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1.PURPOSE

To set out ICS’s policy and procedures for granting exemptions from Continuing Education (CE)
requirements during an approved parental leave, including eligibility, application, review and
reinstatement steps.

2.SCOPE

This policy applies to licensees falling under the:
e General Insurance Council (GICS) Bylaws that must follow the continuing education
requirement (P&C, Restricted Auto, P&C Adjuster, Travel, Crop Hail Adjuster); and
e Life Insurance Council (LICS) Bylaws that must follow the continuing education
requirement (Life and/or Accident & Sickness).

This policy does not apply to the mandatory ethics training required by section 9-3 of the GICS
and LICS Bylaws.

3.POLICY

3.1 Authority

a) Under governing legislation, the General Insurance Council and Life Insurance Council may
establish rules respecting continuing training, education and the reinstatement of licences.

b) As part of the process of reviewing the applications for exemption, the GICS and LICS must
be satisfied that the pre-requisites under section 3-3(2)(a), (b) and (c) in both the GICS and
LICS Bylaws are met:

3-3(2) GICS may grant an exemption from education requirements on an application
pursuant to subsection 3-(1) where GICS is satisfied that:

e theindividual seeking the exemption has a combination of education, professional
qualifications, training and work experience that are at least equivalent to the
requirements contained in these bylaws;

e theindividual seeking the exemption has complied with all other requirements of
these bylaws; and

e the exemption is not contrary to the public interest.

c) If the exemption is granted:
i.  The licensee is only exempt from the continuing education requirement for a
maximum of 12 months.
ii.  The CE exemption for parental leave period will be effective the date the
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licensee’s licence is suspended until the date the licence is reinstated for a maximum
of 12 months.

iii.  If the CE exemption for parental leave period occurs within one CE reporting year
(annual reporting year), CE credit hours will be prorated for that reporting year
based on the Prorated CE Credit Hours Table (Appendix 2). For example:

Jane Smith is a GICS Level 1 licensee with an annual CE requirement of 12
credit hours.

Jane’s annual reporting year runs on the calendar year from January 1 —
December 31.

Jane requests a CE exemption for a 3-month leave that will fall within the
annual reporting year.

Jane will be exempted for 3.0 credit hours (1.0 credit hours per month x 3
months).

Jane must complete 9 credit hours before the start of her leave. See 3.2(b)
for more information.

iv.  If the CE exemption for parental leave period falls over two CE reporting years
(annual reporting years), CE credit hours will be prorated for each reporting year
based on the Prorated CE Credit Hours Table (Appendix 2). For example:

Jane Smith is a GICS Level 1 licensee with an annual CE requirement of 12
credit hours.

Jane’s annual reporting year runs on the calendar year from January 1 —
December 31.

Jane requests a CE exemption for a 12-month leave that will begin June 1,
2026 until June 1, 2027.

Jane will be exempted for 6 credit hours in 2026 and 6 credit hours in 2027
(1.0 credit hours per month x 6 months).

Jane must complete the 6 credit hours for 2026 before the start of her leave.
See 3.2(c) for more information.

v. The total of the prorated credited hours will be rounded to the nearest credit hour.
For example:

Jane Smith is a GICS Adjuster Licensee with an annual CE requirement of 8
credit hours.

Jane’s annual reporting year runs on the calendar year from January 1 —
December 31.

Jane requests a CE exemption for a 12-month leave that will being June 1,
2026 until June 1, 2027.

Jane will be exempted for 4 credit hours in 2026 and 4 credit hours in 2027
(0.67 credit hours per month x 6 months = 4.02 credit hours. Rounded to
nearest credit hour = 4 credit hours).

Jane must complete 4 credit hours for 2026 before the start of her leave. See
3.2(c) for more information.
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vi.  Following the licensee’s parental leave:
e the licensee must reinstate their licence; and
e CE credit hours will not be required as outlined above.

d) The licensee’s licence must be suspended during the parental leave.

3.2 Request for Exemption Process and Requirements

a)

b)

c)

d)

e)

f)

g)

h)

Licensees must request a CE exemption as soon as possible and at least 30 days before the
start of the leave by using the Request for Continuing Education Exemption for Parental
Leave Form (Request) (Appendix 1).

If the CE exemption for parental leave period occurs within one CE reporting year (annual
reporting year), all required prorated CE credit hours for the reporting year must be
completed before the application is approved. See the Prorated CE Credit Hours Table
(Appendix 2).

If the CE exemption for parental leave period falls over two CE reporting years (annual
reporting years), all required prorated CE credit hours for the current reporting year must
be completed before the application is approved. See the Prorated CE Credit Hours Table
(Appendix 2).

The licensee must complete the Request indicating the:
e anticipated start date of their parental leave;
e anticipated end date of their parental leave; and
e required prorated CE credit hours for the current reporting year (if applicable).

The Request is to be signed and dated by the licensee and their recommender.

The Request and supporting documentation should be emailed to info@skcouncil.sk.ca.

ICS will acknowledge receipt of Requests within five business days.

Incomplete Requests will be returned for correction before processing.
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3.2.1 Required information

A list of the completed prorated CE credit hours required in the current reporting year,
including:

e name of the course provider(s);

e name of the course(s) taken;

e date the course(s) were taken; and
e number of credit hours per course.

3.2.2 Confidentiality

ICS will maintain all information in strict confidence and will not use the information for a
purpose other than evaluating the CE exemption request to which the information relates, or as
required by law.

3.3 Review of a Request for Exemption

a)

b)

The Request will be reviewed by the Manager of Licensing to ensure all requirements are
met.

All parties involved in reviewing a Request will be impartial. ICS staff that have a potential
conflict of interest with respect to a specific Request will not be involved in the review of
that Request.

If the Manager of Licensing has a potential conflict of interest, the Request will be reviewed
by the Executive Director.

3.4 Decision on Request for Exemption

a)

b)

c)

d)

ICS will make reasonable efforts to issue a decision within 30 calendar days of receiving a
completed Request.

If it is anticipated that more than 30 calendar days will be needed, ICS will communicate this
to the licensee as soon as possible and will provide a written update every 30 calendar days
thereafter, or as otherwise needed.

The licensee will be informed by email if their Request meets the exemption requirements.

If the Request does not meet the requirements, the response will include the reason(s) why,
as well as information on how to request a review of the decision.
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3.5 Review of Decisions

a) The licensee may request a review of a decision within 14 calendar days of receiving the
decision.
b) The request must be sent by email to info@skcouncil.sk.ca. The written request should

include the reason(s) for the review and any supporting information the licensee wishes to
provide.

c) Reviews will be conducted by the Executive Director. If the original review was conducted
by the Executive Director due to a conflict of interest, the review of the decision will be
conducted by the Chair of the appropriate Council.

d) Each review:

e Must include a review of the original Request and the reason(s) why the requirements
were not met;
e May result in further information being requested from the licensee; and
e May resultin:
o The requested exemption being provided;
o The request being referred back to the Manager of Licensing for reconsideration;
or
o The original decision being upheld.

e) Once a matter is reviewed, the decision will be considered final.

3.6 Reinstatement of Licence Following Parental Leave

a) Itis the responsibility of the licensee to reinstate their licence at the end of the parental
leave. Failure to reinstate may result in cancellation of the licence.

b) Reinstatement should be requested at least 30 days before the reinstatement date by
completing the Request for Reinstatement Following Parental Leave Form (Reinstatement
Request) (Appendix 3).

c) Once the licensee’s Reinstatement Request is approved, ICS will provide the licensee with
the CE credit hours required for the licensee’s CE reporting year (annual reporting year),
based on the Prorated CE Credit Hours Table (Appendix 2). Failure to complete the required
CE credit hours will result in a suspension of the licence until the licensee has earned the
required CE credit hours (bylaw 9-1(8)).
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3.7 Changes to Term of Parental Leave Exemption/Urgent Situations

a) Requests to extend or shorten the term of the CE exemption must be sent by email to
info@skcouncil.sk.ca at least 30 days before the requested changed date.

i. If the original CE exemption was for a term of less than 12 months, the licensee may
request to extend the term to a maximum of 12 months.
ii.  CE hours will be adjusted based on the Prorated CE Hours Table (Appendix 2).

b) If an urgent situation arises that causes the licensee to unexpectantly begin their leave,
please contact ICS as soon as possible.
i.  Agrace period of up to three months may be provided upon reinstatement to complete
the required CE credit hours for the current CE reporting year.
ii. A certificate from a qualified medical practitioner may be required.

4.RESOURCES

e Request for Continuing Education Exemption for Parental Leave Form (Appendix 1)
e Prorated CE Credit Hours Table (Appendix 2)
e Request for Reinstatement Following Parental Leave Form (Appendix 3).
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