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2020 Annual Internal Review — Instructions 

To locate/complete the 2020 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 through; if it is your first time logging 
in or your forgot your password, please click on Forgot your password? and enter your email 
address. A link will be emailed to you which will allow you to create a new password.

https://councilconnect.safetycodes.ab.ca/eWeb/DynamicPage.aspx?WebCode=LoginRequired&expires=yes&Site=scc
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3. To access 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 Maintenance 
found under My Account Links on the right of your screen.

Tip:  If the AIR form has been already opened, either by your organization or Council Staff, then you 
will be able to access it on the Organization Info page by scrolling down to My Open Applications and 
selecting Continue Application. 
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5. Then choose the applicable year & discipline(s) and then click on Apply Now

Tip: This allows QMP Managers to fill out and submit a discipline specific AIR 

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.

Tip: The only documents the Council requires uploaded are documents related to Non–Conformance & Corrective 
issue (Corporations only). The Council no longer requires organizations to upload any other supporting documents 

Sonia.McQueen
Text Box
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Accreditation Information 
Agencies: 

 

 

 

 

 

Enter name of Owner and Job Title 

Select QMP Manager and enter the 

Job title 

Selecting Yes for ASCA contracts 

allows a table to appear in the form 

Selecting the correct Number of 

Active Contracts generates entries 

to appear in your form 

Selecting No for Sub Contract will 

override the 1 in the number of 

Active Sub Contracts; Sub Contracts 

table will Not generate 

Corporations: 

 Enter number of Staff; Number of 

industrial Sites; and the Approxi-

mate size of your largest industrial 

site 

 Select the number of Contracted 

Agencies to generate enough     

entries in the form  

Joint Municipalities: 

 Enter the name of the lead munici-

pality, lead QMP Manager and job 

title of current position. 

 Enter the correct range of Contract-

ed Agencies to generate enough 

entries in the form. 

Municipalities: 

 Enter population if the number is 
empty or incorrect 

 Enter the correct range of Contract-
ed Agencies 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. 
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Member Municipality Information 

Joint Municipalities: 

 Review the Member Municipality Information 

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 

Agencies: 

 Enter in the amount of total Permit activity  

 If Yes was selected for ASCA contracts, another chart will be 

available to enter specific ASCA 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 
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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 

 Selecting yes or no answers may cause other Questions below to be blanked out 
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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 blanked out. 

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 

Organi-

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

code; leave the Storage Tank System 
questions unselected  

Joint Municipalities & Municipalities: 

 

 

 

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

tion’s QMP. 

Select Yes or No based 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.  
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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 
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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 discipline’s 

information has been entered 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 completed 

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 
discipline’s information 
is entered 

 Selecting Save & Next 
will move you to the next 
section outlined by the 
blue hyperlinks on the 
left side of the screen 

 Select Save & Next when 
this section is fully  
completed  

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.  
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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 



2021 

Last save date : 2021-01-26 Page 17 of 18 

Signature, Terms & Submit Form  

7. Sign, date and Submit for Review.

8. Review FOIP, 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.
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Questions and Issues Answered

Would like to be able to update 

contacts on the Annual Inter-

nal Review Form.  

For Active Sub-Contracts, we 

are unable to Choose Zero. 

I cannot find the form that I 

opened under  My 

Accreditation Maintenance. 

I cannot locate the Annual 

Internal Review Form.

While looking for information to 

enter, the System times out 

rather quickly.

If the Annual Internal Review form has been already opened,    

either by your organization or Council Staff, then you will be able 

to access it on the Organization Info page by scrolling down to My 

Open Applications and selecting Continue Application. 

There are a few more reasons that you may not be able to locate the   

Annual Internal Review: 

 You are not on your Organization’s Dashboard 

 You do not have the correct permission to access the form 

 You are part of a Joint Municipality and only the Lead Municipality 

can Complete and Submit a Annual Internal Review 

If the Form times-out to quickly, you can print off a copy of the 

form so that you can better prepare the information that must 

to be entered in the online form and submitted through    

Council Connect 

Organization s are not able to update their contact information on 

Council Connect.  If any changes are required, please email the   

Accreditation Department at accreditation@safetycodes.ab.ca with 

necessary corrections.*   

Selecting No for Sub Contract will override the 1 in 

the number of Active Sub Contracts; Sub Contracts 

table will Not generate 
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