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To locate and complete the Annual Internal Review (AIR): 

 1.Login to  Council Connect located at: https://councilconnect.safetycodes.ab.ca/eWeb/
DynamicPage.aspx?WebCode=LoginRequired&expires=yes&Site=scc  or follow the link 
below 

 Council Connect Login Page 

 2. Enter the email address that we contacted you though; if it is your first time logging in 
or your forgot your password, or you haven’t updated your password to meet our new 
security measures, please click on Forgot your password? The system will send an email 
to this address which will allow you to create a new password.  

Annual Internal Review — Instructions 

https://councilconnect.safetycodes.ab.ca/eWeb/DynamicPage.aspx?WebCode=LoginRequired&expires=yes&Site=scc
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3. To generate the Annual Internal Review (AIR) Form, after logging into Council Connect, please click on 
the Organization Info tab found at the top of the screen and then click on My Accreditation Mainte-
nance found under My Account Links on the right of you screen, or select the Apply Now button.  

Tip:  If the AIR form has been already been generated, you can either access the form by selecting   
My Applications or by scrolling down to My Open Applications and select Continue Application 
found across from the Annual Internal Review application.  

*The form is available to edit until the form has been signed, dated and submitted to the Council. 

  

Tip:  if there is a Yellow bar found at the top of your screen, this means that you are connected to 
multiple organizations. If you require working on a different connect organization, select Change  
Organizations found in the yellow bar, to reveal a list of other connect organizations.  

Corporation 
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5. Then choose the applicable year and Apply Now and then check the discipline(s) that you would 
like to appear on this AIR. Select Next to generate the AIR form.  

 Tip: Checking both boxes will generate 1 AIR form, checking only 1 will generate an AIR form just for that selected 
discipline(s) ; this process will need to be repeated for the unchecked discipline(s) and will end up generating 2 sepa-
rate AIR forms. This allows for different QMP Managers to fill out and submit their own discipline specific AIR. Once 
the AIR form(s) are generated, they cannot be undone or changed to include or exclude disciplines.  

4. Click on learn more located across from Annual Internal Review.  

6. To open up the Form, select the either of the Annual Internal Review Form links shown in blue. 
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Accreditation Information  
Agencies: 

Enter number of Designated employ-

ees 

Enter name of Owner, QMP Manager 

and enter the Job title for both 

Selecting the correct Number of Active 

Contracts generate  entries to appear in 

your form 

Select the Number of Active Sub Con-

tracts in the drop-down menu; this will 

provide you with the exact number of 

fields to fill-out later in the form.   

Corporations: 

Enter number of Staff; Number of in-

dustrial Sites; and the Approximate size 

of your largest industrial site 

Select the number of Contracted Agen-

cies to generate enough fields to com-

pleted later in the form. 

Joint Municipalities: 

Enter the name of the lead mu-

nicipality, lead QMP Manager and 

job title of current position. 

Select the number of Contracted 

Agencies to generate enough en-

tries in the form. 

Municipalities: 

Enter population if the number is empty 

or incorrect 

Select the number of Contracted Agen-

cies to generate enough entries in the 
form. 

  Selecting Save & Next will move 

you to the next section outlined 
by the blue hyperlinks on the left 
side of the screen 

 Selecting Save will save your 
spot in the form.  

Corporation 

 2 
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Member Municipality Information 

Joint Municipalities: 

 Review the Member Municipality Information 

Validate the following information by Confirming that: 

 Member Municipalities listed are correct 

 Municipality Contact Information is correct 

 If any of this information is not accurate:  

*Please email the Accreditation Department at accreditation@safetycodes.ab.ca with necessary corrections*   

 Enter in population size if incorrect or missing 

mailto:accreditation@safetycodes.ab.ca?subject=Municipality%20Member%20Update%20Information
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Operational Activity  

Corporations: 

 Enter information from a randomly selected file of each project and  maintenance activity files completed and closed in 2020  

 Files must be closed in the year of Review 

Agencies 

 Enter the combined total for operational activity for the agency; to generate a total in the far right row, select Save.  

 Only the disciplines that the agency is accredited in will display. 
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Operational Activity  

Municipalities: 

 Include municipality’s permit activity for the year of the review only 

 All issued Orders and Variances should have been emailed to the Accreditation Department at accreditation@safetycodes.ab.ca. 

 Numbers will be verified by Council Staff and if there are any discrepancies, they will be noted in the AIR response letter.  

Joint Municipalities: 

 Enter the total activity for your Joint Municipality; include the total of the municipalities' permit activity as listed in the Joint agreement 
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QMP Administration 

Corporations, Joint Municipalities and Municipalities: 

 Once a yes or no answer is selected, it can be changed but not unselected. 

 Questions b. and ix. are auto filled as either Yes or Not; this depends on whether or not you have stated that there are 0 or more agencies 

contracted in the Accreditation information section. 

 Once all questions are answered, select save & next to continue to the next section displayed in the menu on the left of the screen. 

The blue clickable menu on the side will adjust depending on con-

tracted agencies; if your organization does not contract an Agency 

and it was left as 0, then you will not see the additional blue links 

for: 

 Accredited Agency Contract Information 

 Agency Monitoring and Oversite  

 Agency Satisfaction which only shows up after entering 

the name(s) of the Agencies on Accredited Agency Contract 

Information page.  
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Fire Incident Reporting  

Corporations, Joint Municipalities, Municipalities: 

 Enter fire Incident reporting noting that if a 0 is entered under number of fire incidents reported the rest of the Form is blocked and does 

not require additional information.  

Corporations: 

 Complete the Fire Compliance Inspec-

tions entering the information from the 

Corporations Quality Management Plan 

and enter how many inspections were 

completed in the year being reviewed  

Fire Compliance Inspections 
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Fire Compliance Inspections 

Organization’s 

 If your organization is not  
accredited in Part 4 of the fire 

code; leave the Storage Tank Sys-
tem questions unselected  

Joint Municipalities & Municipalities: 

 Fill out the Fire Compliance Inspections table using the inspection frequency table found in Schedule C of your organi-

zation’s QMP. 

 Select Yes or No base on if your organization was able to meet your current QMP requirements  

 If No is selected for Inspections Completed to Frequency for any of the Occupancy Classifications  then an organization 

would be expected to mention this and how it will rectify this issue in the Annual Review Findings section found at 

the end of this review  

 

 

 

 

 

 

 

 

 

 

 

The only time that No is selected under In-

spections completed to frequency is when 

the organization was supposed to complete 

an inspections either because of the fre-

quency  chosen or because of a request /

complaint was made and the organization 

failed to respond.  
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Accredited Agency Contract Information 

Agency Satisfaction 

Corporations, Joint Municipalities, & Municipalities : 

 Enter the active contracts that the organization has with all Accredited Agencies along with the respective disciplines and agreed  

percentages. 

 

Corporations, Joint Municipalities, & Municipalities : 

 Agency Satisfaction must be completed 

 If you have listed more than one agency, please ensure that an agency satisfaction has been completed for all agencies listed. 

 You can move through different agency satisfactions by selecting the Agency name displayed in Blue. 

 



 

 

Last save date : 2025-02-19 Page 14 of 17  

File Information 

Corporations,  

Joint Municipalities  

& Municipalities: 

 Randomly select 1 completed  

permit from each discipline 

 Entering the described information 

for each discipline by tabbing 

through the links found above the 

permit information 

 Clink on Save after each disci-

pline’s information has been en-

tered as Save and Next will direct 

you to the next section  

 The Permit Closure Date must be 

in the year of review, if not, select 

another permit 

 If more than one SCO complete 

inspections, enter the information 

from the SCO that was last on site. 

 Selecting Save will save 
your spot in the form.  

 Selecting Save & Next will 
move you to the next sec-
tion outlined by the blue 
hyperlinks on the left side 
of the screen 
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File Review 

  
 

* Selecting Save will save your 
spot in the form.  
* Select Save after each disci-
pline’s information is entered 
* Selecting Save & Next  when 
all the file reviews for all disci-
plines are completed as this 
will move you to the next sec-
tion outlined by the blue hy-
perlinks. 
* Select the +Add Document 
button to upload a copy of a 
permit for each discipline be-
ing reviewed. 

Corporations, Joint Municipalities & 

Municipalities: 

 Using the randomly selected file from the pre-

vious section, tab through each discipline and 

answer the following questions. 

 Only Corporations are required to upload   

documents with regards to Non-Conformance 

and Corrective actions if occurred.  

Documents uploaded will show here 
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Internal Review Findings 

Agencies, Corporations, Joint Municipalities & Municipalities: 

 All organizations are expected to complete the Annual Internal Review findings. 

 If there aren’t any comments to make, please confirm this in the space provided so the Council knows that this section was not over-

looked. 

Acknowledgment and Signature 

 

 

Tip: If the Form times-out 

too quickly, you can print 

off a copy of the form so 

that you can better pre-

pare the information that 

needs to be entered in 

the online form 
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Signature, Terms & Submit Form 

7. Sign, date and Submit for Review.  

8. Review FOIP, and accept terms and conditions and click on Next. 

10. The Annual Internal Review is completed and the status will change to Under Review.  

9. Accept the Refund Policy and click on Next.  




