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Introduction 

This is a guide for agent, adjuster, and other individual licence applicants to complete a licence 
application in the FCNB portal. This guide can be used for a new licence application or to upgrade to a 
new licence category, it cannot be used for a licence renewal. 

 

Before beginning the application process, please familiarize yourself with Rule INS-001 Insurance 

Intermediaries Licensing and Obligations and the requirements for each licence type. The application fee 

will not be refunded if you apply for the wrong licence type or if the insurer does not approve 

sponsorship. 

To begin this process, you must have already created a portal account. If you require assistance creating 
a portal account, please refer to the Portal Basics User Guide. Please note that linking your portal 
account to prior licence information is not required if you are a first-time applicant. 

How to complete a new licence application in the FCNB portal  

• Login to your FCNB Self-Serve Portal account  

• Select the Insurance Licences link in the top menu and the My Insurance Licences page will be 
displayed.  

• To start an application, select the Add button. This will start the application process. 

 

• Select a type of licence you wish to apply for.  

https://portal.fcnb.ca/logon/
https://portal.fcnb.ca/sign-up?returnUrl=%2Flogon%2F
https://fcnb.ca/sites/default/files/inline-files/Portal%20Basics%20User%20Guide.pdf
https://portal.fcnb.ca/logon/
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• Note, once you select Next, you will be unable to make changes to this selection, and the 

application fee will not be refunded if you apply for the wrong licence type or if the insurer does 

not approve sponsorship. 

• If an error has been made, a new application must be started by going back to the My Insurance 

Licences page and selecting Add. If you have a draft application with an incorrect licence type 

selection and would like to have it deleted, please send an email request to support@fcnb.ca. 

• Your application will be automatically saved as a draft once you have completed the first screen 

and as you progress through the steps. You are free to leave the process anytime and return 

later to continue your application. 

Once you have completed the application, you will be asked to pay a non-refundable 
application fee. Your application will not be processed until payment is received. 

 

• Select Submit to proceed to the Agency, managing general agent or adjusting firm details 
page 

 

mailto:support@fcnb.ca
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• Enter the details of any Agency, Managing General Agent, or Adjusting Firm that you 
represent. 

• If you are employed directly by the sponsoring insurer, check the boxes that state “I am 
employed directly…” and “I do not intend to conduct business …” 

• If you are working as an independent agent, check the box that states “I do not intend to 
conduct business …” 

• If you work for an Agency, Managing General Agent or Adjusting Firm, select the Add button, 
you can add or delete agencies or firms as required. 

• Select Submit when you have entered the required details. 

• If you have added an Agency, Managing General Agent or Adjusting Firm in error, or the 
address is incorrect, select the dropdown arrow on the right and then select Delete. 

  

• Select Next to proceed to the Sponsoring insurer page.  

• Select your sponsoring insurer from the drop down. If your sponsoring insurer is not in the 
dropdown list, contact FCNB at Insurance.Licensing@FCNB.ca.  

mailto:Insurance.Licensing@FCNB.ca
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• Select Next to proceed to the Supervisor details page.  

• A General Insurance Agent Level 1 or Level 2 who has not been licensed for more than 12 
months in New Brunswick or in another jurisdiction must include their supervisor’s 
information in the application. Those who have held a licence for more than 12 months in 
New Brunswick or in another jurisdiction may enter the Designated Representative’s 
information. 

• A Level 1 assistant adjuster who has not been licensed for more than 12 months in New 
Brunswick or in another jurisdiction shall include their supervisor’s information in the 
application.  Those who have held a licence for more than 12 months in New Brunswick or in 
another jurisdiction may enter the designate representative’s information. 

 

• Select Next to proceed to the Trust account details page. 

• If you do not receive or hold trust money, please select “I do not receive or hold money in 

trust…” 

• If you or your employer receive or hold trust money and will maintain a trust account(s), you 

must provide details of the trust account(s). Please select “I do receive money in trust…” and 

select Add to add a trust account. 
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• To edit or delete a trust account entry from the list, select on the dropdown arrow for the 
appropriate entry and then choose Edit or Delete.  

 

• Select Next to proceed to the Employment details page. 

• You will be required to enter your employment details from the past five years including your 

current employment or offers of employment.    

• If you have not been employed in the previous five years, provide a brief description of your 

activities during this time in the box provided. 
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• Select Next to proceed to the Insurance related work experience page. 

• Please provide details of any previous insurance experience you may have. Do not enter 

current insurance work experience here. This is only for prior experience. If you do not have 

any prior insurance related work experience, check that box.  

 

 

 

 

 

 

 

 

• Select Next to proceed to the Regulatory and licensing details page 

• Please provide details of all licences you currently hold in all jurisdictions. If the licence has 

been held consecutively, please use your start date for the “Issued In” date. 

• This section should list all prior licences you have held in all jurisdictions, including expired and 

terminated licences.  
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• Once all licences are entered, select Next to proceed. 

• For the remaining checkboxes, if you do not check the box, you must enter the appropriate 

details in the text box provided.  

 
• Select Next to proceed to the Judgments, Criminal Convictions and Bankruptcy pages. 

• This series of suitability questions requires you to either check a box or provide details in a text 
box. Read the instructions of each of these pages carefully and check the box as appropriate. 
Complete the following sections: 

o Judgments 

o Criminal convictions 
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o Bankruptcy or consumer proposal 
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Insurance Licence Application Guide 11 of 17 

• Select Next to proceed to the Errors and Omissions insurance page. 
• All insurance applicants must be covered by errors and omission insurance of no less than 

$1,000,000 for any one occurrence, and overall policy coverage of at least $2,000,000. 

• This does not apply to an Adjuster or Agent who is a direct employee of an insurer and who 
works exclusively for that insurer.  

 

 
 

• Select Next to proceed to the Dismissal page. 

• If you have never been dismissed by an employer, please check the box “I have never been 

dismissed by an employer.” 

• If you have, please provide details in the text box provided. 

• If you are currently indebted to this employer, please check that box.  

 

 

• Select Next to proceed to the Other business activity or employment page 

• If you do not have any non-insurance related employment, please check the box, “I intend to 

devote all my time…” 

• If you have employment other than your insurance business, select the Add button and provide 

details as required. Do not enter mutual funds or securities registration info here, you will enter 

this in the next section. 
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• Select Next to proceed to the Mutual funds and securities page. 

• If you hold a mutual funds or securities registration, please select “I do hold a licence or 

registration…”. Enter details as required. 

 

• If you do not hold a mutual funds or securities registration, select Next to proceed to the 

Educational requirements page. 

• Please review and ensure that you have met the educational requirements of the licence type 

you have applied for.  

• Once you have reviewed the educational requirements, check the box, “I have read and 

understood the above requirements”. 
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• Select Next to proceed to the Additional information page 

• You may use this section to provide any additional information you feel is relevant to your 

application Ex. Reason for a lapse in licence. 

 

• Select Next to proceed to the Documents page. 

• Certain applications may require you to provide a criminal record check, educational 

documents, proof of insurance, etc. Use the Browse button to locate the file on your computer, 

then select Upload to attach the document. All required documents will be marked with (*). 
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• Select Next to proceed to the Validate your application page. 

• Read the instructions and check the three boxes to validate your application. 

 
• Select Next to proceed to the Fees and payment page. 

• You will have the following options to pay for your application: 

o Pay online using Visa, Mastercard, Amex or Interac debit - You will be 

redirected to a Moneris page after which you will be returned to a Fees and 

Payment summary  

o Send or deliver payment to FCNB separately - You can send payment to the 

address on the Fee Summary or call our toll free number 1-866-933-2222 and 

pay by credit card 
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• Applications will not be processed until payment is received, select Submit to proceed. 

• Note that you can download a fee summary for your records from this page. Please do so if you 

are paying separately as this document is required in order to process (and must accompany) 

your payment. You can also access this summary later, from the “Manage” button for the 

submitted application.   
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• To download a copy of the fee statement, select Download Statement. 

 

 

• Select Done to proceed, this will return you to the My Insurance Licences page 

Continued on following page. 

  



 

Insurance Licence Application Guide 17 of 17 

What happens after I submit my application? 

You may view the status of your application by reviewing the My Insurance Licences page (refer to the 

status column). 

Once your application is submitted it will be reviewed by your sponsoring insurer (an Adjusting Firm 
application does not require sponsorship). This review will result in one of the following outcomes:  

• If your application was properly completed and raises no issues it will be approved by your 
sponsoring insurer, then moved to “Submitted to FCNB” status.  
• If your application is incomplete or requires additional information, you will receive an email 
advising more information is required by your sponsoring insurer. You must then log back into 
the portal and add the additional information to your application and re-submit.  
• If your application is complete, but you do not meet the requirements for sponsorship, you 
will receive an email advising that your application has been rejected by your sponsoring 
insurer.  

 
Once your application is submitted to FCNB, it will be reviewed by FCNB staff. This review will result in 
one of the following outcomes:  

• If your application was properly completed and raises no issues you will receive an email 
advising that your application is approved. You can then download your new licence from the 
Actions page (accessed by selecting the ‘Manage’ button).  
• If your application is incomplete or requires additional information, you will receive an email 
advising more information is required. You must then log back into the portal and add the 
additional information to your application.  
• If your application is complete, but you do not meet the requirements for licensing, you will 
receive a letter advising that the Superintendent of Insurance intends to reject your application. 
You have certain rights in this case, details of which will be provided to you in the letter. 
 

Please do not call our office to check on the status of your application unless you believe there is an 
issue with the submission. Refer to the “My Insurance Licences” page of the FCNB Portal to verify your 
application’s status.   
 
For questions about this process, please email insurance.licensing@fcnb.ca. 

mailto:insurance.licensing@fcnb.ca

