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HELP LICENSEES NEW TO THE FIELD

This guide is for senior brokers who are considering mentorship 

or who have committed to mentor a new broker about to embark 

on the CNS-IBABC New Broker Essential Skills Certificate Program. 

Good for you! By sharing your time and expertise, you’ll be helping 

tomorrow’s potential leaders get the best possible footing for a 

successful life-long career in the property and casualty insurance 

industry.

Developed in response to the stated needs of brokerage managers, 

and with the significant support of CNS, one of B.C.’s largest 

insurers, the New Broker Essential Skills Certificate Program 

provides a full range of technical and interpersonal skills – all the 

practical skills necessary for long-term success in this complex 

and challenging field.
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Thank you, CNS, for making this program possible. CNS, part of the 

RSA Canada group of companies, is the leading insurance company 

in B.C., doing business only in B.C. and only through brokers. CNS and 

RSA foster leadership and business skills within the insurance industry 

through their sponsorship of education programs like the New Broker 

Essential Skills Program and the Making Partner Program respectively.
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ABOUT THE PROGRAM

Student’s enrolment eligibility

To be accepted into the program as a student, the applicant must…

• Have successfully passed the Fundamentals of Insurance or the CAIB 1 examination.

• Be currently licensed and employed by a B.C. brokerage.

• Have been licensed as a broker for less than 4 years.

The New Broker Essential Skills Program augments one or two CAIB courses with courses 
developed specifically to meet the demands of today’s brokerage environment. 

What students gain

Once enrolled in the program, students will quickly and effectively learn the essentials of being 
an insurance broker through an extensive, 3-step series of courses and seminars. They’ll learn in 
many ways and at various times – in the classroom, online and at work – and they’ll be applying 
that knowledge on the job.

Students learn practical customer-service skills in addition to the technical aspects of insurance 
contracts. And they’ll do so in a sequence that provides a foundation of ethical, professional 
conduct.

Certificate criteria for students

• Each student is asked to enlist a mentor.

• Each step must be completed in order.

• Students have 4 years maximum to complete the program.

• Graduates will receive a certificate in their specialization stream, suitable for framing.

• Students can complete both the Personal Lines and Commercial Lines streams if they wish (a 
separate program fee is required for the second stream).

THE MENTOR’S ROLE IN THE PROGRAM
No one is born with all the knowledge and skills to be a competent insurance broker. It is a profession 
that requires life-long learning, and knowledge transfer through mentorship is a traditional and 
important part of professional development. You may be mentoring entry-level licensees now, 
and perhaps have been for years, in either a formal or informal manner. The New Broker Essential 
Skills Program formalizes a mentoring relationship to give students experience in forging other 
such relationships that will help them gain knowledge throughout their careers. 

The program is adaptable to one student or to a group. An individual employee with the initiative 
to undertake the program on his or her own should be encouraged. If you have several customer 
service representatives at about the same experience level (less than 4 years in the industry), you 
may find it beneficial to have them undertake the program as a group, with you or an appropriate 
senior licensee in the office serving as their mentor. 

The program includes an online mentoring  course designed for mentors of students in the New 
Broker Essential Skills Certificate Program. Please go to  www.ibabc.org for details. 

As a mentor you are about to embark on a process that can be life-changing for both you and a 
new licensee. Many people who have been actively involved in the practice of mentoring consider 
it to be one of the most important gifts that one can give or receive in their careers or their 
personal lives.

Mentoring can produce sensational results – for both mentor and mentoree – in terms of 
professional and personal development. As mentorees’ performance improves, they in turn have 
a positive influence on their co-workers. Mentorees may suggest new standards or procedures 
within their department. Mentors may find that they can motivate other employees using similar 
skills and techniques. 

Many large corporations are now using mentoring programs to significantly enhance the 
development of the potential abilities of their staff members and the overall effectiveness and 
success of the organization. 

WHAT DO MENTORS DO?
It is often said that a mentor’s hindsight becomes another’s foresight…  

• Mentors share their own experiences – both successes and failures. They teach by example 
and through stories and anecdotes.

• Mentors model professional behaviour.

• Mentors guide people through the learning landscape. 

• Mentors advise people on complex situations that may not have a single right answer or 
approach. They offer observations and explanations that help people learn.

• Mentors provide support and offer reassurance when learning becomes difficult or 
overwhelming.

• Mentors network with other professionals for growth and development and provide similar 
opportunities for others.

IS MENTORING FOR YOU?
Are you ready to be a mentor? Ask yourself:

• Do I have an interest, either personally or professionally, in assisting in the development of 
another persons’ overall growth?

• In a corporate setting, am I interested in working with one or more mentorees in order to 
accomplish common objectives?

• Am I willing to commit my time and energy over a given period to such a relationship or 
relationships?

• Am I willing to work with a mentoree in an open, communicative manner and in complete good 
faith?
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• Are there persons known to me, either personally or professionally, whom I believe would most 
benefit from a mentoring relationship with me?

• (In the case of business succession), do I believe that mentoring would assist in effectively 
“turning over” a successful business or practice to the mentoree(s)?

The answers to these questions will determine one’s future as a mentor and in selecting those 
who would most benefit as one’s mentoree(s).

WHAT YOUR MENTOREE IS LOOKING FOR IN A MENTOR
Many brokers today credit much of their success to a mentor who helped them along the way. 
Think about the people you encountered early in your career and how they helped you. Now it’s 
your turn to make a positive difference in a young licensee’s professional development. 

Program students are asked to enlist a mentor – a more senior broker who will commit to provide 
direction and guidance as you work your way through the program. Some of the characteristics 
students are looking for in a mentor:

• Industry experience, up-to-date knowledge and technical skills.

• Patience, a willingness to help, an aptitude for explaining things.

• A commitment to life-long learning and professional development, and a commitment to the 
mentoring process.

• Good time management.

• A balanced, positive outlook, enthusiasm for your job, and a sense of humour.

• A good, empathetic listener who makes an effort to understand the needs, concerns and 
objectives of the mentoree.

• A role model who maintains a high, ethical standard of behaviour personally and professionally. 
In addition to what you are telling your mentoree, she or he is also learning from your attitude, 
your systems, structure, culture and moral and ethical standards. Mentorees can then 
rapidly and effectively carry forward the practice of those aspects into the well being of the 
organization and themselves. Be consistent, dependable and trustworthy.

• Someone with whom they feel comfortable, as they need to have the ability to express their 
feelings and concerns without reservation. 

MENTORING TECHNIQUES AND TIPS
Excellence in mentoring provides mentorees with the opportunity to enhance their personal and 
professional development as it gives them confidence in themselves and their interests. This, in 
turn, empowers them to lead fulfilled lives. 

Take the online mentoring course – This short online course is designed specifically for 
the New Broker Essential Skills Program, and can serve as a starting point for any mentoring 
relationship. A downloadable workbook is included with the course.

Hold a first meeting – Set the tone, goals, ground rules and schedule for the working partnership 
that will follow. The online mentoring course suggests an agenda for this meeting. 

Establish expectations, have scheduled reality checks – By being upfront about 
expectations, you will both be in a better position to meet or exceed them. 

Provide options – Relate a number of options that might be considered by the mentoree and let 
him or her reflect upon them.

Share personal experiences – Relate examples from your own experiences that might have a 
similarity to problems or challenges faced by the mentoree, and then recount how those problems 
and challenges were resolved.

Ask open-ended questions – Develop your mentoree’s problem-solving skills by asking 
questions that require the mentoree to ponder and analyze the problem or challenge at hand, and 
then ultimately work out the answer for him- or herself.

Additional tips:

• Stay in touch, even if it’s with quick touch-points – an email message or phone call. Don’t let a 
mentoree feel abandoned. Set a regular contact schedule, but be flexible. 

• Encourage the mentoree to reflect on what he or she has learned, and how it applies to work 
situations.

• Maintain a journal or log, and encourage your mentoree to do the same.

• Regularly ask: “How are we doing?” The more proactive you are and the more you work at 
evaluating the relationship, the more you and your mentoree will benefit from the experience. 

PROGRAM SYLLABUS
The New Broker Essential Skills Program is a mix of licensing courses and continuing education 
(CE) seminars, available online and/or in the classroom, taken via 3 mandatory steps. Please go to  
www.ibabc.org for full course descriptions.

THE FINE PRINT

Student or mentor information changes

Students are asked that if any personal data changes, including home address, employer 
(brokerage) name or address, telephone number, e-mail address and so on, they should notify 
IBABC Continuing Education immediately so that they don’t miss important notices or materials.

Likewise, if the mentor’s contact information changes, she or he should please notify us 
immediately. If you have to resign the mentorship and you and/or the student are having difficulty 
securing a replacement, please advise us and we’ll try to help. 

Program re-admission

Students can re-enroll to complete the second Step 3 stream of specialization, following these 
guidelines:

• Apply for re-admission within two years of your original graduation from the program.

• Submit a new (re)admission form to IBABC.
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• Pay the full admission fee ($95 members; $195 non-members) with your application;

• A student can only be re-admitted once.  

• In order to graduate again and receive a second certificate, they will only be required to 
complete the streamed courses and seminars (Personal Lines or Commercial Lines) in Step 3 
that they did not take the first time around. You will not be required to re-take the courses and 
seminars in Steps 1 and 2.

• The maximum time afforded to them to complete their second, remaining stream of program 
courses and seminars is 2 years from the date of their re-enrolment. 

Students previously enrolled in the New Broker Essential Skills Program who withdrew before 
completing it and who wish to apply to be re-admitted, may do so subject to the following 
guidelines:

• They must still be eligible to be admitted into the program under the basic eligibility 
requirements.

• Submit a new (re)admission form to IBABC, along with the admission fee ($95 members; $195 
non-members).

• Any courses and seminars successfully completed prior to earlier withdrawal from the program 
will count towards the final program completion.

• The time remaining for completion of the program will be calculated as 4 years from the date of 
re-admission less the amount of time the student was previously enrolled in the program.

Program Graduation

When students have successfully completed all 3 steps of the New Broker Essential Skills Program, 
they’ll submit an Application for Program Graduation form before the end of their 4-year time limit 
in order to be accepted for graduation. On satisfactory completion of the required courses and 
seminars within the 4-year time limit, they will be sent a personalized program certificate, suitable 
for framing. 

CONTACTS
For more information about the New Broker Essential Skills Program… 

Program and seminar registration information: 
Dawne Polak, Continuing Education Assistant
Tel: 604-604-8012
Fax: 604-683-7831
Email: dpolak@ibabc.org

Curriculum and admission enquiries: 
Greg Mansfield, Education Department Manager 
Tel: 604-606-8007
Fax: 604-683-7831
Email: gmansfield@ibabc.org



START NOW
www.ibabc.org or 604 606 8000

Insurance Brokers Association of B.C.
1300-1095 West Pender St., Vancouver, BC  V6E 2M6


