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EVP Promotion Qualifications:

· Please check the qualifications below:
· EVP's choose their own working pattern and are expected to devote sufficient time to support clients, meet activity expectations, and work independently.
· Must have over 90% persistency and have an acceptable financial situation.
· Must provide upline EVP with an acceptable, qualified Management Exchange.
· Must provide 1 GL, 2 STLs, or 3 TLs.
· Must have 4 TLs and 2 STLs direct to them.
· Have 10×10 – Team submitted:
· £10,000 in annualised premium and have 10 IBAs (approved by the FSC) per month for two consecutive months within last 12months.
· No more than 50% from one leg will count.
· Must be using their assigned Genistar email address in the Genistar online account.
· Hierarchy check:
· EVP2B, must be direct to the promoting EVP prior to the promotion.
· If they are not directly above them then the promoting EVP will need to perform an upline change on EVP2B on Genistar Online.

EVP Promotion Preparation

· Promoting EVP to give FSC a month notice prior to the intention of beginning the promotion. For example, already hit one 10X10 and likely to get the second soon.
· Promoting EVP emails Head of Compliance and Field Service team manager informing that the EVP2B is ready for promotion.
· Promoting EVP to confirm the following details:
· EVP2B name:
· G-code:
· Management exchange:
*If management exchange rep is NOT directly under the EVP2B, then we must know the name of the rep whose leg includes the management exchange rep.
· Estimated Promotion Start date:
· Support and Coaching Session at the FSC date options:
· Fill out two forms: 
· Business Plan Template
· Pre-Interview Questionnaire
· Once FSC has received the relevant details and two forms mentioned above, Compliance team will conduct the necessary checks.
· Ensuring appropriate Persistency 
· Checking for any Clawback Balance 
· Running 2 Background checks (Credit Check & AML Check) 
· Check the FCA Register for any association to another regulated firm 
· Companies House Check 
· Check if individual is on a Visa and if we require an up-to-date copy 
· Request regulatory references (If applicable)
· Field Service Team will raise an internal ticket to IT Devs team for promotion preparation.
· If EVP2B, is currently networked, this will remain intact.
· Field Service team will email Vitality team to set up the new EVP Agency code. This can take up to 3-5 working days. Please see Vitality process section below for more information.
· Field Service team will check for any outstanding client life applications and prioritise them for submission.
· Then, FSC will provide a list of reps and client that will be moving under the new EVP  to be reviewed and confirmed.
· Once confirmed, this list will be sent to Vitality team for trasnfer. Please note, we want to aim for the list to be sent to Viality on a Monday so it allows the Vitality team to process it through the week.
· FSC visit date is confirmed between EVP2B, their Upline EVP and FSC.
· We recommend to avoid the following dates for promotion start date for smoother and quicker turnaround:
· Weekends, or
· Week before month end, or
· Month end date, or
· Days between Christmas eve and New years day, or
· Bank holidays

Support and Coaching Session at the FSC:

· Support and Coaching Session is held at the FSC office in Caterham prior to the EVP promotion.
· Attendees are:
· EVP2B
· Partner of the EVP2B (If applicable)
· Promoting EVP
· SNSD
· Head of Compliance (FSC)
· Field Service Team Manager (FSC)
· Comms team will take Headshot of the EVP2B.
· Information and knowledge‑transfer sessions.

Post Support and Coaching Session:

· IT team will action the promotion in Genistar online ready for the start date. 
· Once Vitality team confirm that trasnfer is complete, we will updaet you as soon as possible.

Phase 1

· In this phase, only licensed reps in the team will be transferred. Any submitted business will move across with the rep.
· This can take up to 3 - 5 working days for transfer to be completed. Additional couple of days may be needed for updating any paraplanner access.
· During this time, EVP2B will still have access to their Vitality Advisor hub and their promoting EVP will have access to paraplanner view.
· We recommend to not write any new client applications during the transfer as it may be lost.

Phase 2

· Once the transfer is complete and promotion is actioned, any downline reps not appearing in Vitality Advisor Hub, please send their names to fsc@genistar.net and we will get those reps panelled to the new EVP's agency code.
· Please note, all clients of the downline rep will move with them to the new EVP agency code.

Commission information

Please note, the EVP commission percentage will only apply to business written and submitted to FSC from the date the promotion is actioned in Genistar Online.



Vitality Process

These are the steps actioned by the Vitality team. As this is a manual process they complete on behalf of Genistar, it is governed by the franchise and the relevant Vitality Head Office Agency and commissions team being available to submit and process the request. These transfers are prioritiesed by the team.

Please note, their operating hours also can impact the turnaround time. Please avoid any weekends, bank holidays and days between Chritmas Eve and New Years Day.

To help manage expectation and complete the processes as smooth as possible, Vitality team have broken down the tasks that is required for the EVP promotion to take place for transparency and a smooth transition.

· Task 1: Agency code set up (up to 3 – 5 working days)
· This can be requested and actioned separately without affecting the Representative being able to write business in their current Advisor hub account.
· FSC requests list of all active advisors in the current EVP Agency (Promoting EVP).
· Full name
· Entity number
· Email address

· Task 2: Tranferring clients and licensed reps: (up to 3 – 5 working days)
· Once confirmation is received from EVP2B, FSC will send over the final list.
· Please note, you can still access your current Advisor hub account.
· Any fully submitted business will move across with the person.
· However, any quotes or apps not yet submitted by FSC during this period will be erased from the Vitality Hub and must be redone.

· Task 3: Paraplanner access (24 – 48hrs for EVP)
· The paraplanner access for the FSC and the agency owner will follow to safe guard the new EVP from seeing the upline business and avoid confusion. 
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EVP2B qualifies for EVP promotion


Promoting EVP informs FSC with relevant details


FSC will send pre-promotion documents to be completed


FSC will raise an internal ticket to IT for preparation


FSC will send a request to Vitality for new Agency set up


Once the documentation is received, pre-checks are conducted by Compliance Department


Final rep and client list (Post management exchange) is sent to EVP2B and promoting EVP for review


Once confirmed with FSC, this will be sent to Vitality for transfer


Initial briefing with optional check‑ins for clarity is conducted in the FSC office


Vitality begin trasnfer to new agency


Transfer is complete in Vitality hub.


Promotion is actioned in Genistar online.
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