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Apply for New Accreditation

Introduction

Agencies, corporations, and municipalities® can seek to become accredited under the Safety Codes Act
(Act) in the building, electrical, fire, gas, and plumbing technical disciplines. To become accredited,
organizations must submit an application to the Safety Codes Council (Council) and the Administrator of
Accreditation (Administrator) for review and approval. This procedure walks through the steps to apply
to become accredited in one or more of the technical disciplines administered under the Act. Requests
to become accredited can only be submitted by an organization’s authorized representative.

Key Considerations
Prior to submitting an application, both the organization and the individual representing the
organization must have an account set up in Council Connect, per the steps starting on page 2 below.

If unaccredited municipalities are applying to create a =
“joint” accreditation, please refer to Joint Municipal
Accreditation Application document located on the

Council’s website here.

Tip:  Only authorized representatives of an
organization will have the appropriate
permissions to complete an application for
accreditation. Council staff will create and
maintain the relationships between
individuals and organizations through an
application process.

If the Administrator determines that the application
should be processed through one of the other
application processes, the organization’s authorized
representative will be notified and asked to re-submit
their application accordingly.

Application Fees

All applications for new accreditation are assessed a fee of $150 per discipline covered under the
organization’s scope of accreditation. For example, if an organization is submitting an application to
become accredited in building, electrical, fire, gas, and plumbing, a fee of $750 will be assessed.

S
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Caution: If in doubt as to whether this is the right application to use, contact the Council and ask to
speak to a member of the Accreditation department who will be happy to assist you. Council contact
information is available on the Council’s public website.

Notes:
1. Regional Service Commissions and Métis Settlements are included within the term “municipalities.”
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Overview of Steps

The following are the main steps an organization’s authorized representative will follow in Council
Connect to submit a new application for accreditation:

Create new authorized representative (individual) account in Council Connect.

Email Council to request set up of the organization and relationships in Council Connect

w

Prepare the documentation to file in support of the request to establish the organization’s
accreditation.

Submit the application via the Organization’s account in Council Connect.
Respond to any questions or requests for additional information as required.

Submits final signed documents for the Administrator’s approval.

N o v k&

Receives the signed QMP and orders of accreditation.

Set up Authorized Representative Account in Council Connect

An organization applying for accreditation first needs to have an authorized representative of the
organization such as a QMP Manager, set up an account in the Council Connect portal.

1. Enter this link in your browser (Internet Explorer is recommended) to launch Council Connect:
https://councilconnect.safetycodes.ab.ca/eWeb/DynamicPage.aspx?WebCode=LoginRequired&expi
res=yes&Site=scc

2. Referto the Create a New Account training tutorial found under the Help Menu/Resources area for
instructions to set up the individual’s account.

3. Once the authorized representative’s individual account has been set up the next steps are to
request that the organization’s account is set up and the appropriate relationships are established
between the organization and its authorized representatives. These steps are done by the Council
by email request.

a. Email the Safety Codes Council, Accreditation department at Accreditation@safetycodes.ab.ca.
The email should contain the following;

i. Asignature block that clearly identifies that the person sending the email is employed by
the organization.
ii. The type of organization (agency, corporation, municipality)
iii. The address information of the organization
iv. Primary contact information:
v. Address information of the individual (if different than above)
vi. Name, title, phone, email of the individual
vii. If they want a secondary contact, all of the information above for the second account.

4. An email confirmation will be sent to the organization representative once Council has set up the
organization’s account and has established the relationships requested.
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Application Steps

After the confirmation of the organization setups has been received the steps outlined below can be
done.

1. Prepare Required Documentation

The documentation listed below must first be prepared so that it can be uploaded to the online
application in a later step. The application cannot be submitted without this documentation attached.
a. DraftQMP

All organizations applying for accreditation must submit a draft of a QMP for the
Administrator of Accreditation’s review and approval. The draft QMP should be based on the
latest version of the QMP template published by the Council.

Click here to obtain a copy of the latest QMP template that relates to your organization type
(i.e. agency, corporation, or municipality).

Save a copy of the draft QMP once it has been completed to a local drive to upload to Council
Connect later.

b. Draft Transition Plan — Municipalities and Corporations Only
A draft transition plan, based on the Council’s template, must also be provided (by
municipalities and corporations only) in order to submit the application for accreditation. A
copy of the transition plan template can be obtained by contacting the Accreditation
department at Accreditation@safetycodes.ab.ca.

Save a copy of the draft plan once it has been completed to a local drive for upload to Council
Connect later.

c. Signed Municipal Council Resolution — Municipalities Only
If the application is being made by a municipality, a signed resolution of their municipal
council supporting the request to become accredited is required. The resolution can be
submitted at the beginning of the application process, or, with the final transition plan.

If a municipality chooses to provide the Council Resolution later (when an application is ready
to submit in Council Connect) please contact the Council at accreditation@safetycodes.ab.ca,
or toll-free at 1-888-413-0099. Council staff change a setting in Council Connect so that the
application can be submitted online (explained in detail in a step below) without first
receiving the resolution.

2. Log into Council Connect

a. Theindividual submitting the request must be the organization’s QMP Manager or other
representative that has the appropriate permissions (authorized representative) in order to
view the organization’s dashboard in Council Connect.

b. Refer to the SOP called Sign In, Sign Out, and Change Password for more information on
logging into Council Connect.
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3. Access Organization Dashboard

a. After logging in to Council Connect you will see the My Dashboard page. If you are set up as
an Account Admin or as a QMP Manager for your organization (or multiple organizations),
you will see an Organization Info tab at the top of the My Dashboard page, where you can
access the organization information.

" Tip:  If a hyperlinked organization name appears below the logged in user’s name in the Profile Details
area (center panel) of the My Account/My Dashboard page, the Organization's dashboard page
can be accessed by clicking the link.

b. From the My Dashboard page, navigate to the desired organization’s dashboard:
i.  Click the Organization Info tab,

Council C,I'Jru'let‘t: Wéeicome, Sparky The Electrician (€ Sign Out) W Cart &5 My Account

My Account  Organization Info  Courses/ Exams Leaming Path  Online Store  Credenfial Search  Help

—CTD

A Profile Details & My Account Links

Name: Sparky The Electrician My Dashboard

Organization: My Eastern Corporation My Cantact Information
My Appications

v My Requests
5023 - 48 Strest My Cerlification & DOP
LUoydminster T58 3N2 Go To Onling Training

CANADA My Transcripts

My Financial Transactions

r number: 220974 My Courses/Exams
ster, AB TSE 3NZ CANADA Change My Password
My Tax Information
sparkyseo@mailinator.com

# Edil Contact Info

B Organizations You Manage v
¥ My Applications
Application Type Discipline Level  Start Date PreGual Submit Date PreGual Review Date Application Submit Date Completion Date Status
¢ Apply Now

“ My Courses/Exams

Event Name Event Type Event Category Reg Date Scheduled Date Completion Due Date Status
¥ My Requests
Request Date Status Activity Reason Document

OR
ii. Ifthelogged inindividual is affiliated with several organizations, click the Organizations

You Manage heading (below the photo area) to expand the list and display a link to all
related organizations.

|E Organizations You Manage E

My Eastern Corporation Wainwright, AS T3R 4H5 QMPF Manager - Electrical Discipline Corporation # Edit

My Southeastern Municipality Calgary, AB TZF 3RT QMF Manager - Electrical Discipline Municipality # Edit
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iii. Click the link to the desired organization to display that organization’s dashboard.

B Organizations You Manage m v
My Eastern Corporation Wainwright, AB T3R 4H5 QMP Manager - Electrical Discipline Corporation # Edit

My Southeastern Municipality Calgary, AB T2P 3R7 QMP Manager - Electrical Discipline Municipality # Edit

iv. The dashboard of the selected organization will display.

Vilelcome, Sparky The Electrician (€ Sign Out) W Gart &= My Account

uncil Connect

My Account =~ Organization Info  Courses/ Exams Leaming Path  Online Store  Credential Search  Help

Organization Dashboard ¢ GoBack

You have access fo mulliple organizations
[ Change organizations |

B Details ‘our role: QMP Manager - Electrical Discipline & My Account Links

Name: |My Eastern Corporation Wy Organization Dashboard
Type: Brporation My Organization Information

Wy Appiications

¥ 29 Hemmings Close My Accreditation Status
Wainuright, AE T2R 4H5 Wy DOF List
My QWP
My Organization Contacts

My Financial Transactions
Customer Number: 229883 Wy Request
DO 5874581547 Wy Communications
Wy Audit Report

¥ My Accreditation Status

Discipline Accreditation Number Scope Order Number Status Accreditation Date Issue Date Effective Date Order O Accreditation

“ My Open Applications

Application Type Start Date Status
£+ Apply Now
¥ QMPs
QWP Status Received Date Approved Date Accreditations Document QMP Manager

c. Toselect a different organization, click the Change organizations link at the top of the
Organization Dashboard.

My Account  Organization Info  Courses/ Exams Leaming Path  Online Store  Credential Search  Help

Organization Dashboard <€ Go Back

tions
Click here to change organization

[ Change organiz:
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4. Start Application Process

a. Inthe My Open Applications (lower part of the page):
i.  Click the Apply Now button to initiate an application to become accredited.

+ My Open Applications ]

Application Type Start Date Status

' Click Here >_ 3 Apply Now

b. From the Accreditations page — Accreditation Application section:

i.  Click the Learn More button to proceed to the next step in the application process.

My Account  Organization Info  Courses/ Exams Leaming Path ~ Online Store  Credential Search  Help

Accreditations

Accreditation Application Learn More

Agencies, corporations, and municipalities that have never been accredited under the Act must apply to bacome accredited under this application process. A fee will be charged to process this application

c. From the Applications page review the application information and click the Apply Now
button to proceed to the next step.

Applications

Accraditation Application Apply Now

Agencies, conporations, and municipalities® can seek to become accredited under the Safety Codes Act in the building. electrical. fire, gas. and plumbing technical disciplines. ’
A Required Documents.

‘Organizations submitting this application this must provide the documents listed below.

1.Council Connect Organization Setup Form

= This form must be provided in order to initiate the accreditation process. The form can be found here.

2. Draft Quality Management Plan (QMP)

— A rediined version of the QMP template detasiling any proposed changes being requested by the organization. The QMP template can be found here.

3. Draft Transition Plan

— A redlined version of the Transition Plan Template completed with the requisite information. The Transition Plan template can be found here.

4. Municipal Resolution — Municipalities Cnly

= Municipalities must submit a signed resolution of their municipal council supporting the application to become accredited. The resolution can be submitted at the beginning of the application process, or, with the final

signed QMP.

B. Application Fee
All applications for new accreditation will be charged a fee of $150 per discipline in which they are seeking to become accredited.
— For example, if an organization is submitting an application to become accredited in building, electrical, fire, gas, and plumbing, a fee of 750 will be assessed.

Joint acereditation appfcations will be assessed the same fee (5150 per dizcipling) regardiess of the number of municipalities participating.

C. New Joint Accreditation Applications
A lead municipality must be designated to act on behalf of the other member municipaliies within 3 joint accreditation. The lead municipality is responsible for submitting the required documents, application fee, and the

municipal council resolutions.

Contact the Accreditation Depariment toll free at 1-888-413-0009, or, by emai at Accreditatior y ab.caif i or further information is required. More information on this application process can be found

on the Council's website here.

“Flaase Mote: Regional Service Commissions and Métis Settlements are includad within the tarm “municipality.”

d. Ascreen showing the application requirements will appear.

i. The requirements that must be completed in order to submit the application for the
Administrator’s review are distinguishable by a pink cell background and pencil icon
status.
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. Inthe Accreditation Application process, all organizations are required to provide a draft
final QMP, and a draft and final Transition Plan.

iii. The Application Fee, QMP Final and the Transition Plan Final requirements are locked
and cannot be completed until later.

My Account Organization Info Courses/ Exams Learning Path Online Store  Credential Search Help

Organization Name: My Eastern Corporation

Application Type: Accreditafion Applicati
Status: Pending Info
Start Date:  08/21/2019
Submit Date:

Transition Plan & Transition Plan rd

= = QMPFinal

GMPDraft 4 Application Fez I

@ Locked  #Unlocked o Completed O Under Review @ Further Action  + Mat

Requirement Status

i Transition Plan Final Pending Draft

Transition Plan Draft

s A transiticn plan is required to manage the transfer of responsibility for the of the Act from one accredited organization fo another, or from an Pending Document
- accredited organization to the Alberta Safety Codes Authority. The plan identifies things such as any outstanding or open permits and who will be responsible Upload

for managing them te closure.

QMP Draft
s The QMP draft is the working document that is prepared by the crganization before being approved by the Administrater of Accreditafion. The draft is based Pending Document

on the OMP template posted on the Council's website. The draft must be submitied as a redline version showing the changes that have been made to the
QMP template.

Upload

Application Fee
The fee associated with a new accreditation application is 5150 per discipline. Payment of the appropriate fee is required before an application will be

a processed. Further detail on the fee payable can be found on the Council's website. Pending Payment

QMP Final

a The finalized version of the QMP must be signed by the apprepriate organizational officials, such as the Chief Elected Official and Chief Administrative Officer
with a icipality. and d to the A ditation for final review and approval. In the case of a municipality the finalized QMP must be
accompanied by a resclution of that municipality's council.

Pending Draft

ator of A

5. Complete Application Requirements

Select a requirement to complete:

a. Click the requirement from the Dashboard’s Application Requirements tabs ribbon.

My Account Organization Info Courses/ Exams Learning Path  Online Store  Credential Search Help

Organization Name:
Application Type:

My Eastern Corporation
Accreditafion Application

Status: Pending Info Click Here
Start Date: 08/21/2019
Submit Date:
Dashboard Eﬁ;fi“" Flan -] TD";;‘:“"’" REI £ owPoEr Application Fez I aMPFinal

@ Locked #Unlocked 5 Completed QO Under Review @ Further Action  + Met

OR,
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b. Click the requirement name (blue hyperlinked text) from the Requirement list section below.

Dashboard E::me Flan -] TD";;‘:“"’" 75 £ awomr  # Application Fee I aMPFinal i

@i Locked #Unlocked v Completed QLUnder Review @ Further Action Mt

Requirement Status

@ Transition Plan Final Pending Draft

Transition Plan Draft
sition plan is required to manage the transfer of responsibility for the inistration of the Act from one accredited organization o another. or from an Pending Document
accredife ' 2 Alberia Safety Codes Authority. The plan identifies things such as any outstanding or open permits and who will be responsible Upload

for managing them to closure. Click Here

» The QGMP draft is the ing d t that is prep by the crganization before being app by the Administrator of A ditation. The draft is based Pending Document
- on the QMP template posted on the Council's website. The draft must be submitted as a redline version showing the changes that have been made to the Upload
QMP template.

Application Fee
The fee associated with a new accreditation application is $150 per discipline. Payment of the appropriate fee is required before an application will be

i processed. Further detail on the fee payable can be found on the Council's website. Pending Payment
QMP Final

a The finalized version of the QMP must be signed by the appropriate organizational officials, such as the Chief Elected Official and Chief Adminisirative Officer Pending Draft
with a icipality, and d to the Administrator of A ditafion for final review and approval. In the case of a municipality the finalized QMP must be g

accompanied by a resolution of that municipality's council

c. Inthe example shown above, clicking the QMP Draft requirement will present a document
upload screen for the applicant to attach a copy of the draft QMP to the application.

6. Document Upload

a. From the document upload window, click the Add Document button.

edited organization to the
1anaging them to closures .

“+Add Document

Add - Customer Document x

b. From the Add — Customer Document page: Add Document

i. Click the Choose File button to browse
for the desired file bicc DaraFssccred Broee. |

Required
** Please don't use special character '&' in the file name

Document Description

Version 1|

Required
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o Tip:  Uploaded files cannot be deleted. To replace an uploaded file with a different version,
simply repeat the upload steps above. The system will append the next incremental
number to the end of the filename and remove the original file from the document list.

ii. Select the file to be uploaded. Once Name
selected click Open Archive

iii. Add a description to the field (e.g. [ Building 00A
Version 1) @ CORES report

[&d DOP Cert

DRAFT OMP |

= DRAFT Transition Plan

All Files ~

iv. Click the Save button to complete the

upload.
Add Document

HACC Demo Files\Accrer  Browse.

d Reguired
** Please don't use special character '&' in the file name

Document Description:

Wersion 1|

1 Required

c. The uploaded file will display in the list of Documents at the bottom of the screen.

¥ Documents

Document Description Uploaded
229983-QMPDr-1 Version 1 Aug 21 2019 2:08PM

d. Uploaded files are automatically named by the system. The naming format is the Customer
ID number followed by a description of the document and an auto-incrementing number.
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After a requirement step has been completed, review the list of requirements and changed states and
statuses.

e. Click the Dashboard button in the top panel of the application screen.
From the application dashboard:

i.  The state of the QMP Draft requirement has changed from “Unlocked” to “Completed”

(thumbs up).
ii. The status next to the QMP Draft requirement list now reads “Document Uploaded.”

M Locked  # Unlocked o7 Completed O Under Review @ Further Action  « Mat

Requirement Status

@ Transition Plan Final Pending Draft

Transition Plan Draft
A transition plan is required to manage the transfer of responsibility for the administration of the Act from one accredited organization to another, or from an Pending Document

- accredited organization to the Alberta Safety Codes Authority. The plan identifies things such as any outstanding or open pemmits and who will be responsible Upload
for managing them to closure.

QMP Draft

E The QMP draft is the working document that is prepared by the organization before being approved by the Administrator of Accreditafion. The draft is based Document Uploaded
on the QMP template posted on the Council's website. The draft must be submitted as a redline versien showing the changes that have been made to the P
QMP template.

Application Fee
The fee associated with a new accreditation application is $150 per discipline. Payment of the appropriate fee is required before an application will be

i processed. Further detail on the fee payable can be found on the Council's website. Pending Payment
QMP Final
i The finalized version of the QMP must be signed by the appropriate organizational officials, such as the Chief Elected Official and Chief Administrative Officer Pending Draft

with a municipality, and forwarded to the Administrator of Accreditation for final review and approval. In the case of a municipality the finalized QMP must be
accompanied by a resclution of that municipality's council.

g. Eventhough the state is marked as completed, you can still click the requirement name to
return to the upload file dialog box (to add a different version of the file if required).

Please note: All documents listed below must be uploaded into Council Connect before the
application can proceed to payment and be submitted for review.

1. A Draft QMP must be uploaded for all organizations applying for accreditation.

2. Only municipalities and corporations must upload a Draft Transition Plan.

3. Municipalities must also upload a Signed Municipal Council Resolution.

If a municipality chooses to provide the Signed Municipal Council Resolution with the Final QMP,
please contact the Council at Accreditation@safetycodes.ab.ca, or toll-free at 1-888-413-0099.
Council staff will ensure the requirement is met in order for the application to proceed.

h. Repeat the steps above to complete the remaining application requirement steps (upload a
transition plan in the sample shown here).
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7. Submit Application
a. Once all the requirements have been completed the application is ready to submit. The
screen print on the next page shows the following elements:

i. A Submit for Review button will display on the upper right corner of the application
screen.

ii. The statuses of all requirements on the requirements ribbon and on the left side of the
requirements in the table should show as either Completed or Locked.

iii. The status of each of the requirements in the requirements table will have changed to
indicate the action has been completed (e.g. Document Uploaded; Pending Draft,
Document Approved, etc.).

My Account Organization Info Courses/ Exams Learning Path  Online Store  Credential Search Help

Organization Name: My Eastern Corporation

Application Type: Accreditation Applicati Submit for Review

Status: Pending Info

Start Date:  08/21/2019 ’/
Submit Date:
E::IS““’" bla - TD';‘:“"’" Flan [ GMP Ot MY Application Fee M aMPFinal

@ Locked #Unlocked 5 Completed O, Under Review @ Further Action  + Mat

Requirement Status

i Transition Plan Final Pending Draft

Transition Plan Draft

A fransition plan is required to manage the transfer of responsibility for the administration of the Act from ene accredited organization fo another. or from an
accredited erganization to the Alberta Safety Codes Authority. The plan identifies things such as any outstanding or open permits and who will be responsible
for managing them te closure.

Document Uploaded

QMP Draft

The QMP draft is the working document that is prepared by the crganization before being approved by the Administrater of Accreditation. The draft is based
on the QMP template posted on the Council's website. The draft must be submitied as a redline version showing the changes that have been made to the
QMP template.

Document Uploaded

Application Fee
The fee associated with a new accreditation application is 5150 per discipline. Payment of the appropriate fee is required before an application will be

i processed. Further detail on the fee payable can be found on the Council's website. Pending Payment
QMP Final

a The finalized version of the QMP must be signed by the apprepriate organizational officials, such as the Chief Elected Official and Chief Adminisirative Officer Pending Draft
with a municipality, and d to the Administrator of Accreditation for final review and approval. In the case of a municipality the finalized QMP must be g

accompanied by a resclution of that municipality's council.

b. Click the Submit Application button to advance to the finalize steps to submit for review by
the Council.

Proceed to payment
c.  Onthe Application Submission screen shown below, click the link provided (1) to review
Council’s refund policy if desired.

d. Click the “l agree to the Terms and Conditions” (2) checkbox to display the Next button.
e. Click Next (3).
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Organization Info  Courses/ Exams Leaming Path  Online Store  Credential Search  Help

Accreditation Submission | F== Refund Poiicy: Tems anc Conditions

Please review the Safety Codes Counc

| agree to the Terms and o

Conditions

9 - anest

f.  Review the information provided on the FOIP screen, click the link provided (1) to review
Council’s policy if desired.

g. Click the “l agree to the Terms and Conditions” checkbox (2) to display the Next button.
h. Click Next. (3).

Accreditation Submiss ionl Gonsent to Callect, Uss and Disclose Personal Info | o

The collection of personal information on this system is authorized under section 33(c) of the Freedom of information and Protection of Privacy (FOIP} Act. This
personal information will be used to support the administration and delivery of certification, accreditation, and training programs, and for program evaluation and
planning purposes. Please direct questions conceming the collection of this information to the Manager, Policy and Legislation at the Safety Codes Council,

Suite 500, 10405 Jasper Ave. NV, Edmenton, Alberta, T5J 3N4, Telephene: 780.413.009% or Toll free 1.688.413.0099

Cancel

i.  Onthe Accreditation Selection screen, place a check in the box to the left of the discipline(s)
being applied for and click Continue.

¥/ < ;
Accreditation Selection | accrdistion seiection

Please indicate the disciplines you would like to be accreditated.

Disc e Description

(@ | Building Ac itation in the electrical if can be sought to administer: All parts of the: * Alberta Building Code, and * National Energy Code of Canada for Buildings. OR Only those parts of the Alberta
Building Code pertaining to small buildings being 2 storeys or less in height. having a building area of 600m2 or less and used as major occupancies classified as Group C - residential, Group D -
business and personal services, Group E - mercantile, or Group F2 and F3 - medium and low hazard industrial

@ | Electrical itation in the electrical discipline can be sought to administer: All parts of the: * Canadian Electrical Code Part 1. and * Cede for Electrical Installations st Oil and Gas Facilities AND/OR
Alberta Electrical Utility Code

@ | Fire Accreditation in the fire discipline can be sought to administer: All parts of the: * Alberta Fire Code, and * Fire ion (cause and ci ) Or All parts of the: * Alberta Fire Code except for
those requirements pertaining to the installation, slteration. and removal of the storage tank systems for flammable liquids and combustible liquids, * Fire igati (cause and ci 1cE)
AND Fire Prevention Programs (optional) » Public education

@ | Gas Accreditation in the gas discipline can be sought to administer: All parts of the: * Natural Gas and Propane Installstion Code. * Propane Storage and Handling Code, and * Compressed Natural Gas
Fueling Stations Installation Code; Excluding the: * Installation Code for Propane Fuel Systems and Tanks on Highway Vehicles, and * Natural Gas for Vehicles Installation Code — Part 1Compressed
Natural Gas.

@ | Plumbing itation in the i iscipline can be sought to administer: All parts of the: * National Plumbing Code of Canada, and * Private Sewage Disposal System Standard of Practice.

Continue

j. The system will tally the fees based on the number of disciplines applied for (one fee per
discipline) and will present the grand total in the shopping cart for payment.

k. The subtotal of all fees is presented in the Cart Total area of the screen. Click the Check Out
button to proceed with the purchase.
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Online Store Shopping Cart

Return to Organization Dashboard =~ Continue to Shop JREEE e

Line ltems x
ftem Discipline Quantity  Price Tax Shipping NetTotal Paid Amount Balance Due

] Order of Accreditation Application Fee Building v 1.00 150.00 0.00 0.00 150.00 0.00 150.00

(] Order of Accreditation Application Fee Electrical v 1.00 150.00 0.00 0.00 150.00 0.00 150.00

® Order of Accreditation Application Fee Fire v 1.00 15000 0.00 0.00 150.00 0.00 150.00

® Order of Accreditation Application Fee Gas v 1.00 15000 0.00 0.00 150.00 0.00 150.00

® Order of Accreditation Application Fee Plumbing v 1.00 150.00 0.00 0.00 150.00 0.00 150.00

Cart Total
Subtotal:  750.00
Total tax.  0.00
Total shipping:  0.00
Net Total: ~ 750.00
Total Paid:  0.00
Balance Due:  750.00

All Amounts are in Canadian Dollars

Return to Organization Dashboard =~ Continue to Shop JREEE e

I.  Review the details in the Customer Information area of the check out screen. Click the Org
invoice contact field to select which organization contact should be noted on the transaction
(this person will receive the email confirmation of the order).

Customer Information

Due to one or more products contained in the cart, this is an erganization invoice

Bill To: My Eastern Corporation
Use this phone: 5874581547 T
Send confirmation email: Please select v +

Billing Information

Bill to:

Pick your billing address:

Bill to:

Last save date: 2019-08-21

My Eastemn Corporation

Flease select v |

Please select

Elecirician Sparky The /OMP Manager - Electrical Di

Office Manager Alex The /Account Admin

Required

My Eastern Corporafion
1876 - 44 Street
Wainwright AB T3R 4H&

CANADA
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m. Complete and review the payment details. When satisfied, click the Continue button.

)
Sayment Information
Payment amount  750.00
Payment method Mock-Visa v
Cardholder's name Janet Smith
Credit card number

Experation date v

Imvoice total:  750.00

n. Click the Submit Order button to finalize the purchase.
0. A confirmation screen will appear once the transaction has been finalized.
i.  Click the Print this page button to print a copy of the confirmation screen.

ii. Click Continue Shopping to make additional purchases if desired. Otherwise, click one
of the menu options at the top of the screen to perform other activities including
returning to your home page by clicking the Return to Organization Dashboard button.

(Cickrers )
Retum to Organization Dashboard | Continue Shopping
Item Discipline Price aty Tax Shipping \
Order of Accreditation Application Fee  Building 150.00 1.00 o0 00 @
Order of Accreditation Application Fee  Elecirical 150.00

Online Store Shopping Cart

1.00 000 000
Order of Accreditation Application Fee  Fire 150.00 1.00 0.00 0.00 %
Order of Accreditation Application Fee Gas 15000 1.00 000 000
Order of Accreditation Application Fee  Plumbing 150.00 1.00 0.00 0.00

Thank you for your order.
Confirmation #: PTDITK50

Invoice #:230030

You may print this page for your records.

Billing/Shipping Information

p. Once the payment of the fees for the application has been made, the submitted application
can be viewed by clicking the View Application link under My Open Applications on the
organization’s dashboard.

Last save date: 2019-08-21 Page 14 of 20
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My Account = Organization Info Courses/ Exams Leaming Path  Online Store  Credential Search  Help

Organization Dashboard < GoBack

‘ou have access to mulfiple organizations
[ Change organizations ]

B Details our role

P Manager - Electrical Discipline & My Acceunt Links

Name: My Eastern Corporation My Organization Dashboard

Type:  Corporation ion Infrmation

¥ 25 Hemmings Ciozs My Accreditstion Status
Wainwright, AB T3R 4H8 My DOP List
My QMP

My Organization Contacts

My Financial Transactions
Customer Number: 229983 -

B s87-458-1547 My Communications
My Audit Report

¥ My Accreditation Status

Discipline Accreditation Number Scope Order Number Status Accreditation Date Issue Date Effective Date Order Of Accreditation

| ¥ My Open Applications |

Application Type Start Date Status
Apsreditation Application 082172018 Under Review

’ ¥ QMPs
- R Pk Rt S .

g. The status of the application itself will have changed automatically to Under Review and the
Submit date field will populate with the date the payment was made.

r. The requirements will also display with an updated state and status (e.g. Application Fee
shows a Met state and a Paid in Full status).
My Account  Organization Info Courses/Exams  Learning Path  Online Store _ Credential Search _ Help

‘Organization Name: My Eastern Corporation

Accreditation Application

Dashboard T ;ﬁ:"‘“"""““‘ ] L’;’;"“’"P"“ Q  awomr Q Application Fez~ #* owPFinal

@ Locked  #Unlocked ¢ Completed Q Under Review @ Further Action o Mat

Requirement Status

i Transition Plan Final Draft Under Review

—— Transition Plan Draft
Q A transition plan is required to manage the transfer of responsibility for the administration of the Act from one accredited organization fo another, or from an
accredited organization to the Alberia Safety Codes Authority. The plan identifies things such as any outstanding or open permits and who will be responsible
for managing them fo closure.

Under Review

QMP Draft

Q The QMP draft is the working document that is prepared by the organization before being approved by the Administrater of Accreditafion. The draft is based
on the QMP femplate posted on the Council's website. The draft must be submitted as a redline version showing the changes that have been made to the

QMP femplate.

Under Review

Application Fee
The fee associated with a new accreditation application is £150 per discipline. Payment of the appropriate fee is required before an application will be

«” | processed. Further detail on the fee payable can be found on the Council's website Paid in Full
QMP Final

a The finalized version of the QMP must be signed by the appropriate organizational officials, such as the Chief Elected Official and Chief Administrative Officer Draft Under Review
with a ipality, and to the i of for final review and approval. In the case of a municipality the finalized QMP must be

accompanied by a resolution of that municipality's council

Last save date: 2019-08-21 Page 15 of 20
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s.  If you wish to make a change to an application that has been submitted, contact the council
by phone or email or by submitting a request through the Information Request under the
Help menu/Contact Us menu in Council Connect.

Council Connect

I

My Account | Organization Info Courses/ Exams Learning Path  Online Store  Credential Search  Help

Council Connect Welcome, Sparky The Electrician (€ Sign Out) W Cart 2 My Account

My Account  Organization Info  Courses/ Exams Leaming Path  Online Store  Credential Search  Help

Individual Information Request veu inamaien
Name:  Sparky The Electrician

Select the name of the
organization the request
is being logged on
behalf of

Customer Mumber 229974

On Behalf of My Eastern Corporation v
Organization:

Explain Your Request

Activity
Reason: Choose Accreditation Enquiries I
Summary: |
Choose New
Accreditation
- - 4
Detail

Upload File:  Please don't use special character '& in the file name

Thooss Fie | o file chosen

Email confirmation?

£

8. Monitor Application Status

a. Applications that have been submitted and are being processed by Council staff will display
under the My Open Applications group on the organization’s dashboard in Council Connect.

i.  The starting status is “Pending Info.”

ii.  Once all initial requirements have been completed and the application has been
submitted for council review, the status will be set to “Under Review.”

iii. Once the Council has completed their review, the status will be set to “Completed.”

Last save date: 2019-08-21 Page 16 of 20
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b. Click the View Application link to continue working on the application or to review the
submitted application.

| “ My Open Applications |
Application Type Start Date Status m

Accreditation Application 10/11/2018 View Application

9. Request for Further Information

a. Asthe Council reviews and processes an application, edits to the draft QMP, draft Transition
Plan, additional information, and/or documentation may be requested.

b. The Council will send an email notification to the organization’s representative detailing the
additional action required in order to continue processing the application.

Instructions to respond will be included in the Council’s email.

d. The requirement step in Council Connect may also be unlocked so that the organization’s
representative can provide the necessary information/edits using the same process as used
when the application was initially submitted.

e. Monitoring the status of the application (see 8. Monitor Application Status above) will also
alert the organization’s representative of the need to provide further information.

Organization Name: My Eastern Corporation
Application Type: Accreditation Application
Start Date: 08/21/2019
Submit Date:  03/21/2013

Translfion Ptan & Tranaltion Fan [}

A v
== = amporn @ ppilcation Fee amp Final

Dlmﬁ

@ Locksd 4 Unlocksd o Complstsd CLunder Review @ Further action  + Met

Requirement Status

@ Transition Plan Final Draft Under Review

Transition Plan Draft

A fransition plan is required to manage the transfer of responsibility for the administration of the Act from ene accredited organization to ancther, or from an
Q accredifed organizafion to the Alberta Safety Codes Authority. The plan idenfifies things such as any cutstanding or open permits and who will be responsible

for managing them to closure.

Under Review

QMP Draft

o The QMP draft is the working document that is prepared by the ization before being app d by the Admini of ditation. The draft is based Additional Info
on the QMP femplate posted on the Council's website. The draft must be submifted as a redline version showing the changes that have been made to the Required
CMP template.
Application Fee
The fee associated with a new accreditation ication iz 5150 per discipline. Payment of the appropriate fee iz required before an application will be

«" processed. Further defail on the fee payable can be found on the Council's website. Paid in Full
GMP Final

i The finalized versicn of the OMP must be signed by the appropriate organizational officials, such as the Chief Elected Official and Chief Adminisirative Officer Draft Under Review

with a municipality, and forwarded to the Administrator of Accreditation for final review and approval. In the case of a municipality the finalized QMP must be
accompanied by a resolution of that municipality's council.

Last save date: 2019-08-21 Page 17 of 20
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10. Notification to Submit Final Documents

a. Once the draft QMP and draft transition plan have been reviewed and signed off by the
Administrator, the organization’s representative will be notified to submit a finalized signed
version.

b. The QMP final document and the transition plan (Final) will be unlocked. The organization’s
representative will provide the finalized signed QMP by following the same steps as outlined
above in section 5. Complete Application Requirements and 6. Document Upload.

Organization Name: My Eastem Corporation
T ] -
Status:  Under Revieu
Start Date: 081212019
Submit Date: 0872112019

The DRAFT document
requirements have now
been met

Transition Pan 7 Transltion Pian . S . s
e gl = v awonn ¥ sppucatanres o aueFma |

@ Locked 4 Uniocked & Compisted QL Under Review @ Further Zafion Mt

Requirement Status
- Pending Documen
Transition Plan Final
ransition Plan Final Upload

Transition Plan Draft
" A transition plan is required to manage the transfer of responsibility for the administration of the Act from one accredited organization fo another, or from an Document Approved
aceredited organization to the Alberta Safety Codes Authority. The plan identifies things such as any oulstanding or open permits and who will be responsible PP

for managing them to closure

Dastbcara

QMP Draft
v The QMP dra is the working document that is prepared by the organizalion before being approved by the Administralor of Accreditation The draft sbased o
on the QMP template posted on the Council's website. The draft must be submifted as a redline version showing the changes that have been made to the P

QWP template

Application Fee
The fee associated with a new accreditation application is 5150 per discipline. Payment of the appropriale fee is required before an application will be
«" processed. Further detail on the fee payable can be found on the Council's website. Paid in Full

QMP Final

The finalized version of the QMP must be signed by the appropriate organizational officials, such as the Chief Elected Official and Chief Administrative Officer Pending Document
with @ municipality, and forwarded to the Adminisirator of Accreditation for final review and approval. In the case of a municipality the finalized QMP must be. Upload
accompanied by a resolution of that municipality's council

11. Notification of Decision

a. Once the application has been fully processed to completion, the status of the application
will be changed to Completed. A written notice and the signed QMP and Transition Plan will
be sent by mail to the organization’s representative.

b. Applications that have been completed will be listed in the My Applications screen of an
organization’s dashboard.

c. Click My Applications in the My Account Links menu.

Organization Dashboard < GoBack
Change organizations |

B Details A & My Account Links

Name: My Eastern Corporation
Type: Corporation

9 89 Hemmings Close
Wainwright, AB T3R 4H6

Customer Number: 229983
Accreditation Number: C124388
0 sa7-4s8.1547

Last save date: 2019-08-21 Page 18 of 20
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d. If not already expanded, click the V icon next to the My Completed Applications title to
display a list of the organization’s completed application.

My Applications (My Eastern Corporation) My Account Menu ~

¥ My Open Applications

Discipline Application Type Start Date Status

£+ Apply Now
¥ My Completed Applications
Discipline Application Type Start Date Status
Building, Gas, Fire, Electrical, Plumbing, Accreditation Application 08/21/2019 Completed

12. To View or Print Orders of Accreditation or QMP.

a. Click on the My Accreditation Status link or List on the main Organization Dashboard.

b. Under the My Accreditation Status, click on the certificate under the Order of Accreditation.
For your QMP, under the QMPs, click the document under Order of Accreditation to view
the Order of Accreditation certificate.

Organization Dashboard <€ Go Back

You have access to mulliple organizations
[ Change organizations |

B Details Your role: @MP Manager - Elecfrical Discipline & My Account Links
Name: My Eastern Corporation My Organization Dashboard
Type:  Corporation My Organization Information

My Applications

v 85 Hemmings Cloze
Wainwright, AE T3R 4H§

My O 15t
My CMP
My Crganization Contacts

My Financial Transactions
My Requests

Customer Number: 228583
Accreditation Number: C124388
0 587-458-1547

My Communications
My Audit Report

Accreditation Maintenance

(Click links here to view 1
or print the order

I + My Accreditation Status I k certificate

Discipline Accreditation Number Scope Order Number Status Accreditation Date Issue Date Effective Date Order OF Accreditation
Building C124283 fui TDe42010 Active 08/2172019 082172018 08202018 C124288-BldgOrder
Gas C124283 ful TDe42012 Active 08/21/2019 082172018 082072018 C124288-GasOrder
Fire C124283 fui TDe42012 Active 08/2172019 0B/20/2018 08202018 C124288-FireOrder
Electrical C124388 ful TE420M Acdive 082072018 0B/21/2012 0B/20F2012 C124283-EleOrdar
Plumbing C124283 fui TDE42014 Active 08/2172019 0B/20/2018 08202018 C124288-PlOrder

Last save date: 2019-08-21 Page 19 of 20
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c. For your QMP, click on the My QMPs link on the main Organization Dashboard page.

Organization Dashboard

[ Change organizations |

B Details

Customer Number: 225983
Accreditation Number: C124388
0 s&7-458-1547

Name:
Type:

My Eastern Corporation

Corporation

85 Hemmings Close
Wainuright AE T3 4HE

£ GoBack

& My Account Links

My Organization Dashboard

My Finanei ransactions
My Requesis
My Communications

Ny Audit Report

Accreditation Maintenance

d. Orclick on the QMPs list on the main Organization Dashboard.

¥ QMPs . . .
I_I Click links here to view
QMP Status Received Date Approved Document QMP Manager

Approved 0g/21/2018 osl21/2019

C124383-Fire_QMP Electrician Sparky The

Approved 08/21/2012 08/21/2019 C124383-Main-QMP Electrician Sparky The

Deleting or Cancelling an Application for Accreditation

Contact the council (by email or by phone) to delete or cancel an application for Accreditation,
regardless of the status of the application (e.g. in Progress or submitted).

If assistance or further information is required on the application process, you can contact the
Accreditation Department toll free at 1-888-413-0099, or by email at Accreditation@safetycodes.ab.ca.
Further information on accreditation under the Safety Codes Act can also be found on the Council’s
website here.

Related Steps

Once the New Application has been processed, the organization’s representative must apply for
Designation of Powers (DOPs) through a separate application process. A fee is charged per discipline per
individual SCO or permit issuer for a DOP.

Reference the Apply for SCO Designation of Powers document on the Council Connect website for
more information on applying for a DOP.

Last save date: 2019-08-21 Page 20 of 20
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