
1. Introduction and Purpose 

The Trustee of Cbus (United Super 
Pty Ltd) holds an Australian Financial 
Services Licence (AFSL 233792). Under 
the AFSL, Cbus is authorised to provide 
limited personal advice to its members. 

This policy has been developed to 
ensure that all employees authorised 
to provide personal limited advice 
to members undergo continuing 
professional development to build their 
capability to meet current and future 
organisational needs and to maintain 
their technical educative requirements. 

This policy is fully compatible with the 
Cbus Code of Conduct and applies to 
all employees of United Super Pty Ltd 
(USPL) “the Trustee” for Cbus (“the 
fund”) authorised to provide personal 
limited advice to members. 

2. Key Parties 

The Responsible Managers are 
appointed by the Licensee and are 
directly accountable for the significant 
day-to-day decisions about the 
ongoing provision of financial services 
under the AFSL. 

 ■ The Training and Development 
Specialist is responsible for the 
ongoing training and development 
of Representatives who provide 
financial advice services over the 
phone. 

 ■ The Performance and Compliance 
Specialist is responsible for 
the ongoing performance 
and compliance activities of 
Representatives who provide 
financial advice services over the 
phone.

 ■ Representatives are appointed 
by the Licensee to provide 
limited Personal Financial Advice 
to members in relation to their 
superannuation product types 
specified in the Cbus AFSL. 
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3. Learning and 
Development Requirements 
for Representatives 

Continuing Professional 
Development (CPD) 
CPD incorporates activities that are 
designed to ensure competence to 
practice in a specified profession, 
taking into account knowledge, skills 
and practical experience. CPD aims to 
ensure that individuals engaged in a 
profession maintain existing knowledge 
and skills and develop new knowledge 
and skills that can be readily applied to 
their roles. 

Representatives who are authorised 
to provide Limited Personal Financial 
Product Advice in relation to 
membership of the Cbus Super fund 
(Intra fund advice), are required to 
spend a minimum of 40 hours on 
Professional Development per year, this 
includes keeping abreast of industry 
trends and issues. 

In line with the Financial Adviser 
Standards and Ethics Authority (FASEA) 
requirements, the CPD activity must 
meet the following categories.

CPD  
category

CPD 
Points

Technical competence 5

Client care and practice 5

Regulatory compliance and 
consumer protection 5

Professionalism and ethics 9

Other Advisers/Licensee 
selected CPD 16
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Monitoring 
A monthly report is generated by the 
Performance & Compliance Specialist 
via KAPLAN OnTrack. The report 
provides the list of qualifying CPD 
activities and minutes/hours completed 
by a Representative externally. 
The report will be reviewed by the 
Performance & Compliance Specialist 
and The Training and Development 
Specialist. Representatives who have 
yet to complete the expected hours for 
the month are identified from this list.  

Twice a year a Governance and 
Compliance representative in 
conjunction with a People & Culture 
representative must review each 
Representative’s training records 
in CLAIR and determine whether 
the training undertaken satisfies 
the Representative’s individual 
requirements. 

A Representative that fails to meet 
the minimum CPD hours will be 
notified and will have four weeks from 
the notification date to meet the 
requirement. If the requirement is not 
met, a recommendation to suspend the 
Representative from providing advice 
on behalf of Cbus will be assessed by 
the Divisional Head of Governance and 
Compliance. This may also result in 
other disciplinary action. 

Representative must also undergo 
Cbus’ advice monitoring and 
supervision regime to highlight if any 
skills or knowledge gaps exist. 

Record Keeping 
To demonstrate compliance with the 
training and development obligations, 
Cbus maintains:

 ■ educational transcripts detailing 
the qualifications/courses and 
results of all higher learning courses 
undertaken by each Representative

 ■ evidence of all professional 
development training undertaken 
by the Representative 

 ■ a record of the findings of the 
Advice Monitoring & Supervision 
regime as it applies to each 
individual Representative. 

2. Call review sessions 

Individual review sessions occur 
twice a month. Representatives 
receive feedback based on a call 
that is chosen on a random basis 
by the Performance & Compliance 
Specialist. Representatives can 
nominate call(s) to be reviewed if an 
area for development is identified. 

3. Training sessions are run on 
an ad hoc basis when required. 
The Training and Development 
Specialist assesses the training 
based on the following question as 
well:

‘Does the training develop the 
individual’s ability to provide  
financial advice?’

If the answer is ‘yes’, then the 
training can likely count toward CPD. 

CPD Points Allocation 
One CPD point is equivalent to one 
hour of training. 

CPD is allocated in two ways: 

1. External training events are added 
via the Cbus Learning Academy and 
Information Resource (CLAIR).  
A representative from the Learning 
and Development team enters 
the applicable amount of CPD and 
the Performance & Compliance 
Specialist either approves or rejects 
the external training event counting 
towards CPD.

2. Internal training events are 
assessed by the Governance & 
Compliance team who make the 
determination that some or all 
hours spent in the participation 
of in-house sessions run by Cbus 
may constitute training hours that 
can be counted as part of the CPD 
requirement. 

The following internal events are 
assessed by the Governance and 
Compliance Team and CPD will be 
allocated to CLAIR training records by 
the Learning and Development team: 

 ■ Lunch and learn sessions 
 ■ Subject matter expert 

presentations

Approved CPD activities
Representatives must complete the 
following structured training annually, 
or alternatively complete 40 hours with 
Kaplan training. 

CPD  
activities

CPD 
Points

Kaplan training (Ontrack 
content) 30

Other Advisers/Licensee 
selected CPD 10

For part time Representatives, the 
minimum requirement is 36 hours. 
However, Representatives are expected 
to aim for 40 hours.

Kaplan Ontrack categorise 
Representatives into training 
profiles based on their role and CPD 
requirements. The focus for Cbus 
Representatives is superannuation and 
general skills training. Each relevant 
content item delivered in Ontrack 
will identify the FASEA CPD area and 
attributed minutes/hours required to 
be completed. The Manager of Advice 
and Retirement Services approves the 
relevant CPD activities. 

Personal development training needs 
are assessed based on the following: 

1. Call calibration session

The call calibration session occurs 
on a weekly basis and is attended by 
the Team Leaders, Performance & 
Compliance Specialist, The Training 
and Development Specialist and a 
representative from Governance & 
Compliance. The aim of this session 
is to identify improvements and 
gaps in technical knowledge for 
inbound and outbound calls made 
by the Representatives. 

These sessions also ensure 
consistency in the training 
outcomes and coaching points 
required to be provided to the 
Representatives.


