
ISBA

Issue joining pack to school, 
providing Aviva 

implementation homepage

Documentation includes 
Employer Application Form
Deed of Participation

School reviews checklist & 
project timings

School completes the  Notice of Intent  on the 
implementation page a minimum of 8 weeks 

prior to planned start date

School makes decision to 
proceed with Aviva Master Trust

Yes

Notice of Intent reviewed by Aviva

Aviva completes  know your customer  checks

Aviva issues reminders to 
continue process

School completes documentation hosted on the 
implementation page and sends to Aviva at a 
minimum of 4 weeks before scheme launch

Notice of Intent can be located under the  Ready 
to join  section on the implementation page

No further action No

Aviva sets the scheme up on the My Money 
platform

@6 weeks before launch date

@4 weeks before launch date

Aviva issues user access for the Corporate 
Platform before agreed training date

Confirm intentions if nothing 
received

School uploads member file

Members receive policy information and log in 
details

Aviva review documentation

Aviva provides WebEx training to the individuals 
completing the uploads

School uploads contribution file

Implementation complete; Handover to 
ongoing support team

Implementation homepage includes:
Legal Documentation:
Employer Application Form
Deed of Participation

Data requirements for file uploads
Project timings/milestones
Communications templates
Employer guides & demos
FAQ
Member collateral

Aviva requests further information where required

Project Engagement

Project closure

ISBA

The School

Aviva

Legend

School given access to support collateral including:
Upload support helpline & mailbox
Training recording

Pre-requisites:
Review all legal documentation
Establish implementation homepage
Establish member microsite

Aviva confirm scheme set up

School review data requirements in preparation 
for new member and contribution uploads. 
Drafts can be provided to Aviva to review

Aviva confirm a suitable training date with the 
relevant individuals completing the uploads

Uploading the file initiates the contribution 
process. Aviva will deduct the monies from the 

school bank account. Contributions will allocate to 
member policies after 3 working days


	APTIS Process Flow 2020 V1.vsdx
	Page-1


