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Learning Objectives

Understand the Code of Conduct in relation to CPD

I know what continuing education events can be classed as suitable continuing education
for me to claim structured CPD hours for.

| understand AMP’s CPD requirements.

| can use Education Exchange to comply with my
requirements as a financial adviser

As a financial adviser | can edit my training plan objectives in Education Exchange,
including:

— Modify a training plan objective on my training plan so it is suitable to me and my area of
business
— Add a new training objective to my training plan

— Delete a training objective on my training plan that does not apply to me

| can meet my AMP continuing education requirements using Education Exchange to:

— Enter CPD events which | have completed into my continuing education screen
— Enter structured CPD hours for events which | have completed

— Link the completed CPD event to a training plan objective which | have set up
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Disclaimer

This guide is provided by AMP Services (NZ) Ltd to AMP Advisers and should be kept
confidential. The guide must be maintained in its original form and should not be copied,
changed or disseminated in any way.

This guide is intended for AMP financial advisers to better understand the Code of
Conduct, AMP CPD requirements and the use of Education Exchange to help them meet
their requirements as financial advisers. This guide provides illustrative information that is
used to demonstrate how to use Education Exchange. This is to be used in conjunction
with other online resources made available to advisers, including the 2014 Code of
Conduct.

Whilst AMP provides the information in this guide in good faith, it does not guarantee the
correctness of it and is not directly or indirectly responsible for any error or omission that
may be contained herein. Should an AMP Adviser be unclear on any matter discussed in
this guide after consulting any associated resources made available on this topic, the
Adviser should contact the AMP U team in the first instance (ampu@amp.co.nz) to
discuss and clarify further.
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Overview: Code of Conduct and CPD

In 2014 the revised Code of Conduct came into effect and AMP implemented changes in
line with the Code to ensure consistency. If you want to read the Code of Conduct, and
additional background information please visit the Code Committee website
http://www.financialadvisercode.govt.nz/.

The Code of Conduct only applies to AFAs however AMP has the same rules for QFE
Advisers in relation to CPD. If you are not sure if you are in a QFE that is governed by
AMP, please check with your Leader/Manager.

RFAs and Advisers who are not in a QFE (as above) while not bound by the Code of
Conduct, are bound by the Financial Advisers Act 2008 (and in particular note Section
33). If you are an RFA or not in a QFE, AMP recommends undertaking CPD as a way of
showing you are taking responsibility for exercising care, diligence and skill.

Financial Advisers Act 2008 (in particular, see section 33):
http://www.legislation.govt.nz/act/public/2008/0091/latest/DLM1584202.html

Glossary of terms relating to this topic

Acronym Explanation

Continuing Professional Development: Training which is relevant to the financial adviser services

EiPID) that the adviser provides, or intends to provide. (Sometimes referred to as CPT)
Education Exchange: Online learning management system AMP uses to deliver adviser training

EE and track product accreditation. Contains functions for advisers to log their training objectives,
completed CPD events and associated structured CPD hours, and to link their completed CPD
events with relevant training objectives.

AFA Authorised Financial Adviser

RFA Registered Financial Adviser

QFE Qualifying Financial Entity

SME Subject matter expert
National Certificate in Financial Services

NCFS

(qualification for financial advisers)
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AMP CPD Requirements for Advisers (2014 and
2015)

For AFAs and AMP QFEs

As per the 2014 revised Code of Conduct for AFAs, the requirement is 30 structured CPD
hours over a two year rolling period. AMP has aligned its adviser requirements to this.
From 1 January 2014, all QFE Advisers are required to undertake a minimum of 30
structured CPD hours over a two year period.

AMP does not pro-rata CPD, but to give guidance to AMP Advisers:
— If you started in 2015, 7.5 structured CPD hours will be required by June 2015 in order to

renew annual Practising Certificates.

— If you were an adviser in 2014, 22.5 structured CPD hours will be required by June 2015 in
order to renew annual Practising Certificates.

AMP will audit CPD for AMP QFE Advisers as per the Professional Standards Manual
(PSM) requirements.

For AFAs who do not hold a Practising Certificate, the Code of Conduct applies and audits
are conducted by the Financial Markets Authority.

AMP recommends that all Advisers, regardless of their regulatory status, should
undertake continuing professional development in line with Section 33 of the Financial
Advisers Act 2008, to ensure that they are responsible for their care, diligence and skill.

This guide and associated resources will help you to determine what training can count as
CPD and how to log your hours.

Please note that:

— AFAs and QFE Advisers who commence in 2015 will need to achieve at least 30 structured CPD
hours over the period: 1 January 2015 to 31 December 2016

— AFAs and QFE Advisers from 2014 (or earlier) need to achieve at least 30 structured CPD hours
over the period: 1 January 2014 to 31 December 2015

— From 2014 onwards, the need to undertake unstructured CPD hours was removed

— Your Training Plan in Education Exchange is loaded with many objectives, some of which may
not be suitable for your situation. Delete the objectives that don’t apply to you, edit others to
customise them and add in new ones which are relevant to your learning needs. Maintain and
edit your Training Plan on at least a monthly basis. New objectives may appear throughout the
year (e.g. for AMP adviser clinics which you attended)

— Relevant AMP online product training in Education Exchange (i.e. enhancements) is mandatory
for all Advisers even if there is no CPD

— All Advisers are required to seek relevant training that meets their learning objectives over and
above that which AMP provides

Completed modules in Education Exchange may add a CPD event to your continuing
education screen. After completion of a set of EE training modules, check your Continuing
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Education screen for learning events you want to claim CPD for. It is your responsibility to
log the appropriate CPD hours for CPD events which meet your learning objectives.

AMP provide support (as mentioned below) so that you can individually work out:

Is it structured training?

How do | document it?

How do | get my verification documentation?

How many structured CPD hours should | award myself?

Logging structured CPD hours

— You must decide how many CPD hours (if any) to claim for completed training. Training
providers may give suggestions on this.

— You can document non-AMP training in Education Exchange. Note:

— For non-AMP training you must upload an email or certificate from the training provider to
prove you completed the training (for instance, an attendance certificate pdf).

— AMP does not provide verification of non-AMP training — you must get your proof of training
from the training provider.

Unstructured CPD hours are not required

The 2014 Revised Code of Conduct for AFAs states that unstructured CPD is not
required. The ability to record unstructured CPD in Education Exchange is still available
and shows the history (dating back to prior years) of your recorded unstructured CPD.
However, the need from 1 January 2014 on to record unstructured CPD has now been
removed, and will not be a requirement for Practising Certificate renewal.

The only requirement is for structured CPD.

Adviser Support

The 2015 CPD and Training Plan module is available in Education Exchange. It includes
this User Guide and additional content (including Education Exchange training material,

and a copy of the 2014 Code of Conduct). Support will be available throughout the year.

This guide will now provide guidance on CPD and explain how to use Education
Exchange to help meet your CPD requirements.
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1.0 Guidance on Structured CPD

1.1 What training can | claim structured CPD hours for?

Structured CPD is defined as “continuing professional development or training
relevant to the financial adviser services the AFA” [or AMP QFE] “provides or
intends to provide” in the 2014 Revised Code of Conduct for AFAs.

From 2014 on the model of documenting proof of the number of CPD approved
for a learning event and of the event as structured CPD no longer applies; it
does not need to be verified (so long as it meets the definition).

What does need to be documented and verifiable is your completion of relevant
structured professional development learning events. The definition of
‘structured’ is documented in 2014 Code of Conduct for AFAs:

structured professional training that has identifiable aims and with outcomes
development relevant to the learning needs identified in the AFA’s
professional development plan, and:
(a) is provided by a qualified educator or relevant
subject matter expert; and
(b) provides forinteraction and feedback; and
(c) participation is verifiable by documentation
Structured professional development may include
technical product training but excludes training provided
for the principal purpose of promoting a particular
financial product

Some training providers may recommend a number of CPD hours to claim,
although the Code is clear that it is up to the Adviser to make their own
decisions on what is structured CPD and how many CPD hours they will claim
for the structured learning events that they have completed. Education
Exchange gives you the flexibility to change the number of CPD hours. As long
as you can provide:

— verification (documentation) of your attendance at a structured learning event, or:

— successful pass verification (documentation) of a structured course or learning
event,

then you can decide how many structured CPD hours the structured event is worth,
and log those.

You are not limited to finding a ‘structured CPD provider’, you can attend any
course and apply any amount of structured CPD to it for yourself and document
it in Education Exchange. This gives you a degree of flexibility in choosing
appropriate training to claim CPD for. If you want to apply CPD to training
achieved, the training must meet the definition of ‘structured’ training, as per the
Code of Conduct.
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1.2 Structured CPD & Online Product Training

The 2014 Code of Conduct states that product training which promotes a
provider’s products will NOT qualify for CPD. This means that any product

training undertaken in Education Exchange from 2014 on (when the Code of
Conduct came into effect) will not qualify to claim structured CPD for.

1.3 Definition: What is Structured CPD?

The revised Code of Conduct for AFAs (see Definitions Schedule Part 1) defines
‘structured professional development’ as follows:

Has Aims (such as: states the ‘aim’ of the course)

Has Outcomes (such as: states what the person will be able to do after the training)
Is identified in the Adviser training plan at the beginning of the year

Can only be provided by a qualified educator or relevant subject matter expert
Provides interaction and feedback

Has documentation to verify attendance/completion

May include technical training

Must not include product training that promotes the provider’s product

1.4 Examples of Structured CPD

Structured Professional Development for which you can log CPD hours may include:

Online courses that relate to your area for service and meet a need identified in
your Training Plan

Courses run by Universities that that relate to your area for service and meet a
need identified in your Training Plan

Courses run by private training providers that relate to your area for service and
meet a need identified in your Training Plan

International training courses that relate to your area for service and meet a need
identified in your Training Plan

AMP face to face training (e.g. adviser clinics) or online learning courses that do not
relate to product training and are relevant to your area for service and meet a need
identified in your Training Plan

1.5 To Load Structured CPD events and hours into Education

Exchange

Follow the relevant steps in this user guide to learn how to add a continuing
education activity and input all the information about the training you have
completed in the formal training event/qualification.

Attach the documentation that proves you passed/attended the course (this could
be an email or certificate) from the training provider to the Resources section

Add an objective and link it to your Training Plan

An example of a completed CPD entry and achieved training objective is provided
in the following section.
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Education Exchange & Logging your CPD

AMP’s Education Exchange for advisers, as well as being used to deliver training, is an
effective tool to document your Training Plan objectives, achieved CPD events, and
structured CPD hours.

2.0 Overview: Training plan objectives

Objectives are very flexible and are a helpful way of personalising your training plan.

A number of generic ‘complete activity’ type training objectives are added to your
training plan by AMP when your adviser education exchange access is set up. You
can modify your training plan objectives list as you wish:

— If you see an objective that does not relate to your personal training plan you can delete it
— If you see an objective that needs personalising to your situation you can edit it

— You can add a new obijective (i.e. one that is not already specifically covered by an
objective) that relates to your personal training plan.

3.0 Edit my Training Plan Objectives

This section shows how to edit training plan objectives using examples. First you must log
into your Education Exchange account for Financial Advisers using your personal
username and login.

3.1 View your Training Plan

1. Click on the ‘EDUCATION’ tab to select that (as highlighted below). The heading
font will turn red.

MY DETAILS EDUc@IUq LOG OFF

My Records

Select the EDUCATION tab

training videos.

While you are logged in to Education Exchange please take the time to check your personal details are correct by clicking en ‘Personal Details’,

IMPORTANT NOTE:

eaming Management System called OLS. If you wish to complete 61 axt
.y !

= are =till currently housed in Education Exchange.

2014

AMP has made changes to CPD in line with the

# Conduct. Click an the Education tab and your Training Plan to update your Training Plar
changss to two yearly, and the required number CPD hours over two years is now 30

=2 s over

Click hare to access the one page summary shest outlining the changes.
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2. Click on ‘Training Plan’ to view your Training Plan objectives.

MY DETAILS EDUCATION LOG OFF
Resources
Qutstanding Training Hello Joe
rainins an
Snapsho oo highlighted below or ac
Knowledg
« ¢ Sy y : <
eentcal  Click on “Training Plan’ in the left hand sidebar
Update M
Continuing Education “3’0! 2014 CPT and Training Plan User Guide Due:30/12/2014
Formal Qualifications i
Professional Memberships
2015 CPT and Training Plan User Guide Due:31/12/2015
Refresh
Administration @ Adviser Central Training 2014 Due:31/12/2015
Contact Your Admin
Change Your Password @ Class Advice KiwiSaver Training Module 2014 Due:31/12/2015
User Guide
Preferences p‘;
~A CmmesCiihmmit Toainina anta MN.a.2e/e3 /0

o AMP assign advisers training plan objectives, some of which are generic in
nature and can be personalised to better fit your circumstances. The below
example is a generic training plan objective which is assigned to the
education exchange profile of advisers that started in 2015. This objective is a
generic statement added to make it easier for you than you adding it. You will
need to personalise this statement to better state your learning needs.

3.2 Edit your Training Plan

3. View your Training Plan objectives.

MY DETAILS EDUCATION LOG OFF TRAINING PLAN

Training Plan

Objectives to be complated or underway during the date ranges selected below
I 1 El( January |w /20142]:0 JIE[/ December B/ 2016{3 Open E] All E] Q Show All a
New Objective Find T
Objective Due Date Type Method Status
£
015 Training Plan Statemen 31/12/2016 CPT Count Complete 30,00 Structurad Hours over the period 01/01/2015 to Not ﬂ
" 016 Achieved
This ve. t lovel of ¢ and seek training in the areas that are r Wi i
my pro learning, attending conf and PD days and
formal pap YOU NEED TO PERSONALISE THIS STATEMENT TO REFLECT YOUR
OWN LEAR
Adviser Central - This vear, it is my intention to undertake on-line learning in relation to understanding Adviser Central  31/12/2015 Complete  Achieved when the following tasks are completed: (i} g
and how to maximise the use of this system to benefit my and my business. Activity
Trainings:
Adviser Central Training 2014 :::f"vnd
it - This vear, undertake on-line learning in relation to EasySubmit and how  31/12/2015 Complete  Achieved when the following tasks are completed: [}
to maximise the use o my customers and my business. Activity
Trainings:
EssySubmit Training 2014 ::f_’ -
ducation Exchange and 2014 Code of Conduct - This vear, it is my intention to undertake on-line learning in relation  31/12/2015 Complete  Achieved when the following tasks are completed: (i}
to understanding and complying with the 2014 Code of Conduct changes. This includes learning how to add, delete and
modify my training obiectives. and how to add structured CPT hours which | have completed into my Education Exchange Trainings:
records, Completing the training modules associated with this obiective will increase my Education Exchange user : Nevar
ledge, and help me ensure that I comply with m: a3 a Financial Adviser. 2015 CPT and Training Plan User Guide Achieved
General This year & is my intention to be involvad in stryctured cont rofessional training outside of  23/12/2015 Complete  Achiavad whan the following tasks are completed: i}
AMP that may be provided by third party suppliers in order to increase m skills and I in the ares of Activity
general insurance a3 training becomes available.

— Scroll down (if necessary)
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4. To edit your training plan statement, click on the training plan statement (click on
the blue hyperlink for that row).

tside  23/12/2015 c:;nvlete Achieved when the following tasks are completed:
e vi

Residentia asks are completed:

Click to select the training plan objective (row) you want to edit

asks are completed:

23/12/2015 Com&:tl:" Achieved when the following tasks are completed:
v

5. A new screen opens. Now you can make changes so the statement is more
relevant to you personally and your training this year.

MY DETAILS EDUCATION LOG OFF

Training Plan

Objective

Description

Return jectives List

B 7 U #x 7= = | | — | ume

[This year I will ensure I am maintaining my cugrent level of compaetency (and seek learning that enhances competencies) in
khe service areas that are relevant to my roleEDIT TO PERSONALISE: EG: PERSONAL RISK INSURANCE, RESIDENTIAL
LENDING, INVESTMENTS, GENERAL INSURANCE], and specifically in the area of [DELETE THOSE THAT DO NOT APPLY]:

m

* Core knowledge: Knowledge of the industry, financial markets, advice process and products
* Capstone knowledge of the Code: Specific knowledge of the appropriate regulation, legislation and Code of
Conduct requirements °

= FRAE FRAR BRSA ST SAGIES RFASASE SRS

Path: p

Complete Activity Click in the Description area.
3rd Party Providers. Courses & Professional DesiqnaﬁonsB Edit the deSCFiption so it fits

Options
® |23[=)/ December [+]/2015[~]
= within days [v]cf28/an/2015
V] Treat as achieved if achieved after due date
Inactive
Links

your learning needs

i LOCk ] l Delele ] ISQVG ]or Cancel

As you personalise your training plan statement for an objective:

12

o Ask yourself: what are my learning intentions for the year? Your training plan

(0]

statement must outline exactly what you intend to do

Note that if you are audited by the Financial Markets Authority (FMA), you will
need to be able to show your learning intentions for the year, and that all the

CPD hours claimed relate to your training plan.

Remember that you can change your training plan at any time throughout the

year, by going through the relevant steps outlined in this CPD and Training
Plan user guide.
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— Click ‘Save’ regularly and when finished. You could lose your work if you get logged out
due to system inactivity or a break in your internet connection.

Training Plan

Raturn hw i
Objective
B I U9 | F|EE | — | wm:
This year I will ensure I am maintaining my current level of competency (and seek learning that enhances competencies) in
Description * Core knowledge: Knowledge of the industry, financial markets, advice process and products =

the service areas that are relevant to my role - personal risk insurance, General Insurance and investments.
* Capstone knowledge of the Code: Spacific knowledge of the appropriate regulation, legislation and Code of
Conduct requirements
* Capstone Professional practice: Applying the six step financial advice process and complying with legislation
path: p
Complete Activity

3rd Party Providers, Courses & Professional Designations E I Load i

Options
@ [23[=)/ December [»/2015]~]

oo &) within days E of 28/1an/2015
Treat as achieved if achieved after due date
D Inactive

Links

[ Lock | [ Delete || Save | or cancel
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3.3 Your annual CPD count Training Plan objective

6. From the training objectives screen, view your Training Plan Statement. This
important objective sits at the top of the list and will be different for advisers who
started in 2015 and those who were advisers in 2014.

This Training Plan Statement is assigned to AMP advisers that start in 2015:

Training Plan

Objectives to be completed or underway during the date ranges selected below

o 1 [/ [January [}/ 2014[~]to 31]= ]/ December [~ ]/ 2016[+] Open [] Al [ Q
New Objective Find

: |
Examples

Objective Due Date Type Method Status
2015 Training Plan Statement 31/12/2016 CPT Complete 30.00 Structured Hours over| ot i §

: : o Count the period 01/01/2015 to 31/12/2016 |Achievec
This year I will ensure I am maintaining my current level of
competency and seek training in the areas that are
relevant for my professional career. This includes
undertaking on-line learning, attending conferences and PD

days and undertaking formal papers as available. [PLEASE
NOTE: IN 2015, YOU NEED TO PERSONALISE THIS
STATEMENT TO REFLECT YOUR OWN LEARNING NEEDS
CLICK THIS LINK TO EDIT]

This Training Plan Statement was assigned to AMP advisers in 2014:

MY DETAILS EDUCATION LOG OFF TRAINING PLAN

Training Plan

Objectives to be completed or underway during the date ranges selected below

4 - [ January [=]f2014[]to 31[= ) December [~]/2016[][Open [] Al Q ¥
New Objective Find Examples
Objective

Due Date Type Method Status

2014 Training Plan Statement 31/12/2015 CPT Count| Complete 30.00 Structured Hours over the period ot i}
This vear 1 will ensure T am maintaining my current level of competency and seek training in R i S A B Rl
the areas that are relevant for my professional career. This includes undertaking on-line
learning. attending conferences and PD davs and undertakina formal papers as available.
[PLEASE NOTE: IN 2014, YOU NEED TO PERSONALISE THIS STATEMENT TO REFLECT YOUR
OWN LEARNING NEEDS, CLICK THIS LINK TO EDIT]

Please note:

o AFAs and QFE Advisers who start in 2015 will need to achieve at least 30
structured CPD hours over the period: 1 January 2015 to 31 December 2016

o AFAs and QFE Advisers from 2014 (or earlier) need to achieve at least 30
structured CPD hours over the period: 1 January 2014 to 31 December 2015

o The minimum 30 hours CPD training objective should show in your training
plan as a ‘Training Plan Statement’ for the appropriate two-year period

o 30 Structured CPD hours is the minimum mandatory requirement, however

you are encouraged to complete more than 30 CPD hours to improve and
maintain your knowledge.
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3.4 Add a new Training Objective to your Training Plan

You can add a new training objective from the training plan screen. To add a new
objective:

1. Click the ‘+’ icon for New Obijective, as highlighted:
Training Plan

Objectives to be completed or undarway during the date ranges selected below

% 1 [=)|Jenvary [=]]2014]=] = 31[=) | December [+]{2016 [=][Open All Q Y

New sinem. Fined s

Obiieq To add a New Objective, Click the “+’ icon status

2015 Training Plan Statement 3171272016 CPTCount  Complete 30.00 Structured Hours over the pariod 01/01/2015 to Not ﬂ
31/12/2016 Achieved

This year I will ensure I am maintaining my current level of competency and seek training in the areas that are relevant
for my professional career. This includes undertak on-line learning, attending conferences and PD days and

undertaking formal papers as available. [PLEASE NOTE: IN 2015, YOU NEED TO PERSONALISE THIS STATEMENT TO
REFLECT YOUR QWN LEARNING NEEDS, CLICK THIS LINK TO EDIT

2. You may need to click on another ‘+’ icon for New Objective

Training Plan

Selact the objective template or click 'New Objective’ to create a naw one

I 1

_ﬁ 1 [xl[Janvary  [+](2014[=] ta[31[=]s | December [+]/ 2016]~] Q
New O
Objec 3 PN .
Click on the ‘+’ icon again Method
Health Tnsurance - This yaar, it s my inftention to undertake an-line [earning in relafion to Southern Cross HealthEssentizls so 31/12/2015 Complete Achieved when the following tasks are completed:
that 1 can increase my product knowledae and build on my health insurance sales skills. Activity Trainings:

Southern Cross HealthEssentials 2014

3. Choose the type of objective by selecting it.

Training Plan

Select Objective type

;:—:‘"Ji"& The objective is achieved when the activities selected are completed.

ot ,_bm The objectiva is achieved when the required number of points for the activity are complated, while the activities are underway your status will indicate if you have acheived the objective, are on target to complate it or, based on
= your progress to date will not achieve the objective.

SianOff The objective is achieved when you sign off to confirm it has been completed.

Select the objective type most suitable.
The activity in this case is suitable for a manual ‘Sign off’ objective type.
A ‘Sign off’ Objective is manually signed off as achieved after it has been completed.

— When you add a new objective to your training plan, you will typically use either a ‘Sign-
Off’, or ‘Complete Activity’ objective type. Types of objectives are explained below

Type of Training Plan  Explanation

. If you set up a ‘complete activity’ training plan objective, you can link your new
training objective to associated training modules

e  Can be used for training which is hosted in EE and which show on the list of options

e  This way, the training modules will be added to your training plan and show in the

Complete Activity outstanding training’ screen

e  After you complete all the EE module(s) associated with the training objective, the
training plan objective will automatically update to show as completed.

e  Many of the training plan objectives advisers are assigned by AMP are set up this
way — i.e. are linked to the achieving of relevant AMP EE modules and will show as
achieved after all the linked modules are completed

CPD count e  Thisis used in your training plan for your ‘training plan statement’, which relates to
the 30 hours structured CPD per two-year period that must be completed.

e  When you set up a sign-off training plan objective, marking the objective as

Sign-Off competed is a manual sign off that you must do after you have completed all
associated learning events. Can be used for non-AMP training.
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o Note that many of the training plan objectives assigned to new advisers are
‘Complete Activity’ types of objectives, which may show as completed after
advisers pass all required activities which are linked to that training plan
objective

4. Type in your Training Plan objective description. The below example is for a new
‘Sign-Off’ type of objective.

Training Plan

Return to Objectives List

Objective
i a—
BIE:@BG'-Q |f|::§: |—|HTI11L
This objective relates to online training by training provider ABCD NZ Corporation in January 2015. This learning objective
cowvers 2 learning need I have identified around ensuring I improve my gensral insurance legislation knowladge, am up to date
. on current industry issues, and document my advice to clients correctly. I have planned to develop my skills in this area and to
Description _ -
build my professional network,
Path: p
Measurement
BfgﬂBGl-r,l |j|EE§E :.'-Qé\llf\sl—|HTmL
attending the ABCD NZ Corporation course in January 2015.
Sign-Off
Criteria

Path: p

Sign-Off By Logged In User (Joe Bloggs) |Z|

Sign-Off
Commeants
Options
@ EH[=)|January [=]/2015]~]
Due
) within days [v]of 28/3an/2015
Treat as achieved if achieved after due date )
F tractiv Click the Save button
Links

(o) (Dot ][ e Jorcae

— If you add a ‘Complete Activity’ type objective you can choose the associated training
module in EE (this is not covered by the screenshots in this guide)

— If you add a ‘Sign-Off’ type objective you detail what must be done before ‘Sign-Off and
who will sign it off. For instance, in the above example you may choose to sign off the
activity as complete yourself after you attend the relevant training course.

5. ‘Save’ the new objective.
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3.5 Delete a Training Objective from your Training Plan

You can delete a training objective from the training plan screen. To delete a training

plan objective:
1. Open your training plan (this is explained above in a previous section).

2. Find the objective you want to delete.

17

MY DETAILS EDUCATION LOG OFF TRAINING PLAN

Training Plan B

Objectives to be completed or underway during the date ranges selected below

+ 1 [=) January  [+1/2014[+] to31[+])/ | December [+]{2016[¥] Open [+] Al [~] Q ShowNIJ a
Find

New Objective Examples
Objective DueDate Type Method

raining Plan Statemen 31/12/2016 CPT Count Complete 30,00 Structured Hours over the period 01/01/201S to
This vear I will ensure I am maintaining my current level of competency and seek training in the areas that are rel wiz/antg,

ding conferences and PD days
YOU NEED TO PERSONALISE THIS STATEMENT TO REFLECT YOU!

m

formal papers as available
OWN LEARNING NEEDS, CLICK

Status

wt: |

Achioved

Adviser Central - This year, it is my intention to undertake on-line learning in relation to understanding Adviser Central ~ 31/12/2015 Complete  Achieved when the following tasks are completed: (i § 3
and how to maximise the use of this system to benefit my customers and my business. Activity Trainings:
Adviser Central Training 2014 esnbiy
it - This vear. it is m o undertake on-line learning in relation to ng EasySubmit and how ~ 31/12/2015 Complete  Achieved when the following tasks are completed: i}
to maximise the use of this s it mv customers and my business. \ctivity
Trainings:
EasySubmit Training 2014 ora A
Education Exchange and 2014 Code of Conduct - This vear, it is my intention to undertake on-line learning in relation  31/12/2015 Complete  Achieved when the following tasks are completed: i’}
to understanding and complying with the 2014 Code of Conduct changes. This includes learning how to add, delete and Activity
modify my training obiectives, and how to add structured CPT hours which I have completed into my Education Exchange Trainings:

1 e my Education Exchange user Novar
knowledge, and halp me snsure that I comply with my as a Financial Adviser. 2015.CPT and Training Plan User Guida Achiaved
General - This yaar it is my intention to be involvad in structured continuing profassional training outside of  23/12/2015 Complate  Achiavad whan the following tasks are completed: i’}
AMP that may be provided third party 3 wrs in order to increase m: skills and Il in the ares of Activity
general insurance a3 training becomes available.

— Scroll down (if necessary)
— Read carefully — sometimes there are several training objectives which look similar, but
cover slightly different learning areas
3. Click on trash can icon to delete that item (row) from your list of training plan objectives
KiwiSaver Class Advice - This year, it is my intention to undertake on-line learning in relation to technical knoviledge 31/12/2015 Complets  achigved when the folloving tasks are completad:
around giving class advice on KiwiSaver and how to apply the class advice process when conducting conversations with Activity
clients.[PLEASE KEEP, EDIT OR DELETE THIS OBJECTIVE AS IT RELATES TO YOUR LEARNING NEEDS' Trainings: delete
Class Advice KiwiSaver Training Module 2014 et
National Certificate in Financial Services, level ‘
Financial Services, level 5. As appropriate for my an . P . .
folloving pericd of tme: [enter n Click the trashcan button for the training objective (row) that you want to delete
If you already hold the National Certificate in
qualification, you must delete this objective.
r it is my intantion involved in ntinying professional trainin ide 23/12/2015 Completa  achigvad vihan the following tasks are complated: i }
P that ma rovi hir liers in order to in rofessi ills and kngudls in the an ctivity
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4. Read the pop up dialog box and decide how to proceed

Should training also be removed from your Outstanding Training page?
Please select one of the following options:

@ Yes
' No

=

Choose whether you wish to
delete associated training.
Then click the Proceed
button to action the change

5. If you click ‘Yes’ then training which is linked to this objective will disappear from your
‘outstanding training’ screen. There may be a delay before linked training disappears. Next
time you log in, and view to your outstanding training it should be removed from that list.

Remember:
— All your intentions to complete training should be clearly outlined in your training plan

objectives. Your list will include a ‘Training Plan Statement’ which states your plan to
complete at least 30 structured CPD hours within the two-year period appropriate for you.

— You can change your training plan (i.e. edit, add and delete objectives, as shown in this
guide) and ensure your training plan objectives are appropriate for your learning needs.
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4.0 Link a CPD event to an identified Training Plan objective

If you attend or undertake training you may wish to log CPD hours into your
Continuing Education records in EE for this CPD event. You will need to add non-
AMP events manually.

This guide explains (in a previous section) how to add a new training plan objective.
Recommended best practise is to add training plan objectives in advance for the
year and in advance of attending/completing the relevant training (e.g. a course).
This section explains how you add a nhew CPD event, claim CPD hours for it and link
the training event to an objective identified in your training plan.

4.1 Add a CPD event
To add a CPD event:

1. Click the ‘EDUCATION’ tab
2. Click on ‘Continuing Education’ in the left hand sidebar

3. Click on the ‘Add New Activity’ hyperlink

MY DETAILS EDUCATION LOG OFF CONTINUING EDUCATION

Cantinuin g Education for Joe Bloggs

Use the Add New Activity link to update your records.

o oA

Select ‘Add New Activity

4. Complete the fields as appropriate for your CPD activity. An example case is
shown below

nter th tiv Is.
Enter details Enter tha activity details

1]

Enter the details of the activity here

Title Online Training on General Insurance

Ref #

Format Other

Completed |31[=]/ January [=]{2015[=]
Durstion 4 hours 0 mins

Result Attendance Only[~ |

Provider ABCD NZ Corporation

Ad
“ Next
Buttons NOT

Click the Next button

— Note: the ‘duration’ field mentioned above is not the number of CPD hours you are
claiming, it is for how long the event lasted, or took to complete

5. Click ‘Next’.
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6. In the field shown below, enter in the number of structured CPD hours you
will claim for this training.

Hours

(2]

Enter values for Hours

1f this training has been assessed for CPT Hours please complete the following table:

Select the competencies addressed by the training and add the values (where applicable)

Competency Hours Minutes
IFACE

Structured 2|
Unstructurad

Resources

Xy

Add %
Buttons NOT

Next

Click the Next button

Note that there should be no need to complete the ‘unstructured’ hours from
2014 on.
Click ‘Next'.

Click on the paperclip icon to add the verification from the ‘Other Provider’ of

your successful completion of the training. This might be an email or
certificate in pdf form.

Resources

3] Upload any ressurces
Resources
Buttons NOT o attach a file, click on the paperclip icon. In this case we upload a
certificate of attendance for this course

=
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9. A new window opens to add the ‘resource’ to.

a. Complete the details as appropriate.

b. To upload the file and save your ‘resource’ (confirmation of CPD
activity):

Click on the ‘Browse’ button icon.

Resources
Resources
Properties
Title Attendance Certificate
B I U # 7 EE§E| |—|H"||L
Certificate of attendance for the course - Jan 2015,
Description
Path: p
File Transfar Brotvse
Uplo:
or Click the Browse... button
URL

Use the full URL eg: http://www.educationexchange.com

Save |or Cancel

Locate the file and select it. In this example, we choose a
certificate of attendance pdf

Click on ‘Upload File’ button

Resources
Properties
Title Attendance Certificate
B 7 U a9 == | — |wm
Certificate of attendance for the course - Jan 2015.
Description
Path: p
File Transfer \|akicluusers\Willaq$\Se
| Upload i R
OR
UR = .
- Click the Upload File button
Use the full URL eg: http://www.educatic
Save |or Cancel

iv. Click on ‘Save’ button
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4.2

10.

11.

Link CPD event to a relevant training objective

2015 CPD and Training Plan User Guide

The screen will show your newly-added details

Click ‘Next’

Resources

Resources

Link Description
Attendance Certificate Certificate of attendance for the course - Jan 2015.
~
D
Add
Buttons NOT

22

Upload any resources

Edit Delete

Click the Next button

12. Now you link the CPD event you just entered to a relevant training objective,
which you set up previously (in an earlier step, outlined above).

13.

14.

Scroll down to view your objectives list

MY DETAILS EDUCATION LOG OFF

Application to your Training Plan

o

Resources
Link Description
Attendance Certificate Cartificate of attendance for tha course - Jan 2015.
AN
Add

Application for
Training Plan

4=

Add
Existing Objectives:
Objective Due Date

2015 Training Plan Statement

This year I will ensure I am maintaining my current level of competency and seek training in the areas that
are relevant for my professional career, This includes undertaking on-line learning, attending conferences

and PD days and undertaking formal papers as available. [PLEASE NOTE: IN 2015, YOU NEED TO
PERSONALISE THIS STATEMENT TO REFLECT YOUR OWN LEARNING NEEDS, CLICK THIS LINK TC EDIT]

Type

31/12/2016 CPT

Method

CONTINUING EDUCATION

Return to List

Link to spacific Training Plan Objectivas

Edit

Complete 30.00 Structured Hours over the period 01/01/2015 to
Count  31/12/2016

Click on the tick box to add a tick in the appropriate row for the relevant

training objective.

learning objective covers a learning need I have identified around ensuring I improve my general insurance
legislation knowledge, am up to date on current industry issues, and document my advice to clients
correctly. I have planned to develop my skills in this area and to build my professional network.

This objective relates to online training by training provider ABCD NZ Corporation in January 2015. This 31/01/2015 Sign-Off

Completed when the objective is marked as complete.

This year 1 will ensure 1 am maintaining my current level of competency (and seek learning that enhances  23/12/2015 Complete Achieved when the following tasks are completed:
ity

competencies) in the service areas that are relevant to my role - personal risk insurance, General Insurance
and investments.

* Core knowledge: Knowledge of the industry, financial markets, advice process and products

+ Capstone knowledge of the Code: Spacific knowledge of the 0"
and Code of Conduct requiremaents

+ Capstone Professional practice: Applying the six step financial advice process and complying with
legislation

cationexchange.net/cgi-bin/WebObjects/webLMS.woa/35/wo/DqtiyN27ACKwS2cw.. |

15. Scroll to the bottom of the page. Click 'Save’ (it is on the right hand side).
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4.3 Check CPD activities on your ‘Continuing Education’ list

16. You will return to your ‘Continuing Education’ list.
17. The date parameters will affect what is viewed.

— E.g. You can change date parameters to view just CPD events that fall within your
two-year reporting period (or to help you find if an event has been logged)

MY DETAILS EDUCATION LOG OFF

Continuing Education for Joe Bloggs.
Continuing Education activities recorded for the specified pericd.

Usa the Add New Activity link to update your records.
+ Add New Activity ‘ga_r Recent Events

Usa the search options below to display activities over a different date range.

Activity:
1 [zl [Janvary [=]/2014[ -~

Date Range: to

B8l lewoy 205" 19 change the dates viewed, click on the pull-down
AL o= menus. Then click on the search icon (magnifying glass)

No continuing education entries are recorded for the period 01/01/2014 - 28/01/2015 .

Change the date range to view ancther timeframe.

18. The ‘activities’ tab will now include the new CPD activity that you logged.

Continuing Education for Joe Bloggs.
Continuing Education activities recorded for the specified period.

Use the Add New Activity link to update your records.
+ Add New Activity Recent Events

Use the search options below to display activities over a different ¢

Activity:

1 [z]/ January E]/ZOBE]

Date Range: to

28 El/ January El/ 2016 z]

Activities 01/01/13 - 28/01/16 R lne] |

Activi
January 2015

Cnline Training on General Insurance

19. Click on the ‘hours’ tab to check that any CPD hours claimed for now show.
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20. To adjust the date period viewed, click on the date pull-down menus
highlighted below. Then click on the search icon (magnifying glass) to update
the list.

CPD reporting period dates to note:

AFAs and QFE Advisers who commence in 2015 will need to achieve at least 30
structured CPD hours over the period: 1 January 2015 to 31 December 2016

AFAs and QFE Advisers from 2014 (or earlier) need to achieve at least 30
structured CPD hours over the period: 1 January 2014 to 31 December 2015

MY DETAILS EDUCATION LOG OFF

Continuing Education for Joe Bloggs.
Continuing Education activities recorded for the specified period.

Use the Add New Activity link to update your records.

+ Add New Activity ‘1975 Recent Events

Use the search options below to display activities over a different date range.

Activity:

1_vy[Janvary  v}[2014 7 Q
Date Range: to
31 v /| December v 2015 v To change the dates viewed, click on the pull-down

Activities 01/01/14 - 31/12/15 ﬂ menus. Then click on the search icon (magnifying glass)

Competencies required for Joe Bloggs | Display All Competencies for Hours Hours
=
g B
E g
-
Activity livery Type Completed Result Assessor S5 @ Total
January 2015
Online Training on General Insurance Other 31/01/15 Attendance Only ABCD NZ Corporation 2.00 2.00
o.oo 2.00
T Adviser’s total Structured hours /
Pownload in-Microsoft Bxcel Farmat for the period selected in the date pull-down menus

=  The Structured Hours column includes a total at the bottom that
adds up all your CPD hours logged within the date period you have
selected.

4.4 Check Training Plan ‘status’ for a training plan objective

21. Navigate to your training plan:

— Click on ‘Continuing Education’
— Click on ‘Training Plan’

22. Find the relevant objective (scroll down if you need to)
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23. View the ‘Status’ column for that objective. (In the example highlighted
below, the status shows as ‘Not Achieved’).

Objectives to be completed or undenway during the date ranges selected below

1 [=l January  [=]2014[>] w0 31[>]/|December [+]/2016[=][Open [=] Al [~ Q Show All ¥
Find

Examples
e Method Status

to undertake professional development training offered through AMP BD  23/12/2015 Complete  Achieved when the following tasks are completed: &
ncreass my product knowlsdgs. Activity

is leaming objective  31/01/2015 Sign-Off Mot i}

I = Complated when the cbjective Is marked as complats. e

slin 23/12/2015 f;w['-“ Achieved whan the following tasks are complated: i}

vty

acific knowledge of the appropri

| practice: Applying the six step financial advice process and complying with legislation

osoft Excel or CSV format

If it was set up as a ‘Sign-Off’ type of training objective, you may
need to sign that off, if the required sign-off criteria are now met. In
the example shown above it is set up as ‘sign-off’ and to do this you
would:
e Click on the hyperlink for that training objective
¢ Enter the sign off comments and then click on the sign off icon,
as shown below. Note that the status may not show as
‘Achieved’ until after the event date you selected for this activity.

Objective
B I U | F | == — | m
15. This leaming cbjsctive
i £ to date
Description = and to
Path: p
Measurement
B I U a«| FIE = — |
attending the ABCD NZ Corporation course in January 2015.
Sign-0ff
Criteria

Pathi p
sign-off By Logged In User (Joe Bloggs) E

B 7 U &9 | &= 1= — | vom

Attended the course in January 2015. Achieved the set learning objectives which I noted in my

training planl. —

Commants

Click the sign off icon to mark the objective as completed

Path:
Options
@ [31[x) January [+]/2015[+]
= ) vaithin days [] of 28/7an/2015
[¥] Traat as achiavad if achievad after due date
[ 1nactive
Links

Online Training on General Insurance

[ Lock ]l Delete \ [ Save |orCance

For a training plan objective which is setup as a ‘Complete Activity’
type of training objective linked to training module(s) which you have
completed:
e A continuing education entry may appear automatically upon
completion (e.g. after you complete the 2015 CPD and Training
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Plan User Guide module).

Activities 01/01/14 - 05/02/15

Activity
February 2015
2015 CBD and Training Plan User Guide 04/02/15 T agree N/A Ves

e You will need to claim CPD hours if appropriate. To do this, you
click on the hyperlink for that event on the ‘continuing education’
screen, log your hours and save it

e The training objective ‘Status’ may show as ‘Achieved’
automatically after all linked module(s) are completed.

Delivery Type Completed Result

Objectives ta be completed or undenway during the date ranges selected below

+ 1 =l[January  =l{2014 7] w[31 Zli[December =1]2016 =] [open =] [ai =l O: Showall | 1y
Fin

New Objective

Bcameles

Gbiective Cuepate  [Type Methad Status
Education Exchange, CPD and Code of Conduct - This year, it is my intention to underrake online learning 31/12/2015| Complete Achieved when the following tasks are completed: i }
in relation to understanding and complying with the Code of Conduct 2014 and AMP's CPD Activity

i This includes [earning how to customise my fraining plan ohiectives, and log m Trainings:
structured CPD hours in Education Exchange for CPD events [ have completed, Completing the training 2015 CPD and Training Plan User Guide Achieved
module associsted with this obiective will increase my Education Exchange user knonledoe and helo me
ensure that I comply with my requirements &3 & Finzncial Adviser.
Education Exchange - This year, it is my intention to undertake on-line lezrning in ralation to 31/12/2014 Complete Achieved when the following tasks are completed: 3
understanding the Code of Conduct changes for 2014, how to ad, delets and update training sbiactives Activity
and sdd structured CPT to Education Exchange so that I can increase my knowledge and comply with Trainings:
m i as 3 Financial Adviser. 3LSO TO MAKE IT EASIER TO USE 2014 CPT and Training Plan User Guide Achieved

Confidential © AMP Services (NZ) Ltd 2015



	Contents of User Guide
	Learning Objectives
	Overview: Code of Conduct and CPD
	AMP CPD Requirements for Advisers (2014 and 2015)
	1.0 Guidance on Structured CPD
	1.1 What training can I claim structured CPD hours for?
	1.2 Structured CPD & Online Product Training
	1.3 Definition: What is Structured CPD?
	1.4 Examples of Structured CPD
	1.5 To Load Structured CPD events and hours into Education Exchange

	Education Exchange & Logging your CPD
	2.0 Overview: Training plan objectives
	3.0 Edit my Training Plan Objectives
	3.1 View your Training Plan
	3.2 Edit your Training Plan
	3.3 Your annual CPD count Training Plan objective
	3.4 Add a new Training Objective to your Training Plan
	3.5 Delete a Training Objective from your Training Plan

	4.0 Link a CPD event to an identified Training Plan objective
	4.1 Add a CPD event
	4.2 Link CPD event to a relevant training objective
	4.3 Check CPD activities on your ‘Continuing Education’ list
	4.4 Check Training Plan ‘status’ for a training plan objective


