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1 CCCEP Number

The CCCEP Number has five parts:

and

The first four digits are the program provider number;
the second four digits are the year that the learning activity was submitted;
The next three digits are an automatically generated sequential number;
The next part of the number is a letter representing the delivery mode of the learning activity;

e The final part of the number is a letter representing the primary target audience.

H#H#HH# H#H#HH H## Letter P,TorZ
Provider Year Sequential Format Target Audience
Number Number

C = Conference

P = Pharmacist

L =Live

T = Pharmacy Technician

Study

I = Independent

B = Blended

7. = Pharmacist &
Technician (Dual
Accreditation)

In the following example, the provider is provider 1092, it was submitted in 2009, it was the 356" learning
activity submitted, it is a Live (L) learning activity, and the target audience is pharmacists (P).

Sample Number:

1092-2009-356-L-P

It is important to note that a learning activity intended to be delivered for both pharmacists and pharmacy
technicians is only submitted once, with the target audience indicated as pharmacists and pharmacy

technicians.

If the above example learning activity was submitted for both, the CCCEP number would be:

Sample Number:

1092-2009-357-L-Z
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2 Information about CCCEP Accredited Provider System

a) Log on to the CCCEP website www.cccep.ca

b) Go to the Accredited Provider section of the website for information about accredited providers and
the application process. [http://www.cccep.ca/pages/accredited provider.html]

BECOME AN ACCREDITED PROVIDER

Become an Accredited Provider Accredited Provider Application Accredited Prfmd_er Policies and
Process Guidelines

A A A

3 Login/Logout as Accredited Provider

3.1 Login
a) You need your Login Id (USERNAME) and a Password to login.

b) Go to the CCCEP Home Page (www.cccep.ca).

c¢) Click on the LOGIN button on the top right-hand corner of the Home Page.

B et £ | @ feasited Provides * | @ Cenadian Council On Contingie. X @ Horme x e a X

O £ nttps//www.cccep.ca * = @ 9

. 709-221-4082 8 CCCEP@CCCEPCA f inO

CANADIAN COUNCIL ON CONTINUING
E EDUCATION IN PHARMACY HOME | ABOUTCCCEP | CONTACT | Scorch Q

LE CONSEIL CANADIEN DE LEDUCATION CONTINUE EN PHARMACIE

LEARNING ACTIVITIES ACCREDITATION STANDARDS & GUIDELINES PROGRAM PROVIDER ACCREDITED PROVIDER PHARMACY.A

G

CANADIAN COUNCIL ON
CONTINUING EDUCATION IN
PHARMACY

The Canadian Council on Continuing
Education in Pharmacy (CCCEP) is the
national continuing pharmacy
education accreditation agency.

MORE INFORMATION

2 lype here 1o search


http://www.cccep.ca/
http://www.cccep.ca/pages/accredited_provider.html
http://www.cccep.ca/
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d) When you click on the LOGIN button the screen to the
right will appear. The category you select is “Accredited
Provider” MEMBER LOGIN

CATEGORY:

After entering your username and password, click on the
“SUBMIT” button and you will enter your “Accredited
Provider Work Area.”

3.2 LogOut

a) You use the same button to Log Out as you do to Log
In. Once you Log In, the button on the top of the page

HI, THUMS12 ACCREDITED PROVIDER WORK AREA | EDIT PROFILE L. 306-652-7790 = CCCEP@CCCEPCA f¥YinD &

CANADIAN COUNCIL ON CONTINUING
(E\ EDUCATION IN PHARMACY HOME | ABOUTCCCEP | CONTACT Q

LE CONSEIL CANADIEN DE L'EDUCATION CONTINUE EN PHARMACIE

LEARNING ACTIVITIES ACCREDITATION STANDARDS & GUIDELINES PROGRAM PROVIDER ACCREDITED PROVIDER PHARMACI

o

®

ACCREDITED
PROVIDER

ccredited Prvider Work Are

4 Forgot your Login ID or Password

a) Forgot your Login ID?

e If you have forgotten your Login Id, please send an e-mail MEMPBER LOGIN

to admin.assistant@cccep.ca, and we will send you your N

Login Id.
e Please be prepared to verify your identification as an —

authorized contact person for the Accredited Provider. P

b) Forgot your Password.

Forgot your password?
SUBMIT =

e If you have forgotten your password, CLICK on “Forgot

your password?” A password reset well be sent to you at
the main e-mail address that is on your Accredited Provider Profile.


mailto:admin.assistant@cccep.ca
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e Alternatively, please send an e-mail to admin.assistant@cccep.ca, to reset your password. Please
be prepared to verify your identification as an authorized contact person for the Accredited
Provider.

5 Accredited Provider Work Area

Upon logging in, the Accredited Provider work area page will appear. You will then have two buttons in
the blue bar at the top of the page (see orange arrows below): “Accredited Provider Work Area” (which
will be displayed automatically after logging in) and an “Edit Profile” button (details of this are
explained in section 6 of this manual).

You can visit other areas of the main CCCEP website by clicking on the various other section headings
(see green arrow below) and then return to your Accredited Provider Work Area by clicking on the
‘Accredited Provider Work Area” button.

B Newtab X | @ Accredited Provider X | @ Canadian Council On Continuine. % | @ Accredited Provider x I+ = N X

<« (] 8  https://www.cccep.ca/accredited_pr r.html Q % = e

HI, COLLEEN ACCREDITED PROVIDER WORK AREA | EDIT PROFILE , 709-221-4082 8 CCCEP@CCCEPCA f inO

CANADIANA = ONCIL ON CC‘UlNG
EDUCATIC'  (PHARMACY HOME | ABOUTCCCEP | CONTACT Q LOGOUT

m LE CONSEIL CANADIEN DE LEDUCATION CONTINUE EN PHARMACIE

LEARNING ACTIVITIES ACCREDITATION STANDARDS & GUIDELINES PROGRAM PROVIDER ACCREDITED PROVIDER PHARMACY PROFESSIONALS

G

ACCREDITED
PROVIDER

LEARNING ACTIVITIES UPLOADED BY ACCREDITED PROVIDERS

View Activities: @ All Archived Non-Archived Draft VIEW

n L Type here to search

The Accredited Provider Work Area is your private work area. Only you may access and view the
information in this area — unless you provide someone else with the access information.

To return to this Work Area when you are working on your profile or preparing a learning activity
submission, CLICK on the “Accredited Provider Work Area” button.

In the Provider Work Area you can:
e Edit your Profile;

e Review your currently accredited learning activities;
e Submit a learning activity to the database (Upload Program);


mailto:admin.assistant@cccep.ca
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Edit your learning activity information

Print and save your learning activity information on your own computer;
Renew accreditation of learning activities

Archive your learning activities

Make learning activities active (visible on CCCEP database) or not active.

CLICK on “Edit Profile” at the top of the webpage.

You may edit any of the previously submitted information in your Accredited Provider Profile except
for:

e Accredited Provider Number
e Date of Registration as an Accredited Provider

From your Accredited Provider Work Area, you are able to see a list of all your learning activities,
including archived activities.

The “draft” view is the default view when you log in to your Accredited Provider Work Area. These are
accreditation activities you have started entering but have not completed and chose to save a draft.

To view other types of learning activities, select the type of activities that you wish to view (the button
should be highlighted/coloured in, as shown below), then, CLICK on the “View” button. Only the
activities from the group you selected will now appear in your Accredited Provider Work Area.

B Newtab % @ Accredited Provider x | @ Canadian Council On Continuin: X ] @ Accredited Provider

x |+ - o 2
< O A Notsecure | www.cccep-test.ca.php56-8.ord1-1.websitetestlink.com/accredited_provider html Q % *» @ @
ACCREDITED ,v
PROVIDER —_— A \
. . k
{ ¥

LEARNING ACTIVITIES UPLOADED BY ACCREDITED PROVIDERS

View Activities: @ All (excluding drafts) > Archived © Non-Archived = Draft

N
A\
CCCEP NUMBER TITLE ACCREDITATION DATE EXPIRE DATE FRENCH ACTION
ACCREDITATION
§m9-2020-2268-b accredited provider test 2020-12-08 2023-05-24 No Edit | Archive | Generate PDF

REGISTER AS A APPLY FOR E SEND US
PROVIDER ACCREDITATION FEEDBACK
n L Type here to search i o™ » > m £ g5 w
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8 Viewing and Printing the Information about a Learning Activity
a) To VIEW or PRINT a copy of your learning activity information, CLICK on “Generate PDF.”

b) A PDF file will be created, which you may download and save.

LEARNING ACTIVITIES UPLOADED BY ACCREDITED PROVIDERS

View Activities: @ All @ Archived © Non-Archived © Draft

UPLOAD ACTIVITY

CCCEP Number Accreditation Expire Date French

Date Accreditaion

8004-2014-1146-L-T test page2121 08-Aug-2013 10-Mar-2016 No

&

B8004-2014-1704-L-P testaugust 2, 02-Aug-2013 10-Mar-2017 Ne (]
2013

9 Submit and Accredit a Learning Activity
9.1 Overview of Submission Process

e The CCCEP accreditation application process is almost entirely an on-line process. Applications are
therefore to be submitted using the on-line forms and processes.

e To submit and accredit a learning activity, you need to complete and submit the on-line
Accreditation Application Form. Please note that you may save a draft at any time and return to
your draft to complete the application form at a later date. For further information on how to save a
draft please see Section 11 of this manual.

e As an Accredited Provider, you do not need to submit any documents or forms, but you do need to
complete and retain the required CCCEP documents and forms (or their equivalent), in your
record for the learning activity. These include, but are not limited to, the following (for a full list of
required items associated with accreditation please see the Accreditation Checklist found on CCCEP’s
website at https://www.cccep.ca/pages/cccep_forms.html?page=accreditation ):

e Disclosure/COI forms (for all individuals associated with the development and delivery of the
learning activity)

Expert Reviewer Release Statements (for all expert reviewers)

Accreditation Checklist

Declaration forms for all Authors, Presenters, and the Provider

French/English Translation Form (If translating the learning activity from English to French or
French to English).


https://www.cccep.ca/pages/cccep_forms.html?page=accreditation
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e All CCCEP forms may be found on the CCCEP Forms page at:
https://www.cccep.ca/pages/cccep forms.html?page=accreditation

9.2 Step 1: Compile Required Information
a) You will need the following information to complete the Accreditation Application Form

a. Title, Delivery Mode/Type, Learning Objectives, Key Words, Abstract, Module Information
(if applicable), Author Information, Sponsor Information, your contact person information for
Learners and for CCCEP. (NOTE: learning objectives and abstracts do not need to be included
in your on-line application form if submitting a Conference or a Regularly Scheduled Series
application)

b. You do not need to know the Accreditation Date. You may enter this later by using the Edit
feature in your Accredited Provider Work Area.

9.3 Step 2: Complete the Online Accreditation Application Form

IMPORTANT:

This section pertains only to NEW learning activities or administrative or program delivery type changes
(e.g., alive accredited program is now being accredited also as an independent study). For information on
other types of accreditations such as renewals or extensions please see sections 13 and 14 of this manual.

a) Login to your “ACCREDITED PROVIDER WORK AREA”

b) CLICK on the “UPLOAD ACTIVITY” button.


https://www.cccep.ca/pages/cccep_forms.html?page=accreditation
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& Newtab X | @ Accredited Provider x | @ Canadian Council On Continuin. X | @ Accredited Provider x |+

< O A Notsecure | www.cccep-test.ca.php56-8.ord1-1.websitetestlink.com/accredited_providerhtml Q& = @ 2

G

ACCREDITED
PROVIDER

LEARNING ACTIVITIES UPLOADED BY ACCREDITED PROVIDERS

View Activities: ® All (excluding drafts) Archived Non-Archived Draft VIEW

UPLOAD ACTIVITY

CCCEP NUMBER TITLE ACCREDITATION DATE

8009-2020-2268-L- accredited provider test 2020-12-08 2023-05-24 No
z

H P Type here to search

¢) The Accreditation Application Form will open.
a. The general instructions for completing the form and finalizing your application are on the top
of the form.

b. The application form is set up in ‘Accordions’ (see picture below). If you click on the accordion
it expands the section. Most Accordions and sections are self-explanatory. Notes to provide
additional guidance, and links to CCCEP’s website for further information, are included within
the application form. Additional guidance for certain sections and subsections can be found
beginning at Section 9.3.10f this manual, to assist you in completing the application form. If
you feel further sections require additional detail in this manual to assist you please email
CCCEP at any time and ask that the information be added. You email can be sent to
admin.assistant@cccep.ca



mailto:admin.assistant@cccep.ca
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@ Accrecites Provider x| @ Canadian Councll Cn Centinuing | o= = =]

“—

ataerip )
u B Type here to search

9.3.1

{15 A Mot secure | www.cccep-testoaphp56-8.ord1 Lwebsitetestlink com/acoredited_provide:fuplos

comale

INFORMATION

Please enter the basic information about your learning activity and your application,

Learning Activity Information Section

The first section of the Form is where you enter the information about the Learning Activity.

a)

b)

Type of Application

Select the appropriate “Type of Application” Option from the drop-down menu. For information
on the different Type of Applications, see https://www.cccep.ca/pages/accreditation.html

Select “Administrative Review” if you are changing an administrative aspect of the Learning
Activity (e.g., provider, sponsor, title).

Select “Program/Delivery Type Review” if you are seeking to accredit a currently accredited
Learning Activity for a different delivery mode (e.g., accredit a Live Learning Activity as an
Independent Study Learning Activity).

Select “New Learning Activity” if:
o the learning activity is one that has not previously been accredited;
o the learning activity was previously accredited but the content has been changed by more
than 10%; or
o the learning activity was previously accredited but the maximum number of renewals and
an extension have been completed.

Type of Review

10


https://www.cccep.ca/pages/accreditation.html
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e From the drop-down menu, select “Regular”. “Fast Track™ and “Dual Fast Track™ are only

used by program providers.

e For more information, refer to the Accreditation Timelines page:
http://www.cccep.ca/pages/timeline _cccep _accreditation.html?page=accreditation

¢) Original CCCEP Number: This field is generally only applicable if you are doing a
Program/Delivery Type Change. In that case you will enter the CCCEP Number for the currently
accredited program from which you are seeking to accredit the new format. Delivery Type Changes
require that the programs are identical in all aspects (content, CEUs etc.)

For more information on Delivery Type Changes please see
https://www.cccep.ca/pages/extensions _delivery type change administrative change updates.html

7page=accreditation

@ Program Provider % | @ Canadian Council On Continuin, X | @ CCCEP Forms

< O A Not secure www.cccep-test.ca.php56-8.ord1-1.websitetestlink.com/user/i vity
Please enter the basic information about your learning activity and your application. Expand each section to fill information and complete

the application.

kg
@
§a

Learning Activity Information A

Title:*

Type of Review:"

--Select--

Original Program Number:

Target Audience :*

select-

Competency Area:”

—select--

Learning Activity Category:

--Please Select--
Health Conditions
Management Skills

H L Type here to search

9.3.2 Certificate Program Section

e For details on submissions for
https://www.cccep.ca/pages/certificate p

e Click “No,” if you submitting a regular c

Type of Application:”

—Select--

dited for both Pharmacists and Technicians
Delivery Mode:"

--Please Select--

Area of Practice:’

- --select--

Certificate Program  Accreditation please see

9 —

creditation

nuing ceducaton Ica

rning activity.

e C(Click “Yes”, if you are requesting accreditation of a “certificate” program, as defined by CCCEP’s
Policy on the Accreditation of Continuing Education Certificate Learning Activities. This policy
can be found on the CCCEP website at https://www.cccep.ca/ckfinder/userfiles/files/PR-
03%?20Certificate %020Program%20Accreditation%20Policy %202018-05-30%20approved.pdf . A

link to the policy is also on the application form itself.

11


http://www.cccep.ca/pages/timeline__cccep_accreditation.html?page=accreditation
https://www.cccep.ca/pages/extensions_delivery_type_change_administrative_change_updates.html?page=accreditation
https://www.cccep.ca/pages/extensions_delivery_type_change_administrative_change_updates.html?page=accreditation
https://www.cccep.ca/pages/certificate_programs.html?page=accreditation
https://www.cccep.ca/ckfinder/userfiles/files/PR-03%20Certificate%20Program%20Accreditation%20Policy%202018-05-30%20approved.pdf
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e Please note that Conferences and Regularly Scheduled Series are not eligible for certificate
accreditation.

9.3.3 Competency Mapped Program Section

e For details on submissions for Competency Mapped Program Accreditation please see
https://www.cccep.ca/pages/competencymapped accreditation.html?page=accreditation

e Click “No,” if you submitting a regular continuing education learning activity.

e Click “Yes”, if you intend to apply for Competency Mapped Accreditation, as defined by
CCCEP’s Policy on Competency Mapped Certificate Program Accreditation. This policy can be
found on the CCCEP website at https://www.cccep.ca/ckfinder/userfiles/files/PR-
05%20Competency-mapped%20accreditation%202019-11-29.pdf . A link to the policy is also on
the application form itself.

Note that competency mapped accreditation is a two-stage process. Stage 1 is certificate program
accreditation, which Accredited Providers have the authority to complete. Stage 2 must be submitted
to CCCEP, as described at the first link provided above.

e Please note that Conferences and Regularly Scheduled Series are not eligible for competency
mapped accreditation.

9.3.4 Modular Learning activity Section

A Modular Learning activity, for the purposes of CCCEP accreditation, is a learning activity in which:
1) You want to allow participants to register in individual modules; AND
2) You want to be able to issue a Statement/Letter of Attendance for each module.

e Click “Yes”, if you wish to be able to issue Statements of Attendance for each module in a learning
activity. This enables you to list the modules.
o You will be able to issue a Statement/Letter of Attendance for each module.

e Click “No”, if you do not wish to enter the names of modules.
o This means you do NOT wish to allow participants to register in and take individual
modules — even if the learning activity may be composed of individual modules.
o If you click “No”, proceed to Delivery Information Section of application form.

If you click “Yes”, additional fields will appear. the required information for the first module will appear.
Enter the information for each module.

e Please note that Conferences and Regularly Scheduled Series are not eligible for modular
accreditation.

12
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Note: Statement of Attendance for Modules

9.3.5

You may issue a statement of attendance for a module by stating on the Statement of Attendance
the Full learning activity program title, along with the Module number, Module title, number of
CEUs of the module and date of completion of the module.

If Statements of Attendance are issued for one or more modules and a Statement of Attendance is
issued for the whole learning activity, this Statement of Attendance must clearly list all the modules
taken, and titles and CEUs for each module in which the Statement of Attendance has been issued.

Application Information Section

You may enter the Date Accredited and Expiry date now, or you may enter it later using the
Edit feature.

Date Accredited.
o Use the Calendar to enter the Accreditation Date.
o This may be the current date or a later date.

Accreditation Expiry Date. Enter a date one year from the date of accreditation using the Calendar
feature.

French Language Accreditation

You may enter the information for French Accreditation now, or you may accredit it in French at
a later date.

To accredit in French, click on “Yes” from the Drop-Down menu

Then, enter the Date using the Calendar feature

Removed/Withdrawn, Renewal, General Comments, Archived

These fields do not need to be completed at this time.

The Removed/Withdrawn and Reason withdrawn are used only if you later withdraw the
accreditation.

General Comments — you may use this at any time to provide information about this activity for
others in your organization

Archived — date will appear when you use the Archive feature. See below.

13
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9.3.6 Submit Learning Activity Application

Beneath the Application Information Section, you will find your final step.

To complete the submission, click on the “Submit Application” button at the bottom of the application
form.

Please WAIT without touching your keyboard while the learning activity information is loaded into the
database.

@ Acorscites Provider X | @ Canzdian Councll On Centinuine X | [} #R-05 Competency-mapped s x |+ = = X

<~ (@] A MNotsecure | www.cccep-test.caphp56-8.0rd1-1.websitetestlink.com/accredited_provide:fupload_activity html s =y 3

Sponsor Organization *
Contact Person (for CCCEP) *

Application Information

Once you have submitted the learning actis® 1 may view your submission in your "accredited provider work area" of the CCCEP
website. ’
SUBMIT APPLICATION - SAVEASDRAFT >

‘ REGISTER AS A

PROVIDER

LEARNING ACTIVITIES ACCREDITATION STANDARDS & GUIDELINES PROGRAM PROVIDER PHARMACIST / TECHNICIAN

[l O 1ype here to search

Once you have submitted your application, you will be returned to your Accredited Provider Work Area.

The CCCEP Number for your application will be listed in the left column of the table.

e Please USE this number in the Subject line of all communications with CCCEP about this
learning activity.

10 Viewing and Obtaining a Copy of the Information Submitted

a) View a Copy of the Application

e To VIEW a copy of the learning activity information that you have submitted, CLICK on
“Generate PDF” in the Activity Info column.

14
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e You can open and print, or save the PDF.

LEARNING ACTIVITIES UPLOADED BY ACCREDITED PROVIDERS

View Activities: @ All @ Archived @ Non-Archived © Draft

UPLOAD ACTIVITY

CCCEP Number Accreditation Expire Date French Status Action

Date Accreditaion

2004-2014-1146-L-T testpagel121 08-Aug-2013 10-Mar-2016 Ma Edit|

rehive |

Generste PDF

28004-2016-1704-1-P testaugust 2, 02-Aug-2013 10-Mar-2017 Mo Edit | Archive |
2013

8004-2016-1703-C-P testsept 2013 02-5ep-2013 0%-5ep-2013 Mo

11 Save a Draft of Your Accreditation Application

11.1 Save a Draft at Any Time

e You may save the information you have entered at any time after you have entered the Title by
saving a draft of your Application Form.

e To save a Draft of your learning activity, scroll to the bottom of the page, and click on the “Save
as Draft” button.

@ pccraoned Broader x @& Canasan Lownc On Lontmuin: X | [M pRas Competeroemappecac: X 4+ = fic x

< O A Not secure | wwwi.cccep-tast.ca.nhpS6-8.ord1-1.websitatestlink.com/accredited_provider/upload_activity. htm ¥z = @ @

Sponsor Organization * v
Contact Person (for CCCEP) * v
Application Information v

Once you have submitted the learning activity, you may view your submission in your "accredited provider work area" of the CCCEP
website.

SUBMIT APPLICATION = SAVE AS DRAF

] REGISTERAS A
PROVIDER

APPLY FOR < SEND US
ACCREDITATION E FEEDBACK
“r . = -»>

STANDARDS & GUIDELINES

LEARNING ACTIVITIES  ACCREDITATION PROGRAM PROVIDER PHARMACIST / TECHNICIAN

Type here to search

m S

o
L}
]

Your draft information will be saved in the Draft section of your Accredited Provider Work
Area. The information will remain in your draft folder until you either retrieve or delete it.

o
[ ]
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11.2 Retrieve, Complete or Delete your Draft

e Once you are ready to complete your submission, you may retrieve, edit and submit the draft of

your application, or you may delete your draft application.
e In your Accredited Provider Work Area,
o Click on the “Draft” button.
o Then, Click on the “View” Button.

e All your draft applications will be listed.

e To open, complete and submit your application, click on the “edit” button. This opens the

Application Accreditation Form.

e To delete the application, click on the “delete” button
o Deleted draft application CANNOT be retrieved

LEARNING ACTIVITIES UPLOADED BY ACCREDIY@)VIDERS

View Activities: © All @ Archived © Non-Archived @ Draft

o

UPLOAD ACTIVITY

CCCEP Number Accreditation Date Expire Date French

Accreditaion

N/& test accredited Mot Set Not Set MNo Edit | Delete
provider

accredited provider Not Set Not Set Edit | Delete
application

12 Editing A Learning Activity

a) You may edit the Learning Activity form at any time.

b) Click on the “Edit” button. This opens the Accreditation Application form. You may edit any of the

fields.

c) Click the “Submit Application” button to save your edits.

13 Renew an Accreditation

13.1 What May be Renewed and When to Renew
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e Any learning activity, except for a conference or a regularly scheduled series, may be renewed
for up to two one-year periods.

¢ Following the second renewal, a learning activity must either be:
o Submitted for accreditation as a New Learning Activity, or,
o Submitted for an Accreditation Extension, if there are minimal content changes to the
content.

o We recommend that you begin the renewal process about two (2) to three (3) months
prior to the accreditation expiry date. This way, if your content needs to be updated, you

will have the time you need to revise the content and have it reviewed by one expert
reviewer.

13.2 Submit an Accreditation Renewal

a) Review Content

e Review the content to ensure that the content does not need to be updated —i.e., that it still contains
the most current best available evidence.

e If content is updated, you will need to maintain in your program files a copy of the revised
content, expert reviewer report and author(s) response and any new disclosure/COI forms. For
information on documentation requirements for renewals please see
https://www.cccep.ca/pages/renewal of an_accreditation.html?page=accreditation

b) Submit Renewal

e Login to your Accredited Provider Work Area.
e If your accredited program is eligible for a renewal the “Apply for Renewal” button should appear
(as below). When you click on the button the Renewal Application form will appear.

E—— — ____—

o x
s ..
2

.

LEARNING ACTIVITIES UPLOADED BY ACCREDITED PROVIDERS

View Activities:  ® All (excluding drafts) Archived Non-Archived Draft
CCCEP NUMBER TME ACCREDITATION DATE EXPIREDATE ~ FRENCH ACTION
ACCREDITATION

8009-2021-2292-L- test with ritu 2021-01-21 2021-01-21 Not set Edit | Archive | Generate BJ
z Apply for Renewal

8009-2020-2268-L- accredited provider test 2020-12-08 2023-05-24 No Edit | Archive | Generati
Z

n £ Type here to search o =1} o .:, [ - o W = ~ G e = e , E f,"ﬂ, . =
¢) Check Learning Activity Information
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e The Learning Activity Information will be automatically filled.
e The date that you are submitting the renewal will be automatically entered (see green arrow)

@ ncorscites Provider x B =L X

32 (@] A Not ure | wwacccep test.ca.php56 8.ord1 1.websitetestiink.com/accredit

PROVIDER

ACCREDITATION RENEWAL FORM

Learning Activity Information

CCCEP Number : 8009-2021-2292-1-7

Program Title % test with ritu

Program Provider - ccceptest

Accreditation Date 3 2021-01-21

Expiry Date 2021-01-21 e
Contact Person H me

Contact Person E-mail .

setRenewalAppicaton 20210121

Date

n B Type here to search

e As an accredited provider, you can complete your own renewals. If you are ready to renew this
you may edit the accreditation expiry date as you are entering your renewal application details.
Otherwise, you may submit, and return to edit the activity at a later date and adjust the expiry date
to accommodate the renewal period.

e The Number of Previous Renewals will be shown (e.g., Not renewed, 1). Two renewals are
allowed, after which a program must be extended (see Extend a Learning Activity in section 14).

After an extensions two further renewals are allowed.

e Review the information. If any edits are required you must first submit the renewal. Then you
return to your provider work area and select the ‘edit’ button to edit the activity.

Verify Content is Current and Submit Renewal

e Check either “Activity Updated” or “Activity not Updated”

IMPORTANT: When you check “Activity not Updated” you are certifying that the content is
still current.

e Click on the “Submit” Button. Your renewal will be submitted.

d) Edit to Update Expiry Date and Verify/Change Renewal Date
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e Use the Edit button to open the Accreditation Application Form
e Revise your Expiry Date by Using the Calendar.

e Enter or revise the” renewal date” (“Renewall Date” for the first renewal and “Renewal2 Date”
for the second renewal.

14 Extend a Learning Activity

After two renewals of a learning activity, you must apply for an Extension. However, if the content updates
required at that time cover more than 10% of the learning activity it is not eligible for Extension and it
must be accredited as a new Learning Activity.

Please note that Conferences and Regularly Scheduled Series are not eligible for either Renewals or
Extensions.

Requirements for extensions include two expert reviews. For details on the requirements please see
https://www.cccep.ca/pages/submit_an_extension.html?page=accreditation

14.1 Submit an Extension Application

e) Review Content

e Review the content to ensure that any required updates, including those suggested by the two
expert reviewers, are made.

e Login to your Accredited Provider Work Area.

e If your accredited program is eligible for an Extension the “Apply for Extension” button should
appear (as below). When you click on the button the Extension Application form will appear.

@ Acredves Proviae x [0 Canacaan Eaine O G 5| R e x| % - 8 x
< O A Notsecure | www.cccep-test.caphp56-8.ord1-1.websitetestlink.com/accredited_provider.htr s $ -
C lkede s T
LEARNING ACTIVITIES UPLOADED BY ACCREDITED PROVIDERS
View Activities:  ® All (excluding drafts) Archived Non-Archived Draft m

CCCEP NUMBER TITLE /ACCREDITATION DATE EXPIRE DATE

8009-2021-2292-L- test with ritu 2021-01-21 2022-01-31
z

8009-2020-2268-1-  accredited provider test 2020-12-08 2023-05-24 Edit | Archive | Generate
z

Frouocn g s
PROVIDER == ACCREDITATION FEEDBACK
- ® - -
o i 5 @ @) En

H £ Type here to search

®
1

o
-
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f) Check Learning Activity Information

e The Learning Activity Information will be automatically filled.

e The date that you are submitting the Extension will also be automatically entered (see green

arrow)
@ Acorasites Provider x| @ Canzdien Councl Cn Contiouing ¢ | @ Eenew Acceditation ISl = *
= {15 & Mot secure | wwacecep-testeaphp56-8.ord1 Twebsitetestlink com/accredited_provides/ienewal hlmi?id=2754 I = B @

ACCREDITATION EXTENSION FORM

Learning Activity Information

CCCEP Number 2 BO0%-2021-2292-1-7

Program Title : test with ritu

Program Provider 3 coceptest

Accreditation Date § 2021-01-21

Expiry Date . o
Contact Person 3 me

Contact Person E-mail . ]

Extension Application Date 1 2021-01-21 _

INSTRUCTIONS

Number of Renewals

Aleriming ackivity misy be renevied & madmom ol ben lmescATNs beeorensesls e learning ackiviby most sitbser be submilbed Tor acoreditalioe as s new -

n B Type here to search

e As an accredited provider, you can complete your own extensions. If you are ready to extend the
accreditation you may edit the accreditation expiry date as you are entering your extension
application details. Otherwise, you may submit, and return to edit the activity at a later date and
adjust the expiry date to accommodate the extension period.

e The Number of Previous Renewals will be shown (e.g., Not renewed, 1). Two renewals are
allowed, after which a program must be extended (see Extend a Learning Activity in section 14).
After an extension two further renewals are allowed.

Verify Content is Current and Submit

e Check either “Activity Updated” or “Activity not Updated”

IMPORTANT: When you check “Activity not Updated” you are certifying that the content is
still current.

e Click on the “Submit” Button. Your extension will be submitted.
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g) Edit to Update Expiry Date and Verify/Change Extension Date

e Use the Edit button to open the Accreditation Application Form
e Revise your Expiry Date by Using the Calendar.
e Enter or revise the “extension date”.

15 Learning Activity Update

Learning activities may be updated at any time, provided no more than 10% of the content is being
updated. If more than 10% requires updating it must be done as a new activity accreditation.

If you are updating your activity during a renewal or extension process then you submit your renewal or
extension and subsequently edit the learning activity to enter the date of the update.

If you updating an accredited activity at another time, select edit from your Accredited Provider Work
Area, go to the Learning Activity Update Section and enter the date using the calendar that pops up.
16 Archive and Unarchive a Learning Activity

a) You may Archive a learning activity at any time after the expiry date. You may also Unarchive the
activity if you wish to resurrect the learning activity.

b) Archiving an activity retains the Learning Activity information in the database.

¢) To archive a learning activity, click on the “Archive” button. Your activity is automatically moved
to the archived folder.

LEARNING ACTIVITIES UPLOADED BY ACCREDITED PROVIDERS

View Activities: @ All @ Archived @ Non-Archived © Draft

UPLOAD ACTIVITY

CCCEP Number Accreditation Expire Date French Status Action

Date Accreditaion

8004-2014-1146-L-T test page2121 08-Aug-2013 10-Msar-2016 Mo

8004-2016-1704-1-P testaugust 2, 02-Aug-2013 10-Mar-2017 Mo
2013

Aoy m
i

8004-2016-1703-C-P testsept 2013 02-5ep-2013 09-5ep-2013 Mo

o om
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d) To Unarchive a learning activity, click on the “Archived” button under View Activities and the click
on the “View” button to view the list of Archived activities. You can then click on “Unarchive” button
for the individual learning activity to unarchive the activity and return it to your Non-Archived list of
activities.

LEARNING ACTIVITIES UPLOADED BY ACCREDITED PROVIDERS

View Activities: @ All @ Archived @ Non-Archived @ Draft

UPLOAD ACTIVITY

CCCEP Number

Accreditation Expire Date French Status Action

Date Accreditaion

2004-2015-1434-L-P testing dastsbase 25-Jun-2015 25-Jun-2015 Mo

£8004-2015-1434-L-P testing dstsbass 25-Jun-2015 25-Jun-2015 No Edit | Un Archive |
Generste POF
Renew Activity

e If you have a problem submitting a learning activity application, contact either the
Administrative Assistant (admin.assistant@cccep.ca) or the Executive Director
(exec.dir@cccep.ca) or phone 709-221-4082.

e To report any problems or for assistance with submitting a learning activity for accreditation,
please contact the Administrative Assistant or the Executive Director at:

709-221-4082

admin.assistant@cccep.ca

exec.dir@cccep.ca
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