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FCA Directory         Questions & Answers 

The SM&CR introduced a new requirement for firms to ‘report’ their Directory Persons.  
‘Report’ means submitting data via an online form found in the FCA Connect portal.  Firms 
must ensure that they have met their initial reporting requirement by 31st March 2021.  
They then have an ongoing submission requirement for new entrants to the firm and leavers 
(where applicable).  Firms must ensure the data remains accurate and is submitted in a strict 
timeline or risk receiving a £250 financial penalty and other possible disciplinary sanctions. 

Firms should refer to the FCA website, Handbook, user guides and the Directory Q&A for 
more information and to ensure that they are using the most relevant current FCA 
guidance.  

This Q&A document has information that AMI feels firms may also find useful 

 

What is a Directory Person? 

The FCA Handbook Glossary describes a Directory Person, as an individual who is: 

(1) An appointed representative Directory person 
(2) A certification employee 
(3) A non-SMF director Directory person; or 
(4) A sole trader Directory person 

The firm should refer to the FCA Handbook Glossary and use the various embedded links 
these give more details for each of the four categories noted above. 

What is the difference between the Directory person and an Approved person? 

A Directory person is certified by the FCA authorised firm and registered on the FCA 
Directory.  An Approved person is approved by the FCA, authorised then placed on the FS 
Register.  The approved persons regime now only applies to a very limited number of 
activities i.e., Appointed Representative firm (CF1 AR) 

When does a firm have to provide information about a Directory Person i.e., report? 

In the transition period firms have until 31st March 2021 to complete their submission, if 
firms are using the multiple entry submission (have more than 10 Directory persons) they 
have until 18th March 2021 which will then allow the FCA time to validate data and provide 
feedback if necessary. 

After 31st March 2021, firms must report a Directory Person to the FCA within 7 business 
days of the person being certified by the firm to carry out the certified function. [SUP 
16.26.13R].  This is also the timeline for reporting any changes to the Directory persons data 
i.e., name change, address or location or activities 

If using the multi entry bulk upload, please remember not to leave any row empty, do not 
delete any rows or columns, the file must be smaller than 5mbs and don’t change formats – 
remember these basics and you will have a ‘happy’ submission path 

https://www.fca.org.uk/firms/directory-persons#revisions
https://www.fca.org.uk/publication/documents/directory-persons-questions-answers.pdf
https://www.handbook.fca.org.uk/handbook/glossary/G3570d.html
https://www.handbook.fca.org.uk/handbook/SUP/16/26.html
https://www.handbook.fca.org.uk/handbook/SUP/16/26.html
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How does a firm submit their Directory Persons data? 

Using the FCA Connect system accessible from the FCA website homepage 

What data appears on the FCA Directory? 

• Name and any previous name (unless a risk to share) 
• Individual Reference Number (IRN) 
• Roles with start and end dates 
• Activities undertaken 
• Customer engagement methods 
• Workplace location (where relevant) i.e., Town or City (unless a risk to publish) 
• Membership of professional body (where relevant) 

What do I do to request that data is not published because it would be a risk to do so? 

This applies to a location (address) or a previous name and is treated as an exceptional basis 
only, where the data is made public it could present a risk to the individual.  Firms should 
initial report the Directory person using the FCA Connect form, once complete (usually 
immediately as dynamic online form) the firm must then submit an add/ amend form using 
the new IRN to inform the FCA not to publish specific fields and explain the exceptional 
circumstance. 

Is the Directory Person associated or linked with a specific FCA authorised firm? 

If the Directory Person is an employee, as defined by the FCA rule, then they appear on the 
FCA Financial Services Register as an individual associated to that specific firm.  If the 
Directory Person is an employee of an Appointed Representative (AR) firm, then they 
appear as an individual associated to the Principal firm i.e., the network 

Do those holding an SMF have to be added to the Directory? 

Only where the individual is also carrying out activities that are categorised as certified 
functions and a therefore a Directory person. 

The FCA Connect form is asking for a start date, what date should be entered? The date 
the person started at the firm, the date that SM&CR started or something else? 

Firms should enter the date that the Directory Person was certified, so if the firm has 
completed its assessment and provided a certificate dated 1st March 2021, then you enter 
1st March 2021 in the start date.  This date can’t be any earlier than 9th December 2019, as 
this is the date that the SM&CR regime commenced, this is a register of the activities an 
individual is approved to conduct and not an individual’s employment history. 

How do I change the start date that is showing on the Directory, I have submitted an 
incorrect date in error? 

A firm cannot the amend form to change the start date once it is published on the Directory, 
instead the firm must contact the FCA supervision hub to arrange to get the entry removed 
so that the firm can then re-submit the data. 
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How do I change a role that is showing on the Directory, I have added an incorrect role in 
error? 

A firm must submit an amend form using the FCA Connect system to remove the incorrect 
role, it should refer to the FCA Supervision hub for more information. 

What data does a solo-regulated firm have to provide if an individual was certified and 
has now left the business?  

If the individual was certified after the commencement of the SM&CR regime (9th December 
2019) the firm must provide data by first completing a submission to create the record, then 
once confirmed the firm has to complete an ‘Amend’ submission to add the date when the 
individual left the firm or ceased being certified. 

Does a firm put face-to-face as the engagement method even when they do not see clients 
in an office?   

Face-to-face does not have to be in a formal office setting, however the location entered for 
face-to-face must reflect where the service is available and not mislead any potential client. 

Does using Microsoft Teams or similar video conferencing count as face-to-face? 

Whilst technology has advanced a number of individuals would not be able to access the 
services if it is actually remote via technology and not truly face-to-face.  This would better 
be described as an online method of engagement. 

What is an IRN? 

IRN is short for Individual Reference Number.  This is the unique number allocated to an 
individual that is or has been registered with the FCA (or FSA previously).  A Directory 
person will be allocated an IRN if they have not been registered previously, so new to the 
FCA. 

What is a firm Attestation? 

This is a form in FCA Connect that every firm is required to use to confirm that the firm’s 
Directory persons data is complete and accurate at least once every twelve months. 

Will a firm receive reminders that an attestation is due to be submitted? 

Where an attestation is required the firm will receive an FCA email reminder to submit the 
Directory attestation using the FCA Connect system.  If a firm makes regular changes to its 
Directory person data the annual requirement starts from the last time that the firms 
Directory person data was changed.  So, if you use the Directory portal regularly it is 
possible that you will not have an attestation to complete. 


