
*  all other appointing isusex(s) by providing each of themn With a signhed
copy of the Declaration. Form; . N
- By responsiblé Officers to:
*  the afipointig insdrer responsible for repsfting their CPD credits/hours;
and ‘ : '

e all'iher\appointing insurer(s) by providing gach.Gf them with a sighed
copy of the Declaration Form; ) 4
- By technical representatives (TRs)A theihappointing insurance agent.

(iv) retain their proof of compliance with CPD requitements (including Declaration
Forms and evidence/record of attendancl) for dileast a period of 3 years after the
assessment date. The original proof 4f coliance with CPD requirements should
be produced as and when required®y the JARB.

(b)  Responsibilities of insurance agents witg have appointed TRs:

(i)  dispatch copies of Declartion Formijo all of their TRs;

(i)  arrange sufficient CPQ traifiing for their TRs, if necessary;

(i) issue evidence/record"gf attemdance to prove a TR who has attained a course
sponsored by the insuraries agent with the number of CPD credits/ hours and type
of credits printed on evidence/record of attendance;

(iv)  monitor the compliance of their TRs with the CPD requirements;

(v)  collect Declarations Forms from their TRs by 14 August;

(vi) file the Annual Retumn to the IARB and report on those who fail to achieve the CPD
credits/hours by 15 September; and

(vii) offer help to their TRs in maintaining proof of compliance with CPD requirements.
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(c) Responsibilities of all insurers;

(i) dispatch copies of Declaration Form to all of their insurance agents and responsible
officers of insurance agencies;

(i) obtain confimation from all their insurance agents and responsible officers of
insurance agencies as to who would be responsible for reporting their CPD
credits/hours by 14 August;

(i)  arrange sufficient CPD training for their insurance agents and responsible officers
of insurance agencies, if necessary;

(iv) issue evidence/record of attendance to pro?€
officer of insurance agency who has aifai
with the number of CPD credits
evidence/record of attendance;

monitor the compliance of thei

insurance agent or a responsible
burse sponsored by the insurer
of credits printed on the

v)

gents and responsible officers of
ents;
(vi) eir insurance agents and responsible officers of

(f se insurers responsibleq\ ”
ho fail to achieve the CP T
Bl officers of insurance a Q
: e‘ 6
D" m his

S , the IARB

adon in reporting his CPD
hours, his confirmation of registration shall be revokéfo onths as a starting point by the

TARB. Such insurance agent shall be required to co outstanding CPD hours at the
time of re-registration. 4&

8. Transitional Period » %
Please refer to revised Guidance Not{; ilsapplicable to the Transitional Period,

~
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Annex 1

EXAMPLES OF CALCULATION OF CPD HOURS

Exampie 1

Registration date: 1 January 2004
(assuming insurance agent has com
De-registration date: 1 April 2006

plied with the CPD requirements on 31 July 2005)

Re-registration date: 1 June 2006 (less than 6 months from the de-registration date)

Time to report CPD hours: 31 July 2006
Total number of months for report of CPD hours: 1

CPD hours to be reported: 10

Example 2

Registration date: 1 January 2004
(assuming insurance agent has com
De-registration date: 1 June 2006
Re-registration date: 1 October
Time to report CPD hours: 1
Total number of months forseport
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August 2005 to 31 July 2006)

the €PD requirements on 31 July 2005)

less than 6 months from the de-registration date)
006
CPD hours: 12 (from 1 to 31 July 2006)



Annex 2

Effective 1 August 2005: Number of CPD hours to be reported by insurance agents,
whose registrations have been cancelled for 6 consecutive calendar months or
more, by the assessment date (i.e. 31 July) immediately following re-registration

Total No. of Months CPD
Re-registration Month for reporting Hours
August 12 10
September ; 9
October 0 8
November 7
December
January 7
February 6
March - 1
y 3 2 Q
ne 1 '
Ju 0 & O
XY
able would also apply % | insurance w oose to
their CPD hours for t ~month period from 1 05.
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Annex 3

Number of CPD credits to be reported by insurance agents newly registered
between August 2004 to July 2005, by the assessment date on 31 July 2005

Total No. of Manths Core Non-Core

Re tion Month for reporting Credits Credits

August 2004 12 5 10
September 2004 1 4 9

October 2004 4 8 '
November 2004 9 3 7
December 2004 , 3 6
January 2005 5
February 2005 6 2 5
March 2005 5 %
April 200 4 3

Ma 3 O 1 2 \
2 0 1 Q
u

(s

P 8
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Annex 4

Number of CPD hours to be reported by insurance agents newly registered from
August 2005 by the second 31 July immediately following registration

Reglstration Mogtti Total 'l-\lo. of Months u?._;l

August 24 20
September 23 19
October 22 18
November 17
December 0 16
January Q19 15
February 15

March 17

April 16

May '
June 14
13 ‘\ 10 Q
*This A4ble woyld also apply to newly ‘ nsurance agents, corfti o
a 1 4, and who cho D hours on 31 July 2@
=
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