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Purpose of this Guidance

As part of the continuing obligations in relation to fitness and probity, the Central Bank has introduced
an Annual PCF Confirmation Return. The PCF Confirmation Return is an annual confirmation required
from each regulated financial service provider in respect of each active PCF holder within the firm /
fund confirming they are compliant with the Fitness and Probity Standards and continue to agree to
abide by those Standards. The PCF Confirmation Return must be submitted through the Central Bank
of Ireland’s Online Reporting System (ONR).
Please note the requirement for the Board to confirm to the Central Bank of Ireland upon reelection/re-appointment of a PCF holder that his/her circumstances have not changed since preapproval was granted will also be satisfied by the completion of this return.
This document provides guidance and instructions for regulated financial service providers on how to
complete and submit their Annual PCF Confirmation return to the Central Bank of Ireland. For further
assistance on the Annual PCF Confirmation process, please also refer to the ‘how-to’ guide available
within the dedicated Fitness and Probity section on our website, www.centralbank.ie.

Points on using the System
Inactivity
For security reasons, you will be logged out of ONR if the system is left idle for more than 20 minutes
and any unsaved data will be lost.
Navigation
Use the ribbon menu across the top of the page to navigate through ONR.
Uploading Documentation
All documentation must be submitted in one of the following formats:


MS EXCEL .xls, .xlsx



MS WORD .doc, .docx



TIF .tif, .tiff



JPEG .jpg, .jpeg



PDF .pdf

Please note the system supports up to a maximum size of 8MB per file uploaded.
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1. Logging into the ONR System
1. Open a web browser and enter the address www.centralbank.ie.
2. Click the Online Reporting System link on the bottom left of the page.

3. The Login to Online Reporting page appears. Enter your login credentials and click Login.
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2. Navigate to the Annual PCF Confirmation Return
1. After logging into ONR select View/Edit Data.

2. Select the Annual PCF Confirmation link.

3. Select View/Edit Returns.

You will now see the current Annual PCF Confirmation return and associated Reporting Date and
Submission Due Date.
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3. Completing the Annual PCF Confirmation Return
1. Enter the Annual PCF Confirmation return by clicking on the Reporting Date link.

2. You will be brought to a page displaying all the current PCFs with a status of ‘Approved’ for your
institution, their approval dates and start dates.
Please note that if any of the PCF holders listed have resigned before the reporting date, you will
need to complete the resignation notification process for those PCFs before submitting the Annual
PCF Confirmation. For further details on the resignation process please refer to ‘Guidance (with
Instructions): PCF Resignation Process’

3. To submit the Annual PCF Confirmation select Submit. This will bring you to the Sign-Off Return
screen.
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4. Signing-Off the Annual PCF Confirmation Return
1. The Sign-Off Return screen contains a mandatory declaration which must be ticked to confirm that
the CEO (PCF-08), or equivalent1, has confirmed in writing that all necessary due diligence has
occurred, that all PCF holders continue to agree to comply with the Fitness and Probity Standards
and that the firm / fund will take appropriate action in relation to any fitness and probity concerns.

2. If you select Cancel you will be returned to the previous page where you can amend any of the
details previously entered.
3. If you select Sign-off Return you will be brought to a new confirmation screen confirming the
successful submission of your Annual PCF Confirmation.

1

e.g. Director (PCF-01 or PCF-02), Chairman of the Board (PCF-03), Partner (PCF-09), Sole Trader (PCF-10),
Head of Compliance (PCF-12) or Head of Compliance with responsibility for AML/CFT (PCF-15).
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4. You will also receive an email confirming the successful submission of the Annual PCF
Confirmation.
Please note that you will not be able to submit the Annual PCF Confirmation Return unless the
mandatory declaration has been ticked.
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Appendix 1 - System Security and Confidentiality

Restriction on Use
ONR is intended solely for use by financial institutions operating in the Republic of Ireland which are
regulated by, or otherwise obliged to report to, the Central Bank of Ireland.
Only those institutions which have been set up on the system by the Central Bank of Ireland are
permitted to use the system, and only employees of these institutions or responsible agents in good
standing are allowed to log in to the system to view, edit or enter data.
Any unauthorised use of this system is strictly prohibited – it may only be used by the institutions and
individuals authorised to do so, and only for its intended purpose.
Account Passwords
The following should be noted in relation to account passwords:


It is the System Administrator’s responsibility to store their login name and password
securely.



Should a System Administrator require a password reset they should contact the
Regulatory Transactions Division by sending an email to onlinereturns@centralbank.ie



The Central Bank will not reset User account passwords – these should only be reset by the
firm’s Business/System Administrator.



Business Administrator’s passwords can be reset by the organisation’s System
Administrator.



Every individual who uses ONR is assigned a unique name and password. It is their
responsibility to keep these secure – passwords should never be disclosed to anyone
for any reason.



Therefore, every individual is ultimately responsible for his or her own use of the system
– and for any activities carried out on accounts for which they are responsible. This
specifically includes all data entry and modification.



System Administrators are responsible for their institution’s overall use of the system,
and in particular for the activities of the other Users that they create.
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The System Administrator is ultimately responsible for managing all Business
Administrators and Users of the system – and for ensuring only valid personnel of the
firm / fund have access. This specifically includes where a Business Administrator
and/or User leaves the firm / fund or moves position, access to the system should be
deleted/disabled where appropriate.



The Central Bank is responsible for the overall security of the system, and for
maintaining the confidentiality of all data submitted by the firms using the system.

Legal Basis


Using ONR to submit data is intended to be a more efficient way of processing returns
than the existing methods (which include paper and email). In all cases, the legal basis
on which the data are submitted is the same, and the rights and responsibilities of both
the submitting institution and the Central Bank of Ireland are not affected.



In particular, the use of ONR by an authorised person to submit data is considered to
have the same legal standing as submitting the data with a paper or electronic
signature. Use of the system is deemed to constitute an acceptance of this policy.
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T +353 1 224 4545

www.centralbank.ie

onlinereturns@centralbank.ie
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