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Webinar Tips

Using the Q&A and chat: Use the Q&A function to submit a question and Chat to 
Panelists if you need technical support. 

We will post relevant links in the Chat. 
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Message the host if 
you are having 

technical difficulties

Send a written 
question at anytime



Insurance Council of BC Team

• Alexandra Cavasin, Manager, Practice and Quality Assurance
• Melissa Radic, Manager, Administrative Services
• Niamh Relihan, Practice and Quality Assurance Representative
• Jihun Park, Practice and Quality Assurance Advisor
• Nayibe Blanquicet Rangel, Licensing Officer
• Miranda Pang, Portal Support Administrator
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• Overview of annual licence renewal requirements
• Step-by-step process for individual licensees
• Step-by-step process for nominee (or delegate)
• Bulk payment options 
• Frequently asked questions
• Q&A

What We’ll Cover:
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Annual Licence 
Renewal Requirements
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Annual Licence Renewal Requirements

• Who needs to renew?

• An annual licence renewal is required for every licence that is held with the 
Insurance Council, regardless of active, inactive or suspended status.

• When does the renewal period start and end?

• Annual licence renewal will open on March 31st, 2023 and the deadline to 
submit the payment is June 1st, 2023. The late renewal period runs until 
Tuesday August 1st, 2023.
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Annual Licence Renewal Requirements

• New for 2023 Annual Licence Renewal – amendments to Rule 4(4)

• Licensees must meet CE and E&O requirements before they can renew

7



Annual Licence Renewal Requirements
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Annual Licence Renewal Requirements

• What is required for an annual licence renewal?

• Confirming compliance with licensing requirements (Declaration)

• A fee (paid at the time of the declaration, or by the agency/firm at a later date)

• What is the annual licence renewal fee?
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If paid by June 1, 2023 If paid by August 1, 2023

Individual $285 $285 + $200 late fee

Agency/Firm $525 $525 + $350 late fee



Annual Licence Renewal Requirements

• Where to submit the declaration and fee?

• All annual licence renewal declarations and fees are submitted via the 
online portal.

• Why is annual licence renewal required?

• It is a requirement under Council Rule 4(4) for continuous licensing.

• Licences will be automatically cancelled if the fee is not received by 
Tuesday August 1st, 2023.
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Individual Licence Renewal
Step-by-Step
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Main Menu
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Annual Licence Renewal Instructions
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Step 1: Review/Update Contact Information
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Step 1: Review/Update Contact Information
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Step 2: Start Renewal Process
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Step 3: Select Payment Preference
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Step 4: Practice Questions
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Step 5: Review Authority to Represent 
(ATR) Information
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Step 6: Confirming Compliance with Licensing 
Requirements (Declaration)
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Step 7: Review and Submit
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Step 8: Confirmation
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Agency/Firm Annual 
Licence Renewal
Step-by-Step
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Step 1: Start Annual Licence Renewal
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Step 2: Select Payment Preference
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Step 3: Practice Questions
Step 4: Declaration
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Step 5: Review and Submit
Step 6: Confirmation
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Bulk Payments
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List and Manage Bulk Renewal Payments
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Manipulating the List
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Paying by Credit Card / Interac Online
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Prepaid Account Set-up
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Prepaid Account Set-up
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Adding Funds to a Prepaid Account
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Adding Funds to a Prepaid Account
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Using a Prepaid Account
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Payment Confirmation
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Prepaid Account Transaction History
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Confirming Renewal Completion
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Annual Licence 
Renewal Questions

40



Let’s Work Together

• Get started early! We’re here to help.

• Don’t hesitate to use the I’ve forgotten my password
button. A portal account will lock after 10 incorrect 
password attempts and we will need to unlock it.

• We recommend using a personal email for your portal 
account, but an email you check regularly as your contact 
email address.

• Every licensee already has a portal account and does not 
need to register for a new one. 
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Declaration Questions? 
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For practice-related inquiries:

View the Licensee Resources on our website:
www.insurancecouncilofbc.com

Email us:
practice@insurancecouncilofbc.com

Call us: 
604-695-2008 (or toll free at 1-877-688-0321) 
and press 3

http://www.insurancecouncilofbc.com/
mailto:practice@insurancecouncilofbc.com


A licensee not displaying on the nominee or 
delegate’s portal account?
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For ATR-related inquiries:

Email us:
licensing@insurancecouncilofbc.com

Call us: 
604-695-2007 (or toll free at 1-877-688-0321) 
and press 2

mailto:licensing@insurancecouncilofbc.com


Any other questions? 

44

For portal-related inquiries:

View the Online Portal page under 
Licensee Resources on our website:
www.insurancecouncilofbc.com

Call us: 
604-688-0321 (or toll free at 1-877-688-0321) 
and press 6 for portal support

Email us: portal@insurancecouncilofbc.com

http://www.insurancecouncilofbc.com/
mailto:portal@insurancecouncilofbc.com


Questions?
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Upcoming Webinars

Annual Renewal Webinars

• Agency / Firm Renewal – March 21 @ 9am PDT

• Individual Licensee Renewal – March 28 @ 9am PDT

Continuing Education Requirements & Guidelines

• March 16 @ 12:00pm PDT 

• March 23 @ 12:00pm PDT

These webinars will also be recorded and/or available to view 
on demand later in March – check out our website to register 
and/or view the recordings.
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Thank you for 
joining us
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