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NOVA SCOTIA INSURANCE AGENT LICENSING FAQ’S 

 

Agent Licensing and Applica�on FAQ 

What is the Individual Insurance License Applica�on Form used for? 

The Individual Insurance License Applica�on Form is used for licensing all types of agents and some�mes 
for upda�ng your insurance license informa�on. 

What do "New," "Transfer," "Renew/Transfer," and "Re-Instate" mean on the applica�on form, and 
which one should I choose? 

These are applica�on types, and you should choose ONLY one of the four op�ons based on your 
situa�on: 

New: If you are applying for any agent license for the first �me OR if you currently hold a LLQP A&S 
license and are now applying for LLQP Life or A&S license. 

Transfer: When your sponsor has changed within the three-year licensing period. 

Renew/Transfer: If your sponsor has changed, and it's �me to renew your license. 

Re-Instate: If your license has expired or been canceled, and you are applying to be licensed again. 

Note: If you want to renew your license without any changes, please use the form mailed to you. Only 
use the Insurance Agent Applica�on form if you are renewing and changing your sponsor simultaneously. 
Select the applica�on type "Renew/Transfer." 

What are the "life," "general," and "travel" boxes below applica�on types, and how do I fill them in? 

Each box represents a different "License type," which refers to the class of insurance the license is for. 
You need a separate applica�on form for each class of insurance you want to be licensed for. For 
instance, if you want to be licensed for both A&S and General insurance, you must submit TWO forms, 
one for A&S and another for General Insurance. 

On the form, choose ONE license type, and then in that box, select ONE and only ONE of the available 
op�ons. 

How do I cancel my license, and can I get a refund? 

To cancel your license, please no�fy us in wri�ng. Refunds are given for any full year remaining on the 
license term, and they are paid to the party that originally paid the fee (which may be the agent or 
agency). You do not need to re-submit the Individual Insurance License. 
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I want to upgrade my General Insurance Level I to Level II. Do I need to send another Individual 
Insurance License form? 

No, you do not need to send another form. Please contact us by mail and provide the transcripts of the 
prescribed IIC Courses or CAIB courses you have completed. There is no fee to upgrade your license. 

 

My contact informa�on has changed. How do I get my informa�on updated? 

Please inform us in wri�ng or by email about any changes to your contact informa�on. There is no fee 
charged for this service. 

Interna�onal Applicant Nova Sco�a License FAQ 
 

 Who can apply for a Nova Sco�a license to sell insurance? 

  Interna�onal applicants, including those residing outside of Canada, can apply for a Nova Sco�a license 
to sell Life, Accident, and Sickness or General insurance. 

 Can applicants with a valid license in their jurisdic�on qualify for any exemp�ons?  

 Yes, applicants with a valid license in their jurisdic�on may qualify to challenge the Nova Sco�a Life 
Licensing Qualifica�on Program (LLQP) and General Exams. 

 What documents are required for the applica�on process?  

 The following documents must be submited to OSI for review: 

• Resume with relevant work experience and references. 

• Cer�ficate of authority from their jurisdic�on for the same class of insurance they are applying 
for. 

• Cer�fied copies of academic documenta�on required for insurance licensing in their jurisdic�on. 

• Comple�on of LLQP / General course from an online provider 

• Confirma�on of sponsorship by a licensed insurance agency in Nova Sco�a 

• Current criminal record check from their residing jurisdic�on 

• Cer�fied transla�ons of all non-English documents from an accredited(authorized) translator in 
the country where the transla�on is being completed. 

 

 How long does the registra�on process take?  

 Completed applica�ons will be registered within 10 business days, provided all required documents 
have been submited with the applica�on. 
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 Where can I find more informa�on or assistance regarding the applica�on process?  

 For further informa�on or assistance, you can contact OSI (Office of the Superintendent of Insurance) or 
refer to the OSI’s guidance and resources. 

Please note that the informa�on provided in this FAQ is subject to change, and it is recommended to 
verify the latest guidelines and requirements before submi�ng your applica�on. 

 

Considera�on of Alterna�ve Informa�on for Licensing FA 
 

 What if I am unable to provide certain required documents for my insurance licensing applica�on?  

 The Office of the Superintendent of Insurance (OSI) understands that there might be circumstances 
beyond your control preven�ng you from providing certain required documents. In such cases, the OSI 
will work with you to accept alterna�ve informa�on without compromising the integrity of the licensing 
process. 

 How can I request considera�on for alterna�ve informa�on? 

  If you cannot provide specific required documents, you should contact the OSI in wri�ng and submit a 
request for considera�on of alterna�ve informa�on. Your request should include: 

• A list of the required documents you cannot provide. 

• The reason you cannot obtain the required documenta�on. 

• Details of your atempts to obtain the necessary documents. 

• Informa�on about the documents you can provide to demonstrate your qualifica�ons for 
licensure. 

• Consent to the OSI contac�ng third par�es to obtain relevant informa�on and documenta�on 
regarding your qualifica�ons. 

 What happens a�er I submit my request for alterna�ve informa�on?  

 The OSI may ask you to provide addi�onal informa�on or evidence explaining why you are unable to 
submit the required documenta�on. If the required documenta�on is needed by a third-party assessor, 
the OSI may direct you to contact the third-party directly. 

 What alterna�ve informa�on will be considered for educa�onal creden�als? 

  When assessing educa�onal creden�als, the OSI will consider the following alterna�ve informa�on if 
required documenta�on cannot be provided: 

• Cer�fied copies of original academic documenta�on 

• Photocopies of academic documenta�on with an affidavit ates�ng to their authen�city 

https://novascotia.ca/finance/en/home/insurance/superintendantofinsurance.aspx.html
https://novascotia.ca/finance/en/home/insurance/default.aspx.html
https://novascotia.ca/finance/en/home/insurance/default.aspx.html
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• An affidavit from you describing your academic qualifica�ons, the ins�tu�on atended, and 
detailed course descrip�ons, with suppor�ng evidence if available. 

• Affidavits from former professors and classmates verifying your course descrip�ons and 
academic performance. 

• Informa�on obtained from third par�es with your consent, verifying your educa�onal 
creden�als. 

• Any other informa�on you offer to demonstrate your academic qualifica�ons. 

 What alterna�ve informa�on will be considered for professional qualifica�ons?  

 When assessing professional qualifica�ons, the OSI will consider the following alterna�ve informa�on if 
required documenta�on cannot be provided: 

• Reference leters from prior employers and colleagues 

• An affidavit from you describing your professional qualifica�ons and detailed descrip�ons of 
prior work performed, with suppor�ng evidence if available. 

• Copies of reports suppor�ng your involvement in a project 

• Statements of professional standing from other regulatory bodies 

• Cer�fied copies of professional licenses or cer�ficates 

• Any other informa�on you offer to demonstrate your professional qualifica�ons. 

 Will there be any costs associated with alterna�ve assessments? 

  Yes, the applicant is responsible for the costs of alterna�ve assessments. 

 Do I need cer�fied transla�ons for original documents not in English?  

 Yes, all original documents not in English require a cer�fied transla�on. 

 

Special Accommoda�ons FAQ 
 

 How do I request accommoda�ons for the licensing process?  

 To request accommoda�ons, individuals must iden�fy themselves to the Office of the Superintendent of 
Insurance (OSI) and, if necessary, provide appropriate documenta�on of their disability or disabili�es. 

 When should I make the request for accommoda�on?  

 The request for accommoda�on must be made at the �me of registra�on. Providing sufficient lead �me 
at registra�on allows for a smoother process, especially for individuals with well-described disabili�es 
and straigh�orward accommoda�on needs. 

https://novascotia.ca/finance/en/home/insurance/default.aspx.html
https://novascotia.ca/finance/en/home/insurance/default.aspx.html


5 | P a g e  o f  7  
 

 Are accommoda�ons personalized to individual needs?  

 Yes, accommoda�ons are o�en individualized based on specific needs. The OSI will develop a 
reasonable and effec�ve accommoda�on in response to the request, considering available resources. 

 Can I choose the adap�ve equipment and support services for my accommoda�on?  

 The Superintendent's office reserves the right to select the specific adap�ve equipment and support 
services it provides, based on what is deemed reasonable and effec�ve for the accommoda�on. 

Applica�on Status No�fica�on FA 
 

 How are successful applicants no�fied of their registra�on approval? 

 Typically, successful applicants receive an official no�fica�on confirming their registra�on approval, 
which is conveyed through either an email or a leter sent by post. 

 

 What does the approval no�fica�on include? 

 The approval no�fica�on includes a formal license cer�ficate sent via postal mail or email. The 
cer�ficate serves as confirma�on that the applicant has met all the necessary requirements and is now 
eligible to prac�ce as an insurance agent in Nova Sco�a. It may contain details such as their name, 
registra�on number, date of registra�on, and the registra�on period (usually 3 years in the normal term). 

 Is there any addi�onal informa�on provided to successful applicants? 

 Yes, if applicable, the communica�on may also provide informa�on about the registra�on renewal 
process. This includes details about �melines, fees, and any addi�onal requirements for renewing their 
registra�on in the future. 

 

 How are applicants who are not granted registra�on informed of the decision? 

 Applicants who are not granted registra�on will be informed of the decision through communica�on via 
postal mail or email. 

 

 What does the denial no�fica�on entail? 

 The denial no�fica�on is an official communica�on that states the applicant's registra�on has been 
denied. It clearly indicates that the applicant has not met the necessary criteria for registra�on. 

 

 Will the communica�on explain the reasons for the denial of registra�on? 
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 Yes, the communica�on will provide specific reasons for the denial of registra�on. These reasons may 
include insufficient qualifica�ons, failure to meet educa�onal or training requirements, or issues 
iden�fied during the assessment process. 

 

 Is there any support provided to applicants whose registra�on is denied? 

 In some cases, the division may offer guidance and support to help the applicant address the iden�fied 
deficiencies and reapply in the future. This support could include informa�on on addi�onal training 
programs, educa�onal opportuni�es, or specific areas for improvement that the applicant can work on 
before reapplying for registra�on. 

Internal Review Process FA 
 

 What is the Internal Review Process?  

 The Internal Review Process allows applicants who disagree with a licensing decision by the Office of the 
Superintendent of Insurance (OSI) to have their case reviewed by an independent Internal Review 
Commitee established according to the OSI's Internal Review Policy. 

 How can I ini�ate an Internal Review of my registra�on decision?  

 To request an internal review, a writen request must be submited to the OSI sta�ng reasons for 
disagreement with the registra�on decision within 30 days of the date the decision is received by the 
applicant. 

 Who reviews the case during the Internal Review Process?  

 Should a request for an internal review be received, an Internal Review Commitee (the “Commitee”) is 
established. If required, training will be provided to Commitee members. The Commitee will conduct a 
thorough examina�on of your case, considering all relevant informa�on and submissions. 

 Can I provide addi�onal informa�on or submissions during the review?  

 Yes, during the internal review process, new informa�on, addi�onal documenta�on, or writen 
submissions that support the case may be submited. The Commitee will specify in wri�ng deadlines for 
submission. 

 How long does the Internal Review Process typically take?  

 The �me frames for the process may vary, but you can expect a decision to be provided by the 
Commitee between 30 to 90 days from the receipt of the request for internal review. The process may 
also include a hearing, where both par�es have the opportunity to appear and speak before the 
Commitee. 

 How will the Internal Review Decision be communicated to me? 

  The Commitee communicates its decision to all par�es in wri�ng within 14 days following the hearing, 
or comple�on of the internal review process if there is no hearing. The communica�on will include a 
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clear explana�on of the decision, considering all arguments and any new informa�on or submissions 
provided. 

• If the commitee decision overturns the ini�al decision, you may receive a revised registra�on 
approval and associated documenta�on within 7 days of the decision. 

• If the internal review upholds the ini�al decision, you will be informed of the confirma�on of the 
original decision and the reasons for its affirma�on. 

 Is the Internal Review Process impar�al and independent?  

 Yes, to ensure fairness and impar�ality, individuals who acted as decision-makers in the ini�al 
registra�on decision are not involved in the internal review process or are a part of the Commitee. 

 

For More Informa�on please contact the Nova Sco�a Office of the Superintendent of Insurance 

General Enquiries: 

902-424-6331 

Consumer assistance and complaints: 

902-424-5613 

Agent, agency and adjuster licensing enquiries: 

902-424-2787 or 902-424-7551 

Insurer licensing enquiries: 902-424-6331 

Fax: 902-424-1298 

Email: fininst@novascotia.ca 

 

mailto:fininst@novascotia.ca
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