Kinleigh Breach Reporting Procedure

It is a requirement for all breaches to be reported to the Head of Compliance immediately in writing, either by email, fax or memo.  
Where a FSA Rule, LGPSL Operating or Advice Standard has been breached and the case has completed (on risk), corrective action is not possible and as such a breach will be registered against you and reported to the LGPSL Risk & Controls Team.  Attached is a grid which provides guidance as to some of the offences which constitute a reportable breach, please note this is not exhaustive.  

In addition, we operate an internal register and the following are an example of those offences that will be considered an internal breach.  Whilst these are not reported to LGPSL, details are held on your individual compliance records and a central register is maintained for FSA/LGPSL inspection.
· Failure to achieve Compliance Deadlines for ad-hoc actions (Stage 1)
· Failure to submit an e-submission form for all sign-ups within 48 hour operating standard (Stage 1)

· Failure to submit a “Packaged case” within the 2 wk operating standard (Stage 1)

· Failure to complete remedial action for “Case Returns” within the 1 wk operating standard (Stage 1)

· Failure to display requisite documents on the premises of all offices where client meetings are conducted (Stage 2)

· Failure to submit a compliant “Packaged Case” prior to completion/on risk (Stage 2)
· Removal of client files from Kinleigh Head Office without prior consent from Head of Compliance (Stage 2)

· Failure to disclose any information which may be relevant to your “Fit & Proper” status under FSA rules as a Mortgage & Protection Adviser (Stage 3)
This list is not exhaustive.  Any remedial action required as a result of the breach will be advised to you by the Head of Compliance or your Sales Manager/RFSD.
Where an individual is aware of a rule or operating standard being breached, they must report it.  If there is any doubt, report it anyway.  It is better to report a breach that may not turn out to be significant, than to ignore it altogether as this raises concern regarding the firms systems & controls.
Consequences of Breaches 
Five x Stage 1 breaches registered within a rolling 12 month period will result in disciplinary action.

Three x Stage 2 breaches registered within a rolling 12 month period will result in disciplinary action.

Two x Stage 3 breaches registered within a rolling 12 month period will result in disciplinary action.
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