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Per Diem Enroller Certification Workshop 

Expectations 
The per diem enroller is a new role in the Aflac field force hierarchy. Per diem enrollers are 
vital to the success of one of Aflac’s top initiatives—the broker sales strategy.   
 
The expectations for per diem enrollers are high. They are expected to: 
• Conduct themselves in a professional manner at all times, in accordance with Aflac’s 

National Sales Guidelines (updated annually). 
• Abide by the guidelines of Aflac’s Insurance Fraud and Prohibited Practices memorandum 

(updated annually). 
• Adhere to case-specific enrollment procedures and reporting requests.  
• Act in the best interests of the account, its employees, the broker, and Aflac.  
 
While participation as a per diem enroller is purely voluntary, it’s also a privilege. Per diem 
enrollers will be representatives of our broker strategy, and as such, they are representing the 
Aflac brand.   
 
The role of the per diem enroller is that of an independent contractor. 
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Per Diem Enroller Certification Workshop 

Guidelines 
Per diem enrollers (associates and coordinators) should generally meet the following guidelines: 
1. Complete the Enrollment Certification workshop. 
2. Have cumulated production of $100,000 in force. 
3. Have a no-pay rate of 13 percent or less. 
4. Complete the Per Diem Enrollment Agreement. 
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The Per Diem Enrollment Agreement 
The Per Diem Enrollment Agreement (Form M1422) must be completed by associates who 
would like to become per diem enrollers.  The contract, along with an assignment sheet, must 
be submitted to the Field Contracting and Compensation department, and a special writing 
number must be assigned prior to working as a per diem enroller. 
 
The Per Diem Enrollment Agreement cannot survive the termination of the 2003 Associate’s 
Agreement and, in the event that the 2003 Associate’s Agreement is terminated, the Per Diem 
Enrollment Agreement shall also be simultaneously terminated. The Per Diem Enrollment 
Agreement may be terminated separately without having any effect on the 2003 Associate’s 
Agreement. Either party may terminate the Per Diem Enrollment Agreement at will, without 
cause or reason, upon giving thirty days’ prior written notice to the other party.  
 
In addition, per diem enrollers must be licensed and appointed in all states where they sell and/
or solicit Aflac insurance policies.  Per diem enrollers who will be working in New York need 
to contact the Aflac New York Associate’s Licensing department to get appointed with Aflac 
New York. The Aflac New York Per Diem Enrollment Agreement is Form M1422NY. 
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Per Diem Enroller Certification Workshop 

Daily Rate 
Per diem enrollers will be paid a daily rate of $150. Enrollers will also earn $10 per employee 
seen, up to a maximum of 16 employees per day. The daily rate does not increase if more than 
16 employees are seen in a day. 
 
The per-employee-seen rate is paid to the first per diem enroller to meet with an employee. This 
may or may not be the enroller who takes an application. For example, Kathy, a per diem 
enroller, meets with George, an employee at ABC Company. George is interested in Aflac’s 
Hospital Intensive Care plan; however, he decides to go home and talk to his wife about 
applying for coverage. George and his wife decide to apply for family coverage and the next 
day, George meets with Ron, another per diem enroller. Ron takes George’s application and 
submits it to worldwide headquarters for processing. Kathy earns the $10 per-employee-seen 
rate. Ron earns renewal commission, stock bonus, and contest credit if the application is 
approved and the policy is issued, but he does not receive the $10 per-employee-seen rate. 
 
First-Year Commissions 
Per diem enrollers are not entitled to receive first-year commissions on the policies sold in 
connection with their activities as per diem enrollers. 
 
Renewal Commissions 
Per diem enrollers are entitled to receive renewal commissions on the policies sold in 
connection with their activities as per diem enrollers as long as the Per Diem Enrollment 
Agreement is active. After the Per Diem Enrollment Agreement is terminated, associates may 
be eligible to receive renewal commissions based on the provisions in the 2003 Associate’s 
Agreement. 
 
Stock Bonus 
Associates acting as per diem enrollers will be entitled to participate in the 1999 Aflac 
Associate Stock Bonus Plan under the terms and conditions outlined in the 2003 Associate’s 
Agreement. 
 
Production Credit 
Associates receive production credit for all policies issued in connection with their activities as 
per diem enrollers. The associate’s hierarchy is also given production credit. 
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Per Diem Enroller Certification Workshop 

Contests and Awards 
Per diem enrollers can qualify for all national contests at their highest active level in the Aflac 
hierarchy. 
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Per Diem Enroller Certification Workshop 

Preparation 
When acting as a per diem enroller, you must be prepared for every situation you’ll encounter 
along the way. You should take the following steps prior to each enrollment to be sure that you 
have all the proper paperwork and technologies you’ll need. 

1. Be certain your SNG laptop is charged and dial in to worldwide headquarters for                 
updates. Be sure you have the latest versions of all product applications for all states 
where you’ll be enrolling. 

2. Be sure your SNG pen tablet is in working order. Pack extra batteries and an extra pen. 
Pack a power strip and an extension cord. You do not know where the closest electrical 
outlet will be. 

3. Pack plenty of brochures and paper copies of all applications. If your SNG unit fails, 
you can still take paper applications. 

4. Pack PDA cards, and if an Aflac Flex One® plan is being offered, pack SRAs and FSA 
handbooks. 

5. Make a folder with extra business cards, rate booklets, disability income replacement 
maximum amounts, instructions for claims, and Flex EFT forms. 

 
Remember that many forms differ between Aflac and Aflac New York. Depending on the sites 
you are assigned to, you may need different versions of each form.  
 
The consequences of failing to follow proper procedures can be far-reaching. The first step to a 
successful enrollment is proper preparation. 
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You have only one-sixth of 
a minute to make a positive 
impression. 

Personal Presentation and Conduct 
In our business, image is crucial to success. Especially in these                                                               
times, with news of bailouts and bankruptcies on the front pages                                                                
every day, we want to project the image of a healthy, stable                                                                  
company ready to assist accounts and policyholders. 
 
What comes to mind when you hear a joke about a used car salesman or someone’s “insurance 
guy?” Do you get the image of a plaid sports jacket, an extra-wide tie, and bright green pants? 
Unfortunately, when many people think of an insurance salesperson, they have those images, 
too.  
 
Dressing properly and adhering to basic business ethics are keys to dispelling the “insurance 
guy” notion and replacing it with how we’d like to be seen: as partners or consultants.  
 
What you wear sets your image. Always check with the certified case manager (CCM) for the 
account regarding the proper dress code. Business attire is always acceptable. However, certain 
accounts may ask you to dress down to fit in with their employees.  
 
Definitions of business attire vary from region to region and from district to district. Below are 
some universal suggestions for per diem enrollers.  

• Ladies: When selecting skirts, remember that the hem should fall below the knee. Even 
though trends have made shorter skirts and skirts with slits popular, these are often 
viewed as inappropriate by prospects. The decision to wear a pantsuit is up to you. Most 
prospects will consider pants suits acceptable. Consider the industry or employer you’ll 
be working with for direction. 

• Men: Trousers should have a slight break in the them. Pants should not be highwaters 
nor should they be too long. 

• Shirts: Both men and women should keep shirts simple. White is usually a safe choice. 
Subtle colors are okay. Men may wear light blue dress shirts and women may wear            
pastels.  

• Shoes: Dark shoes can go with a variety of suits and hosiery. Comfort is of utmost             
importance. Shoes should be shined, and ladies’ shoes should have a moderate to low 
heel. 

• Jewelry: Ladies should wear only one pair of earrings. Watches should match the            
tone of the outfit. Rings and bracelets may be worn in moderation. One ring is most                   
appropriate, except for ladies who may wear their engagement and wedding rings. 
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• Accessories: Keep handbags and briefcases in good repair. Discard or repair ripped or 
torn cases, or handbags that are falling apart. Backpacks do not create a professional 
image. Remember, a smile is your best accessory (and it’s free)! 

• Finer Points:  
{ Be careful with perfumes and colognes. A fine mist is one thing, but bathing in scent 

is another. Some prospects may have allergies or may not enjoy being overwhelmed 
by your cologne or perfume. 

{ Clean and press your winter coat. In cold months, it’s the first thing clients and 
prospects notice about you. 

{ Be sure you use an umbrella in a conservative color. Slide wet umbrellas under your 
seat if no rack is available. Do not leave them dripping on the floor. 

{ Keep a small sewing kit in your handbag or briefcase to deal with life’s little 
emergencies. 

{ When working with prospects and clients, turn your cell phone and/or PDA off or 
place it in the “silent” mode. Be careful where you talk on your cell phone. If you 
don’t want a conversation to be overheard, go to your car. 

 
It’s not just your appearance that prospects will notice. It’s also the way you behave. Each day, 
we are faced with ethical dilemmas. How we react to them is what sets us apart.  
 
Ethical dilemmas can be caused by: 

• Pressure to meet sales goals or contest qualifications. 
• Lack of proper procedure or policy. 
• Deadlines or time pressure. 
• Observing someone else doing it that way. 
• Cutting corners in terms of money or time. 
• A quest for power, prestige, career advancement, or revenge. 

 
As a child, you may have done something wrong, and then tried to justify it to your parents to 
stay out of trouble, right? It’s a part of growing up. However, it is not a part of Aflac’s culture. 
When faced with an ethical dilemma, ask yourself these questions: 

1. Does my decision affect anyone besides me? 
2. Am I out to make one sale or to build loyal clients? 
3. What is the price to pay? 

 
Consider the scenario on the next page, and then decide how you would handle the situation. 
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It’s 4:45 p.m. on the final day of the enrollment at Ultra-Large Tire Stores, a 40,000-employee 
account brought to Aflac by Huge Brokers, Inc. You’ve got one employee left to see, Heather 
Simon, sister of Ultra-Large’s CEO. You make an excellent presentation, and Heather decides 
to apply for the Short-Term Disability, Hospital Intensive Care, and Cancer policies. While 
asking the underwriting questions on the PSTD application, Heather indicates that she was 
diagnosed with systemic lupus several years ago, but that she hasn’t had any symptoms in the 
last 18 months. You know that this condition will disqualify her from coverage. However, 
Heather is the sister of the CEO, so you know the situation requires extra care. The CEO has         
a reputation for being a hothead, so you call Thomas, your CCM, but you receive an out of 
range message on his cell phone. 
 
What should you do? 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
 
Direct questions to your certified case manager.  Also, refer to the National Sales Guidelines 
and Insurance Fraud and Prohibited Practices memorandum for guidance. Both documents are 
updated annually, and they are available through the Associate Services Web site. 
 
Aflac does not tolerate unethical behavior from our associates or our employees. If  you see any 
of the following behaviors, please report them to your CCM immediately: 

• Sexual harassment  
• Use of narcotics 
• Use of alcohol during working hours 
• Misuse of property 
• Theft 
• Creative field underwriting 
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Contact With the Local Site Manager 
Most of the time, contact with the site manager will be handled by the certified case manager. 
However, from time to time, you may be enrolling in a location not easily reached by the CCM. 
In that instance, you may be asked to facilitate the enrollment with the local site manager. 
 
It is important to treat the site manager with the same respect you treat any other business 
owner. The site manager is probably responsible for his or her location’s profitability, and           
taking up employee time for an enrollment could have a temporary effect on production.  
 
Make contact with the site manager immediately upon being asked to do so. Often, the site 
manager has been told to expect your call. Schedule a mutually convenient time to coordinate a 
pre-enrollment visit. Provide the site manager with any information he or she needs to assist 
you.  
 
You should discuss: 

• Times and dates for the enrollment. 
• Proper attire for enrollers. 
• Locations for group meetings (if applicable). 
• Locations for individual meetings. 
• The amount of time required to see each employee. 
• Any potential problems that may come up, such as fear of layoffs, etc. 

 
 

Daily Expectations 
It is expected that you will spend approximately 15–20 minutes with each employee. You 
should assist each employee with applying for coverage or completing a waiver. 
 
Overselling will not be tolerated. Overselling occurs when an employee purchases more Aflac 
products than he or she can afford. The result is usually not good for the employee, the account, 
the enroller, the broker, or Aflac. Consequences of overselling include: 

• Charge-backs or higher no-pay rates, which will affect your income and contest                  
qualifications. 

• Distrust between you, the employees, the account, and the broker. 
• A disservice to the client. 
• Possible termination of your per diem enroller contract. 
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Another potential problem involves high-pressure selling. High-pressure selling can occur 
when you’ve answered an objection, but the employee still doesn’t want to apply for coverage. 
If you continue to press, you cause the employee to become uncomfortable.  
 
One of the quickest ways to get bad publicity within an account is to use high-pressure sales 
techniques. The site manager or CCM may even ask you to leave an account if they receive 
complaints about high-pressure sales. Keep your approach consultative. 
 
During the enrollment, you will be given sensitive information that needs to be kept                       
confidential. Some of the time, you will have employees’ salaries. Other times, employees             
will disclose information about personal health conditions. You may also discover how long         
an employee is planning to stay at the company, his or her marital situation or sexual                        
orientation, trade secrets, problems employees are having with other employees, or general                        
office gossip. The best thing to do is keep the information to yourself and not get drawn into 
conversations about what you’ve heard. 
 
 

Required Paperwork 
At the end of each day’s enrollment, you should complete the Per Diem Consolidation Report 
and submit it to your CCM via e-mail. This form serves two purposes:  

1. It helps the CCM keep track of which employees have been seen and alerts him or her           
to any potential issues. The CCM can use these reports to figure out how much of the           
enrollment is complete, how many more enrollment days will be needed, and how many 
per diem enrollers will be needed. The CCM can also head off potential issues with the 
human resources department. 

2. It serves as a “receipt” for your daily activity. Without this report, per diem enrollers 
cannot be paid accurately. 
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Products 
Per diem enrollers must only offer the products that have been approved for a specific account. 
Do not offer additional products, even if the employee requests them. Notify your CCM that 
there is interest in additional products, so the information can be passed to the broker for annual 
re-enrollment. 
 
 

Technology 
In almost all cases, you will use SNG to take applications. SNG software allows you to                        
import employee census data prior to the enrollment so you can retrieve each employee’s                
address, date of birth, and other information quickly. Before beginning work as a per diem              
enroller, be sure you dial your laptop in to worldwide headquarters to get the most current 
group download. Creating your own group authorization form can cause mismatches and 
pended business.  
 
Sometimes, you will be called upon to conduct enrollment using EBC (Employee Benefits 
Communication) software. In addition to taking applications for Aflac policies, with EBC you 
will record elections for core benefits being offered by the employer. At the end of the process, 
the employee’s hidden paycheck will be displayed, showing the employee the value of his or 
her benefits. EBC enrollments take an average of 30 minutes per employee.  
 
You will be notified when an EBC enrollment has been requested by an employer. You should 
always check with the CCM for the account to be sure you’ve got the most recent version of the 
EBC software. You should also practice with the software prior to the enrollment, as it’s not a 
program that is frequently used. 
 
 

Situation Codes 
Be sure you use the correct situation code for each account. Failure to do so will cause                     
payment of commissions to the wrong hierarchy.  
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Expectations 
The agent of record for a particular policy may be called upon to provide assistance with claims 
or additions of new family members. These requests should be handled within 24 hours of 
receipt, according to standard servicing guidelines. 
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Forms  
Per Diem Enrollment Agreement.....................................................................................M1422 
Per Diem Enrollment Agreement (New York) .......................................................... M1422NY 
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 Per Diem Enrollment Agreement  
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 Per Diem Enrollment Agreement (New York) 
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Online Reference Materials 
• Brand Steward Pledge 

Associate Services > Grow My Business > Field Force Ethics > Brand Steward Documents 
 

• Competitive Intelligence 
Associate Services > Keeping Current 

 
• Insurance Fraud and Prohibited Practices Memorandum 

Associate Services > Grow My Business > Field Force Ethics 
 
• National Sales Guidelines 
 Associate Services > Grow My Business > Field Force Ethics > Related Links 
 
• SNG Training Guide 

Associate Services > Grow My Business > Technology > Resources 
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 Other Resources  
Per Diem Weekly Consolidation Report 
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