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Introduction

This guide has been produced to assist current and future Practising Certificate (PC) holders in
completing an application for a renewal or initial PC under the PC Scheme, effective 1 December
2022.

Competency Frameworks for each PC are included within the PC Handbook and set out the
competencies, skills and knowledge required to enable Members to carry out a PC role
effectively.

PC applicants are required to demonstrate, through completing the relevant application form or
through an interview, that they meet, or continue to meet, all of the competencies set out in the
relevant Competency Framework.

The move to a competency-based criteria means that applicants can describe how they meet
each competency, not only through describing their experiences of carrying out reserved work,
but also by reference to other relevant work or roles that they have carried out as well as other
activities such as training and volunteering.

Completing an Initial PC Application Form

When completing the initial application form, applicants are required to describe how they meet
each of the competencies set out in the relevant Competency Framework. They are also required
to provide a specific example to describe how they meet the overall competency.

The descriptions and examples should include sufficient information to allow the IFoA to assess
whether the applicant has demonstrated that they are competent in each area. This could be
through describing how they have carried out a specific task, explaining their understanding of a
certain topic, carrying out CPD to demonstrate their understanding of a particular area or
describing situations where they have demonstrated the specific competency.

It is possible that applicants will be able to address and cover multiple competencies in each
example or other evidence provided, rather than necessarily having to demonstrate each
competency separately.

Applicants should include in the examples a description of the situation, what they were required
to do in that situation, how they dealt with the situation and the end result.

Applicants could consider the STAR technique when describing their examples:

e Situation: A recent situation where the applicant has demonstrated one, or more, of the
competencies

e Task: What the applicant was trying to achieve from the situation

e Action: What the applicant did. In particular, the IFOA will be looking for information on what
the applicant did, how they did it, why they did it and what the alternatives were (if any)

e Results: What was the outcome of the applicant’'s actions? What did they achieve through
their actions?

Applicants should ensure they talk about what they did in the situation being described rather
than what their team or business did.


https://www.actuaries.org.uk/documents/practising-certificates-handbook
https://en.wikipedia.org/wiki/Task_(project_management)
https://en.wikipedia.org/wiki/Action_(philosophy)
https://en.wikipedia.org/wiki/Result
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Applicants are required to demonstrate ’'live’ competency in each of the areas. Although the
Scheme does not define specific time periods, applicants should provide sufficient evidence to
show that their competencies are current and this should be clear from the information provided.
This could be done by providing dates or time periods in the descriptions or by simply explaining
the competency in a way that clearly shows the applicant is currently competent in that area.

To ensure anonymity, applicants should try to avoid providing details that could allow them, their
employer or the entity/syndicate/scheme they are describing to be identified.

As a guide, we anticipate the information provided for each competency will usually be under 500
words.

Example applications will be available on the IFOA website to assist in completing the Initial PC
Application Form.

Completing a Full Renewal PC Application Form

When completing the full renewal application form, PC holders are required to describe how they
continue to meet each of the competencies set out in the relevant Competency Framework.

The descriptions should include sufficient information to allow the IFoA to assess whether the PC
holder has continued to demonstrate that they are competent in each area. This could be through
describing how they have carried out a specific task, explaining their continued understanding of
a certain topic, carrying out CPD to demonstrate their continued understanding of a particular
area, carrying out training on a new area or describing situations where they have demonstrated
the specific competency.

It may be more straightforward for renewal applicants to provide examples of situations where
they have demonstrated each specific competency since their last full renewal and they may also
find the STAR technique (see 2.5 above) helpful in describing those examples.

PC holders should also ensure that it is clear from the evidence provided that their competencies
remain current. This could be done by providing dates or time periods in the descriptions, by
explaining the competency in a way that clearly shows they remain competent in that area or by
simply stating that the examples or experiences are since their last renewal.

To ensure anonymity, applicants should try to avoid providing details that could allow them, their
employer or the entity/syndicate/scheme they are describing to be identified.

As a guide, we anticipate the information provided for each competency for a PC holder will
usually be under 300 words.

Example applications are available on the IFOA website to assist in completing the Full Renewal
PC Application Form.

Hints and tips

Review our list of hints and tips before submitting an application:

» Provide, where possible, experiences where the competency has been demonstrated
recently
» Make sure the descriptions are clear, concise and are relevant to the specific competency
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https://actuaries.org.uk/standards/practising-certificates/new-practising-certificates-scheme/
https://actuaries.org.uk/standards/practising-certificates/new-practising-certificates-scheme/

Ensure the information provided in relation to technical skills demonstrates a sound
understanding of the relevant technical areas

If helpful, consider wider experiences that could demonstrate a competency, for example,
volunteering or CPD activities

Review the descriptions to ensure they cover each of the competencies
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