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Document Sections Overview

This document contains four main sections, and not all sections are required in order to complete
the online renewal process. Refer to the document as needed, while completing the renewal
process. The description of each section is provided below.

Section 1: Access the New Database

This section provides instructions on how to login to the database for the first and then subsequent
times. It also provides instructions on how to verify your account if this is requested, and how to
change your password if it has been forgotten.

Section 2: General Use of the New Database

This section is helpful to review when accessing the database for the first time. It provides
information about how to navigate the database once you are logged into your account and shows
you how to download your current and previous membership and licence permits.

Section 3: Update Information Outside of Renewals

You will have a chance to update your profile and learning plans during the renewal process.
However, you may wish to update this information outside of the renewal process. This section
provides information on how to access your profile and 2024/2025 learning plan outside of the
renewal process.

Section 4: 2025 Renewal Application

This section provides information on how to start your 2025 renewal application, update your
profile, complete your 2024/2025 learning plan, create your 2025/2026 learning plan, and submit
your renewal.

Instructions are also provided so you can access your 2024/2025 learning plan information that
was transferred over from the previous database.

Guidance is provided if you have more than two goals, if you needed to omit and replace a goal, and
if you need to progress a goal past the date of your renewal submission but will complete it prior to
the renewal deadline (February 15%).

If you would like to resign your membership, if you require assistance with the new database, or if
you have any questions about the renewal process, please contact our office at admin@scotsk.ca
or 306-956-7768.
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Section 1: Access the New Database

A. Accessing the Alinity Database for the First Time: Confirm Account and Set Password
1. Ensure receipt of the Welcome Email

Allmembers will receive a “Welcome to Alinity” e-mail from admin@scotsk.ca that looks
similar to the following:

\ = T
\’/ S c 0 Saskatchewan College of
Occupational Therapists

Hella Member,

As previously mentioned, the Saskatchewan Collegs of Occupational Therapists (3C0T) has been transitioning to 8 new
provider for our regulatory management software. This transition will cocur in stages as new sections ars developed and
become available for your uss.

The first stage is now complets and includes setting up your new member account and verifying the data within. Plaase
do NOT delsts this email until you have created a new password for the systam.

The new link to your member portal is as follows, please bookmark it for future eccess: Member Portal Link

Yourinitial account has been setup and your usemame is below. There is also a confirmation link that can be clickad on
to create a password for your account. If you do not click the confirmation link, your account will not be fully created.

Usemames: Membear Email
Confirmation Link

You can also copy and paste the following confirmation link URL in & new browser: Confirmation Link URL

Whenyou loging, you will see a menu option on the left titled Update Profile. Pleases use this form to verify your parsonal
and practice information.

Flzase contact us if you hawe any questions.

Saskatchawan College of Occupational Therapists (SCOT)
Bio 2085, Saskstoon, SK 5TK 7ET

admini@scotsk.ca

306-356-7768

W SCOToomoms

The Saskatchawan Coillsge of Occupational Therapists acknowladges this land as the homeland of First Nations
and Metis Peoples. Saskatchewan is located on Traaty 2, 4, 5, 6, 8, and 10 territories. 8C0T is committed to an
ongoing mission of truth and reconciliation.

PRIVILEGE AND COMFIDENTIALITY MOTICE

Thizs email message is confidential end may contain information that is subject to privilege. Allrights to that privilegs are
exprassly claimed and not waived. If you are not the intended recipient, employes, or agant responsibls for the delivering
of this messags to the intended racipient, you are hersby notified that any use, dissamination, distribution, or copying of
this message is strictly prohibitad. If you have received this messags in error, plesse respond by return eamail or telephones
and delete this meassage in its entirsty.

If you did not receive the “Welcome Email,” please contact us at admin@scotsk.ca.
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2. Open the Confirmation Link & Create Password

Click on the Confirmation link or copy and paste it into a new browser.

The following screen will appear. Create and enter a new password twice and select “Save.”

* Password must be B or more characters
s Password cannot contain white space

+ Password cannot contain hash-symbols (“#°L

* Password must contain at least one upper-casec ang onec lower-case character

* Password must contain at least one puncation character

3. Enter Login Details

The following screen will appear. Enter your username and password and select “Login.”

Login

Forgot your password?

Other login issues? Call 306-855-7768
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B. Accessing the Alinity Database for Subsequent Logins
1. Open Member Portal Link

Saskatchewan College of
Occupational Therapists

If you have previously logged into your account and want to login again, select or copy and paste
the Member Portal Link that was provided in the “Alinity Welcome” Email. This link will also be

placed on the SCOT website.
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Hello Membar,

An by iv H the ket Colleygs ol Ooospetorsl Thempists (300T) has besn raroilioneg 1 @ e
provide for car PegulaTony management sofossre. Thiz transoon will 000Ur IR Stagns B3 new sochiona are developsd ond
bscoive sslalile for yous e

The Arat stage I8 now comphets ond IN0lUOes SEMHRg LR YOUr Neww mombor acoount and wertying the deta within. Please
i NOT chaduts this sl until you haes crestsc s nes pessword for e systsm

Thi rse ik o pour sk porlal is as Tolovws, phedee bockmaik i o lubure secsn: Member Pertal Link

Four initial aooount has Doen et up and your ussmame is belove Thers is sloo 3 condrmation Unk that oan be clicked on
Lo ermals @ passvward far g sccount. [Fpou do not cick the corfirmetion link, your @ coount will et b fully crested

s naime Membar Email

S firmmation Link

¥ou oan also copy and pacs th 1oRowing confinmation link UAL in @ nevw browser: Gontinm ation Link WAL

WD vou togin, you will G0E 0 Men Dption on the beft Bried Updsto Profile. Plooco uso this foim 10wty your porsonod
and provlios mlormraton.

Ploosa COMOoE S (T F0U i any guestions.

Saskatchewan Collegs of Docupotional Thampists (500T)
Btz 30T, B batcaon, 3K 57K JET
adrinEscotak oo

306-5568-T788

Thie Saakatchoaan Colape of Decupational Thavaoine acbaosviaoifos s Lvad o8 e foredan of Fis! Metimrs
and Matts Panpiar, Sanimichesan o incates on Tty 2 4 5, 6 8 ang 10 famsones, 5500 & comentiesd roan
O LSO of fruth v reconoaliation

PANILEZE AMD CONFIDENTIALITY MOTICE

This emall messape is confidential and may comoin infommation that ks suboot to privbepe. All ights to that privilege ano
sapranly claime mnd not weived. F you e not e e recipient, smployes, or sgent reaponsits for S delssing
of this message to the Intended recipiant, y¥ou ane heeoby noafied that any wan, dizsemnation, distribution, or gopwng of
thiis MeGEage §s Sirkotly prohibited. IF you have reosved this mossago in ermor, phease respond by ratum emall of telephona
anc chelsbs this ms s gein @ sty

2. Enter Login Details

The following screen will appear. Enter your username and password and select “Login.”

& Losln

Forgol your password?

Othver login issues? Call 306-956-7763
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C. Verifying Your Account
1. Validate Account Request

Saskatchewan College of
Occupational Therapists

If you are using a new browser to login, the system may require you to re-validate your account. If
this occurs, the following screen will appear, and you will receive an email with the code.

If you did not receive an email with a code, select “Send new code.”

& We just want to make sure it's you

We have sent the code to your email address on file, if
you don't receive it shortly please check your junk folders
as well. Once you have the code enter it exactly as shown
in the email to authorize this browser.

W
(=]
]
o

L
[1:]

COther issues? Call 306-956-7768

2. Obtain Code from Email

Ensure you have received the “Verify your Browser for Alinity” Email and obtain the code provided

within the email.

\= T
\’/ S c 0 Saskatchewan College of
Occupational Therapists

Hello Member Mamea,

This is an sutometed emeil from Alinity in responses to your recent log in. We did not recognize the browser you used, or
your organization requires you to ver fy your browser occasionally.

Torverify the browser, you used and socess your account you will need to enter the following code exactly as it appears:

Code

Saskatchewsn College of Occupational Therapists [SCOT)
Box 5089, Seskatoon, SKS7K TE?

sdmin@scotsk.ca

306-236-7768

W SCOT e

The Sazkstchewan Collage of Occupetions! Therapists scknowlaalges this [snd a5 the homaland of First Nations
and Matis Peoples. Saskatchewan is located an Treaty 2, 4, 5, 6, 8, and 10 temitories. SCOT is committed to &
angoing mission of truth end recancilistion.

PRIVILEGE AMD CONFICENTIALITY NOTICE

This email message is confidentisl and may contain information that is subject to privilege. All rights to that privilege are
exprassly claimed and not waived. If you are not the intandad recipient, employes, or sgent responasible for tha delivering
of this message to the intended recipient, you are hereby motified that any use, dissemination, distribution, or cop ying of
this massage is strictly prohibited. If you hawe receivad this messaga in error, please respond by return email or telaphone
&nd delate this message in its entirety
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3. Enter Code to Validate Account

Enter the code and select “Validate.”

@ We just want to make sure it's you

We have sent the code to your email address on file, if
you don't receive it shortly please check your junk folders
as well. Once you have the code enter it exactly as shown
in the email to authorize this browser.

Other issues? Call 306-956-7768
D. Forgotten Password
1. Open Member Portal Link

If you have previously logged into your account and you have forgotten your password, select, or
copy and paste the Member Portal Link that was provided in the “Alinity Welcome” Email into a
browser window. The Member Portal Link will also be available on the SCOT website

\ / I Saskatchewan College of
Occupational Therapists

Hellko Membar,

A i aly Fraonid, B Saslaetiraen Collage of Docigation| Thisep i SO0T) hics bosi Wan s ing 1o @ i
provider For cur sl story mersgerand seftvam. This bensiten will oeour s stegdss s ney seclions sns cirvslossd and
beoome menilobie tor your uee.

Tha Tirst mege |5 now complons and includos Seit ng Up YoUT New MOMber SO and worfying the docs within. Ploose
th WO dhdimton this sersil ur] you heve crastid s ree prsssvond for the system

The new Link o your mermbar partal is 22 dollows, plasse bonkmark it for futune socess: Member Portel Link

Winee! irtiel Groount s Dl S up e o oo s Do, Thoo i also ool on Link twa ceeba of ced on
ho comte @ pasawend Sor your seeoun!. [Tyeu do not dick the conlirmation Bnk, your aocounst will ot be kaly crassed.

Usomame: Mombesr Email
Contirmacion Enk: Gonfirmatkn Link

Whthen yru login, you will a8 meny cption on she (e s Updats Peodile. Flnss e this form b ety yoos proans]
s prach ce mtormabon

Piaase cOMDItUS & you Ravo oy questions.

Saesieatchenn Collsgs of Oc cupational Transgsts [SO0T)
Bax 9003, Sasksinon, SKSTK TEF

BCmnESac ik on

306-236-TT6E

W SCOT e

The Ssséscchewan Collaga of Oorunedions! Thempists schnowiodges this lsna'as 0t homalond of FYst iWations
ond Mins Peogas. Saskomofrowan i focated on Teaty 2. 4, 5, 8, 8, and 10 ramiTosiss. SCOF is comenimad 1o o
orgeing miksion of push and reconciliation.

PAMILEGE AMD COMFIDENTIALITY NOTICE

Thia emai. meesape i3 condden sl and mey contsn imomraton that i subject io pralege. Al nghin in thet prviegs sne
poprazely clnimad and notwaned. IFyou ane not the istendad recipent, amploges, o Bz responsib ke for the delvernng
o this o el 00 this intanded fecipien, pou ens Mooy rotiBed then ey ues, Ssseminetion, dsnibuon, oF copying ol
this Mg alicily probibited, 1 you hee recsisd this riassee o, plisse s po sl el of lalantone
sl bt this memmasge in il snlinty
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2. Select Forgotten Password Link

The following screen will appear. Click on “Forgot your password?”

)

FOFRCH YOUT passwond

Other login issues? Call 306-256-7768

3. Request Password Reset

The following screen should appear. Enter the username that was provided in the “Welcome Email”
and the code that is present on the screen. Then click “Submit.”

If you want a new code, click on “Click to change” to view a different code to enter.

Enter the user name associated with your Alinity account, then
click Submit. We'll send an email to the email address associated
with your account with a link to a page where you can create a
new password.

NOTE: You may have another email address on file, but this is
specifically what you type into the login field.

* User name

* Enter the code on the right . -
S o bt I

Click to change

Submit
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4. Reset Password Email Notification

Ensure that you receive a notification similar to the following:

Reset password email sent

if an account with the username  “Member Email Address™  exists, a reset password
emall will be sent to that address. Please click the link in the email to reset your password.

You should receive the email in the next few minutes. If you don't see it, please check your
junk email folder, if you are still having difficulty. please call 306-956-7768

5. Confirm Receipt of the Password Reset Email & Open Link

Ensure you receive an e-mail similar to the one below. Click on “Reset my password” or copy and
paste the URL in a new browser.

"/ \US
\ / Saskatchewan College of
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Hello Member Mame,

Thigis an autometed email from Alinity in responsa to your request to reset your password. If you did not request a
password reset, you can ignone this email, and your pessword will remain unchanged.

Toresat your passwond and sccess your account, click the following link:
Basat my password

Altermnatively, you can copy and paste the following URL:

URL Provided

Saskatchewan College of Occupationsal Therapists [SCOT)
Box 9083, Seskatoon, SK 57K TET

edminfscotsk.cg

206-936-7768

W SCOT e

The Sazkatchewan Collage of Occupstions! Therapists acknowladges this and as the homeland of First Nations
and Matis Peoples. Saskatchewsn is located on Treaety 2, 4, 5, 6, 8, and 10 temitorias. 00T is committed to an
angoing mission of truth and recanciliation.

PRIVILEGE AND CONFIDENTIALITY NCTICE

This emszil message is confidentisl and may contain information that is subject to privilege. All rights to that privilege are
expressly claimed and not waived. [f you are not the intended recipient, employes, or sgent responsibla for the delivering
of this message to the intended recipient, you are hereby notified that any use, dissemination, distribution, or copying of
thiz massaga is strictly prohibited. If you hawve receied this messaga in error, please respond by return email or telaphone
&nd delete this message in its entiraty.
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6. Create New Password

The following screen will appear. Enter a new password twice and select “Change.”

Rules
» Password must be 8 or more characters
» Password cannot contain white space
* Password cannot cantain hash-symbols ("2").
* Password must contain at least one upper-case and one
lower-case character.
* Password must contain at least one punctation character

* password

* Confirm password

Chan

o

7. Enter Login Details

The following screen will appear. Enter your username that was provided in the “Welcome Email” as
well as the new password you just created. Select “Login.”

=)

FOQFECT YOUT DAassWond

Other login Issues? Call 306-956-7768
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Section 2: General Use of the New Database

E. Navigating the Home Screen

This section introduces you to the different sections of the database that you can access in the
Alinity Database.

Once you login to your account, the “Home” screen will be displayed similar to what is shown
below.

Once membership/licence renewal is open, your renewal options will also be displayed on the
Home Screen.

Saskatchewan College of DcCupational Tharapisis
N BT

| o i Home
& E =
Practising i
E = 01-Mar-2024 28-Feb-202%
ER o oot

1. Logout & Change Password

In the top right corner of the screen, your name will be displayed. If you click on your name, a
dropdown list will appear, which will allow you to change your password or logout of your account.

\ﬁ" SCUT Saskatchewan College of Occupational Therapists

] ame A oma B Thange password
@ Logow
E3 r -
= |

Practising i
ok

01-Mar-2024 2B-Feb- 205
By tearrng
E i

Pl w1 Dy 07T
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2. Review Announcements

If there are any active announcements, they will be visible on the Home Page. The number beside
the megaphone icon indicates the number of active announcements and each announcement can
be selected in the dropdown list for viewing.

#7 SCOT seskatchewan Coliege of Occupational Therapists

[ Q. ﬂ e = 1 anouncements
* e SCOT Cffics Mowrs
My docurnents & 5C0T Office Hours
&
B oy e
2e e
Ky profile
marnd ¥y A ——
==
Practising i
Fectve Expira
01-Mar-2024 16-Fab-2025

3. Access Support

If you require assistance, you can click on the question markicon, and it will display the phone
number for contacting SCOT during office hours.

"\P SCOT Saskatchewan College of Ootupational Therapets *ﬂ_

* Hiomra * T Mead help?

¥

& SCOT Dffice Hours

Pasvarud tp ki oty

= Activi
Practising i
01-Mar-2024 28-Feb-2005
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4. Download Current Registration

If you have an active permit, it will show up on the screen. You may download your current
membership/licence permit by clicking on “Permit.”

#SCDT Saskatchewan College of Oocupational Tharapists ?T ®wh D [

Bméoka

Practising i
f.'-'.-m-rj.'l:.‘w- .".!-."ulh-.‘ﬂﬁ-
5. Dashboard Options

On the left side of the screen, you will notice the following sections: Home, Download registration,
My documents, My groups, My learning, and My profile. We will provide information about each

section.
S SCOT Saskatchewan College of Ocoupational Therapists m

.ﬂ.. M

S W 3
a

6. Returnto Home Screen

If you would like to return to the home screen at any time, click on “Home” in the left column.

W7 SCOT seskatchewan coilege of Occupational Therapists

- T —
L Cowricad e o
0

Practising L
g‘”. =1 i E
A 01-har-2024 28-Feb-200%
2 - [EES
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7. Download Registration

> SCOT

Saskatchewan College of
Occupational Therapists

To download previous membership/licence permits in addition to your current permit, select

“Download registration” in the left column.

W SCOT sestatchewan College of Occupational Therapists

& Home

@ My docurann
IRE My proups
B vhyiearneg
E Wy pratie

Posaret oy hirsy

W Home

Practising

Effactive
Ol -ar- 2024

Exprires

23.Feb-20235

A list of your current and past registrations will appear similar to the picture below. Please note that
the permits are not the exact ones provided previously, as the information was transferred into the
current permit template.

If your current membership and/or licence is not displayed as the correct category or does not have

the correct expiry date, please contact us at admin@scotsk.ca as soon as possible.

If any of your past registration categories or effective/expiry dates are incorrect, please contact us
and we will review the data from our previous registration database.

W Hom

‘ A Downlnad regiaration ‘

1 T m—

Fractismg

Flfast i

Expriry

20-Fel-2023

1-Mar-2024
iRe Wy growns

Practicing
E Wiy lesrring

Effactre
Bl wy pratiie 01 Mar 2023

Srvvared y Mrwty

Praciizimg

Fitnrtive
M -Bdar 3002

Practising

Elfectre
UT-Mar-20E]

Pradtising

Effactihe
01-Mar-Z030

Expiry
29 Feb 2024

Fapiny
?R-Fab-2037

gy
28-Feb-2u22

Expiry
2B-Fab-2031
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8. My Documents

Your documents were transferred from the previous registration database to the new registration
database. If you click on “My documents” in the left column, the page will look similar to what is
shown below. You can select on the name of the document to download each one. Documents
containing the word “Legacy” refers to documents that were transferred from the previous system.

A Home 3 My documents
-*‘ Download registration
@ My documents 1
Name *  Uploaded 1
783 My groups
Legacy - PDPO 2020-2021 Reflection: 20-Dec-2024 12:15 PM
E My learning
Legacy - PDPO 2020-2021 21-Dec-2024 10:28 AM
EB vy profile Legacy - PDPO 2019-2020 20-Dec-2024 2:22 PM
Powerad by Alinity
Legacy 21-Dec-2024 11:57 AM
Legacy 21-Dec-2024 11:42 AM
Legacy 21-Dec-2024 11:35 AM
Legacy 21-Dec-2024 11:28 AM

9. My Groups

If you select on “My groups” in the left column, it will list any groups that you belong to, such as a
group for SCOT committee or council members. This section will be utilized in the future once we
get more acquainted with the new system.

W Home B My proups

*_ Civorlosd rezicrarion Mame A R s

g My desoaariiia oL H )

= e
B My coafie
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10. My Learning

If you select “My learning” in the left column, it will bring up some of your past continuing
competency program information.

If you click on the button on the right of the registration year you want to view, it will bring up your
professional development plan from that year.

N Home B My continuing education

Daswnilnad registratior

Remsrradan year b
@ Wy docurnents
202302024 %

it My groups

20222023 5

BB My profile

Borarac oy Alinity

Not all of the information from the previous system will be displayed on this page. However, if you
click on “Download Report” in the top right corner of the screen, it will provide you with a
downloadable pdf that includes the information from both the learning log and CCP sections of the
previous database.

If you entered any additional information in the previous system on or after December 16, 2024,
that information may not be included in the pdf. Please let SCOT staff know if any information is
missing, and we can retrieve this information for you.

PROFESSIONAL DEVELOPMENT PLAN

Name Registration & Regutration Year

2024

LEARNING GOAL 1

Bl Status
Professional Responsibi lity Complated
Competencs Target Date
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11. My Profile

If you select “My profile,” the following screen will appear with the information that was transferred
over from the previous database.

Members will be required to update their profile at time of renewal; however, members are able to
select “Edit profile” near the top of the page to update their information throughout the
membership and licensing year.

ﬂ..
db Domriond reg =

&= PERSOMAL

Adembars ang reiponbie for ensunng the Colape has EEr STl COnd S g evnployT el o oUen g
2 - JEEHESE 1

Current MName

% i a— T Al i
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Section 3: Update Information Outside of Renewals

F. Updating your Profile (Outside of Renewals)
1. Edit Profile

Members may update their profile prior to renewals or at the time of renewals when it opens. To
update your profile outside of the renewal process, select “My profile” from the left column and
then “Edit profile,” which is located at both the top and bottom of the page.

PERSOMAL

Currert Mame

e k- 2

i

2. Items not Accessible
Practice hours cannot be updated by members outside of the renewal process.
3. Referto Renewal Section “I.”

For instructions on how to update your Profile, whether it is prior to or during renewals, refer to the
instructions in subsection I. Updating your Profile in Section 4: 2025 Renewal Application.

G. Updating your 2024-2025 Learning Plan (Outside of Renewals)
1. Access your Learning Plans

If you decide to update your 2024-2025 Learning Plan prior to renewals, you can access your 2024-
2025 Learning Plan by clicking on “My learning” on the left column

Your 2024/2025 Learning Plan will likely not be visible under the Registration Year. If it does, or once

you have created your 2024/2025 Learning Plan on the new system, you will be able to click on the
“>”jconinthe same row.

abl-' SGDT Saskarchewan Colkege of Doiupational Therapists
g e M by conining educathon

& Dovrvad nsg st S
L wy commee NZAI0ZS ’
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2. Add New Learning Plan

If your 2024/2025 learning plan is not visible under the Registration year heading, click on the “+”
icon.

¥ SCDT Saskatchewan College of Occupational Therapists

N Home B »y continuing education
Download regiswation = X ’
Sl s ;
T T P p——

D Uy docum

202372024 3
JRE iy groups

2022/2023 3
E My learning {

20212022 3

E Wy profils
Bomeres

3. Create 2024/2025 Learning Plan

The following screen will appear. Select the year “2025” under the Registration year and click
“Save”.

\"f" SCOT Saskatchewsan College of Ocoupational Therapists
'ﬂ‘ Homre { Competencse Croate

eFistraticn vear
L2 Eistration yaa

b St et
[L y dhao i i
AL My prov;
E My learming 4
A e
ER My prafite
Bavecwd lap Al

4. Referto Renewal Section

For instructions on how to update your 2024-2025 Learning Plan, whether it is prior to or during
renewals, refer to the instructions in subsection J. Updating your 2024-2025 Learning Plan in
Section 4: 2025 Renewal Application.
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Section 4: 2025 Renewal Application

Important Notes:

e Many members will be able submit and pay for their renewal and it will be approved
automatically by the databse system. However, many renewals will not be automatically
approved as it will require review by SCOT staff. There are various reasons why a renewal
may require review. Refer to section L. Renewals Requiring Review for additional
information about this process. We encourage members to start the renewal process in
January to allow sufficient time for completion in case admin review is required.

o Please note that the database will require you to login after approximately 30-45 minutes of
inactivity. It typically saves your information automatically.

e Members were previously able to progress goals to the following membership year.
Members are required to complete their goals prior to the renewal deadline. Members are
able to omit and replace their goals if their goals became unattainable or irrelevant
throughout the year. If you are unable to complete your goals due to extenuating
circumstances, please contact ed@scotsk.ca.

H. Starting your Renewal Application

The 2025 SCOT Membership and Licence Renewal will open in January 2025. When you login, you
will find renewal options on your dashboard similar to the one below. Your renewal options will
differ depending on which type of membership you hold. If you are wanting to apply for a
membership or licensing category that is not made available to you on the dashboard, contact
admin@scotsk.ca before starting the renewal process.

1. Review Renewal Options and Click Renew

W SCOT saskarchewan coliege of occupational Therapists nE
& Home 1 R Hure

o .
0 nay e

mmi_i

Practising

(™

1 -Mar-2024 TETel-2025
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2. Read Instructions and Click Next

An Instructions page will appear and will look similar to the picture below. Please note that this
page is not accessible again unless you ‘Withdraw’ your renewal.

Once you have reviewed the information, click “Next.”

< Instructions

Annual Membership and Licence Renewal

Before beginning your 2025 renewal, please refer to the 2025 Membership and Licence Renewal: Online Renewal Process Guide located on
the SCOT website: Annual Licence Renewa

SCOT's fiscal year is from March 1st until the last day of February.

Membership and Licensing Fees

The membership and licensing fees can be found on the SCOT Fee Schedule, located on the SCOT website.

Late Fees

Members are to complete their membership and licence renewals prior to February 15th of each year. A |ate fee penalty is applied after this
date.

Re-licensing Fees

Individuals who do not complete their licence renewals by the last day of February at 5:00pm are not licensed to work as an Occupational
Therapist in Saskatchewan and will be notified to cease practice immediately. An additional re-licensing fee of $100.00 in addition to the
$100.00 late fee will be applied after March 1st.

Practice Hours
The currency policy has recently been updated and can be found on the Annual Licence Renewal page of the SCOT website.

Continuing Competency Program

The Continuing Competency Program Information and Purpose document as well as the Continuing Competency Program Policy have been
updated and can be found on the Continuing Competency Program page of the SCOT website.

EForms
The following forms can be found on the Annual Licence Renewal page of the SCOT website:

+ Professional Malpractice/Liability Insurance Form
* Omitted Goal Form

s Incomplete Goal Form

* Additional Goal Form

3. Confirm Renewal Sequence

There will be a sequence of up to four renewal steps indicated at the top of the page, similar to the
picture below. As you move to each section, it will appear dark blue, indicating the current section
that you are on. The previous section will turn light blue and will display a checkmark in the circle
instead of the number. You can click on the text to return to the previous section.

L Profile Ugdate
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Allmembers will have Profile Update as their fist step and Renewal as their last step.

If you obtained a practising or restricted practising licence since March 2024, you may not have
2024/2025 learning goals. The 2024/2025 Learning Plan will likely still be visible at the top of your
screen; however, you will be exempt from completing that section.

If you had 2024/2025 learning goals and this step is missing, please discontinue the renewal
process and contact admin@scotsk.ca.

If you are obtaining a practising licence for March 1% and the 2025/2026 learning plan step is
missing, please discontinue the renewal process and contact admin@scotsk.ca.

If you have a practising licence and are applying for a non-practising membership for March 1%, your
renewal steps will look similar to the following picture.

rofile Update

e

If you have a non-practising membership and are renewing your non-practising membership or if
you have an extended access membership and are renewing your extended access membership,
you will not have any learning plans indicated. Your renewal process will contain only two steps
similar to the picture below.

©) :

Profile Update
If your renewal sequence looks accurate, then you can continue on to updating your profile.

l. Updating your Profile

Oi

Profile Undate

L

Each section of the form is shown below as a blank form. When you view your profile, some of your
information will be included in the form, as it was transferred from the previous registration
database. Review your information and make updates where necessary.
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1. Personal Section

Ensure your registration, gender, birth date, and age is correct. If it is not, please contact SCOT at
admin@scotsk.ca.

PERSOMNAL

Members are responsbie for ensuring the Collepe has their current contact and employrnent information

Registration # Gender Birth date Ape

a) Preferred Name

Review to ensure your current name is correct. If you have a preferred name that is different from
your first name, please click on “Yes” and type your preferred name in the box provided.

Current Mamse
First name Preferred first name Middie name(s) Last name

Do yvou have a preferred name that is different from your first #* preferred first name

m b vour kgl Ambusclinamd e AT bumes el e e e

b) Legal Name Change

Click “Add” to indicate a legal name change. Official documentation is required to demonstrate
proof of your name change. If you clicked on “Add” accidentally, you can select the garbage can
icon in the top right of the picture below to close that section.

- Yol B IF yaur begal narme nas changed, clicethe “Add” burman and indizare che changes.

Mame change n

* Firsl name Middle narmes) * Lail naime

Accaptable Documents: marriage cemificate. divorce cartificate. court order approving the name change. certificate of change
of registered namea

* supporting documentaton
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c) Racial Background and Indigenous Identify (both optional)

Additional information will be provided to members about disclosing race-based and Indigenous
identity data. This disclosure is voluntary.

Disclosure

Sharing of race-based and Indigenous identity data with SCOT is completely voluntary and can be updated, withdrawn, or changed at
any time throughout the year. This information is not collected at the time of initial application. SCOT will be providing additional
information about the rationale for collecting this data and how the data will and will not be used. Members may choose to refrain
from making any disclosures about their racial background and/or indigenous identity until that information has been shared with
members.

Racial Background Indigenous Identity

Ralal Background Indigenous Identity

[ ) . -

bl R _
LT

Do Pt e | | Do not know
sl Bos i . .
| First Mations
ndgenous
Inuk/Inuit
| Métis
feli oz racisl groun
Frralar nal o Anse Prefer not to answer
Soukh ssian
Sdiheasl asan

d) Address Change
Review your address and if it is no longer current, click “add” to update your address.

Current Address

Apartment / Box No. / Address or 5Street Mo

City PostalZip code

Clcke 1o request an address change
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If you are updating your address, type in your city and then select your City, Province, and Country in
the dropdown list that pops up. If the dropdown list does not include your city, please contact
admin@scotsk.ca.

Cick to request an address change

Address change u

* Apartment / Box No. / Address or Street No.

* City * Postal/Zip code

e) Contact Information

We encourage you to provide a contact email that you can access outside of your employment in
case you are wanting to login to your profile outside of work hours, are on an unexpected or planned
leave of absence, or if you change employers.

Contact Information

Enter the following:
= A Mobie PO TR I:}ﬁ‘ Home PNOQnRe NUMOoeT [you arg ot reguingd [0 enier both of them

o Email address - this is the email that SCOT will use to contact you.

Mot -u'-."':'.-'li--"a H "‘L’-..“I’."-;ﬂ ‘."I‘_'-:!ﬂ

f) Language(s)

All members are required to demonstrate proof of English language proficiency and therefore your
spoken and written language must be selected for English.

Spoken/written Languages (Other Than English)
Languages in whiclt you can provide services.

Language: o
English Spoken written Primary Language
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If you are capable of providing occupational therapy services in additional languages, please click
“Add” to indicate the Language(s), whether you are able to speak and/or write in the identified
language(s), and indicate which language is your primary language.

m Click to add additional languages to your profile

* Other language * Spoken * Written * Primary E
= = = = L
v Yes (_/No l_JYes | _'No Snguags
(I¥es '::_::' Mo

2. Education Section

Review your Education. If your designation, institute of study, and/or graduation year are not
accurate, please contact admin@scotsk.ca.

EDUCATION

Your egucation is listed below. If you have new credentials 1o add click the “Add™ button below:

Designation Institute Graduation year

a) New Education

If you have additional education to add, you can click “Add” to provide your designation, institute
name, and field of study.

m Click here to add additional education

New education ﬂ

* Designation Institute * Field of study
B} v S} - v
* Designation * Fiedd o study Kinesalogy and Excrcisa Scionce
o e e Law

C—, i

Jiclozcal Digmedical. ared Physical doenoes

| Baccalaureate . ] Physiciogy
Busincss, Managoment, Marksting and Related 3 i
| Diploma S ok Peyrhalogy
h
[ e | Gencral Rehabilitatian Scence Pualic Administration
Macter's Garamology Puiilic Health
| Poct-secondary certificate Health AdministrationManagemons Sacial Sraences, Arts and Humanibes
walth Professains 200 Related Jlinical Soenies
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We will also require your date of graduation.

If your institute is not included in the dropdown list, there is space to provide this information. SCOT
staff will then update the list of educational institutions for future selections.

Supporting documentation is required as proof of completion.

* Graduation
date

If your institute is not included in the list above, please enter the name, location, and phone number in the space below.

* Supporting documentation

3. Professional Malpractice/Liability Insurance Section

As per SCOT’s Regulatory Bylaws, practising members and restricted practising members must
provide proof of liability/malpractice insurance coverage for a minimum of $5 million.

Your malpractice/liability insurance information may not have been transferred over from the
previous database system. SCOT will continue to accept proof of employer insurance coverage, as
the proposed regulatory bylaws to discontinue accepting this, did not receive final approval from
the Minister of Health. SCOT will continue discussions about insurance requirements over the next
year.

For those that have a non-practising membership and will be obtaining a practising licence for
March 1%, your insurance must be active in order for your renewal application to be approved.

a) Personal lnsurance
If you have personal malpractice/liability insurance, please indicate “No” regarding the question

about relying on employer insurance.

PROFESSIONAL MALPRACTICE/LIABILITY INSURANCE

* Do you rely on the malpractice/liability insurance provided by your employer?

ves ':§:' No

Disclaimer: Your malpracticefiability insurance must be active before your application is considered complete.

Your insurance records for the current and next registration year (if available) are listed below.

No active insurance records exist.


https://scotsk.ca/assets/main/standardsofpractice/SSOT-Regulatory-Bylaws-Office-Consolidation-September-30,-2022.pdf
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Click “Add” to input your personal liability insurance information including the policy number,
effective date, and expiry date.

If your current insurance is due to expire prior to March 1**and have another policy extending past
that timeframe, please add both policies. Select your insurance provider from the dropdown list. If
your insurance provider is not included in the list, please provide the insurer’s name,
address/location, and phone number in the space provided. If you obtain your insurance in
association with a third party as a benefit of being a member of that third party, please indicate the
insurance provider and not the third party that you are a member of that allows you to have a
preferred rate.

Upload your insurance certificate.

- ' B Click here to add or change your msurance record

Frovider ' policy =
* Effective dale * Expiry date

it the Insurer i= not Included In the list abowe, please enter the name. location and phone number In the space below,

Inswrance cartificate; Uplaad an insurance certificale showing that if nmeets the required minimum Soverage of 55 mithom.

b) Reliance on Employer Insurance

If you do not have personal malpractice/liability insurance and rely solely on your employer’s
insurance, please select “Yes” regarding the question about relying on your employer’s insurance.

PROFESSIONAL MALPRACTICE/LIABILITY INSURANCE

* Do you rely on the malpractice/liability insurance provided by your employer?
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You are responsible for understanding the limitations of relying on your employer’s insurance and
are responsible for ensuring that your insurance covers all aspects of your practice. You are
responsible for ensuring that you have personal malpractice/liability insurance coverage for any

volunteer activities or other activities outside of employment that you are engaged in as an
occupational therapist.

Disclaimer: Your malpractice/liability insurance must be active before your application is considered complete.

Your insurance records for the current and next registration year (if available) are listed below.

Disclaimer: If members choose to rely on their employer's malpractice/liability insurance, it is their responsibility to understand the
risks of doing so.

No active insurance records exist.

In the dropdown menu, indicate the malpractice/liability insurance provider that your employer
uses.

e The Saskatchewan Health Authority (SHA) provides their policy number and coverage dates
to SCOT on an annual basis. If you work for the SHA and rely solely on the insurance
provided by the SHA, please indicate the effective date as January 1, 2025 and the expiry
date as December 31, 2026.

e Ifyou have a different employer and the insurance provider is not included in the dropdown
list, please provide the name, location/address, and phone number of the insurance
provider in the space below.

Complete and upload the SCOT Malpractice/Liability Employer Coverage Form, found on the
Annual Licence Renewal page of the SCOT website.

‘ Click here to add or change your insurance record

Provider

* Effective date * Expiry date

If the insurer is not included in the list above, please enter the name, location, and phone number in the space below.

A
Employer insurance: Complete and upload the SCOT Malpractice/Liability Employer Coverage form, which can be found on the
College website.

* Insurance documentation
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4. 2024/2025 Employment Section

Indicate your overall employment status. If you were employed in the profession between January

1°*and December 31%, select “Employed”. If not, choose the most relevant employment status for
that time period.

If you are currently employed in the profession, please indicate “Yes.”

Indicate whether you are seeking employment and whether it is in the profession or not.

202472025 EMPLOYMENT

You are required to report your overall employment status between 01-fan-2024 and 31-Dec-2024, not necessarily your current

employment status. If you have formerly been emplayed between these dates, you must select an employment status that indicates
that you have worked in this registration period.

* Employment status * Are you employed in the profession? * Are you seeking employment?

. v (_JINe (_)Yes - hd
* Empiley mant Stafs * Are you seeking employment?
- v
O e oo weork

In profession
d Not in profession

5| Notseeking employment

an short-berm disabiity

U amped besve of alsene

a) Employment Information Changes

Some of your employment information will be included in your profile. Review your current
information and make any changes to your 2024/2025 employment information.

Employment

Members are required to ensure that their employment information is accurate and current. If any of the employment information
below is inaccurate, please make the necessary changes to the employer in the section below.
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The remainder of this section will be required for each employment.
Note: Practice hours can only be updated by members during the renewal process.

For each employer, you will be asked to indicate the number of paid practice hours accumulated
during employment from January 1% 2024 until December 31, 2024. The currency policy was
updated recently and is located on the Annual Licence Renewal page of the SCOT website. Refer to
the policy to determine what is included in paid worked practice hours.

Note: There will be opportunity to provide additional practice hours outside of paid
employment at the end of the employment section.

Please enter the total currency hours for this employer from 01-Jan-2024 to 31-Dec- * Paid worked practice hours
2024.

Please refer to SCOT's policy on currency hours to determine what is
included/excluded for paid worked practice hours.

The number of hours can be 0 but cannot exceed 4000. Keep in mind that a whole
number must be used.

[ * 1 acknowledge that the practice hours | have entered above is correct. | am aware that | am responsible to keep a record of my
practice hours and am required to provide proof of practice hours if requested by the College.

Identify the employment type, employment preference, and employment role.

Changes
* Employment type * Employment Preference [ 2] * Employment role
- ~ ~ b
¥ Employment type * Employmant Preference & * emplayment role
L b -
e Tt By choice Administrator
sl Sesking casua Analyst
| s oT, Seeking fudl-time Case manages
Part-time
i Cang parttir Chief executive officarireagistrar

Mrect care provider

Murectoriassistant director

Educatar
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Identify the contract type, funding source, and primary method of care.

Contract type Funding source * primary method of care (2]
- W - L4 - W
Contract type Funding source * primary method of care @
| i v ‘ 2 | g b
Conditional employment Mix of public and private Email
’ Pri
Cooperative student employment vate In person
Other — not elsewhere classified Public
i |
Permanent employee Unknown
Practicum student work experience
Telephane
self-employed 1 |
Video conference |
| Temporary employee
Identify the virtual care delivery as well as your primary area of practice for that employment.
* Virtual care delivery @ * primary area of practice
- w - w
*Yirtual care delvery G * Drimary arsd of praciice * Prasuary area of A £
L e w
| & Ciber aress of practice
| Mare than S0% of Lhe Lime | v
g 4 Pallisifve e
| 104 1o 46% of the time ' " Foot cars o parhokpy
P i T i
Laws than 10% of the time . Forensics o| Patient safety
L:JE.n:l ] o Bamrocnbrclony £ Pediatrics
- — : General prachoe Dl liiaalith
n 3
# primary area of practice ki M Pharmacctherapy
Gerlatrics i SRR
& v| i Prgsical madicing and rehakblEdon
o Gymecokgy Plasia uspery
"
nl Primary care
-r! Adeiction serdce | resllijuinkey Paychiairy
1 admerstraton i Health pornton B oubib: huslth ared pressrtin
A WAy o HETAto GEy
Ampartation cang  Infection corerol procedure
o
Intarmaticsrhesith Imformation
o Anezthesiciogy |
. & Inztih.tonal education
Hurns came = Rosplrelogy
a ! Imerncl meelcing
Cancbaioy & I i maATnkigy
MateTib nEsom u
Chronic tiseass = bales
Medcal-lugalroated Chant 5e0scd Mardgsmant ¥ ]
Chranlc paln 8. Sports medidne »
® -
4| Clerk serdce marapement il
ekl eiluaian Mol et cate el mivsabion
9 chnea immwinslingy and allegy [ a1y st [ substance use serace
b 1
| cognitive @sarers | Mustulnsiaktal | supervsian
W Critical care Hepkeaiogy | Surgsry
W Derriistry { Mourzlogy | Trauma
i permatalogy Mutreian therapy | Uralogy
Dawsinments hakiltatioredisabilties Occupational health | Westibular rehabiimten
1 |
7 isberes care Crcology Wislon carg
i Ear., naze and troer (ENT) v | Bpthamalogy | !_ Wound management serdos L
- | Trean ranzplant |
-
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Two additional areas of practice can be selected if applicable. The form will not allow you to
continue if you select more than two additional areas of practice.

Additional area of practice
[ Addiction service

[] Anesthesiclogy

[J Chronic pain

[] Cegnitive disorders

[] Developmental
habilitation/disabilities

[] Endocrinology and
metabolism

[] Gastroenterology
[ Gynecology
[] Hematolagy

[] Internal medicine

[] Military medicine
[ Mutrition therapy
[] Organ transplant

[ Pathology
[J Pharmacotherapy

[[] Psychiatry

[[] Research

[] Sperts medicine
[] Surgery

[ Vision care

Provide your work phone and work email. Include your office/suite# if applicable. Enter your start

[ Administration
[J Burns care

[ Client service management

[J Critical care

[] Diabetes care

[ Ergonomics

[ General practice
[ Hand therapy

[ Infection contral procedure

[J Maternity/newborn

[J Musculoskeletal

[J Occupational health
[ Orthopedics

[] Patient safety

[ Physical medicine and
rehabilition

[ Public health and prevention
[ Respirclogy

[ staff education

[ Trauma

[J Wound management service

date and end date if applicable.

* Work phone

Start date

* Work email

[ Advocacy

[ Cardiclogy
[ Client/patient education

[J Dentistry
[J Ear, nose and throat (ENT)

[] Foot care

[] Genetics

[J Health palicy

[ Informatics/health
information

[J Medical-/legal-related client
service management

[ Mephrology

[J Oncology
[ Other areas of practice

[] Pediatrics
[ Plastic surgery

[ Radiology
[J Rheumatology

[J Substance use service

[J Urology

[ Amputation care

[J Chronic disease

[J dinical immunaology and
allergy

[ Dermatology

[] Emergency care

[] Forensics

[] Geriatrics
[ Health promation

[ Institutional education

] Mental health care

[J Neurclogy

] Opthamology
[ Palliative care

[ Pelvic health
[ Primary care

[ Regulation

[] Sales

[J Supervision

[] Vestibular rehabilition

Office/suite #

End date (if applicable)

If you would like your employment information to be displayed on the public directory

(Occupational Therapy Registry), select “Yes.” If not, select “No.” If you select “Yes,” your employer’s

name, address, and phone number will be displayed.

Disclaimer: It is optional to show your employment on the public directory. Selecting "Yes", will display your employer's name,

address, and phone number.

* Show employment on public directory

(ves 'iii' MNao
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b) Additional Employer(s)

If you worked for an employer since January 1%, 2024 that is not listed, click “Add”.

Click here to add additional employer(s)

Start typing the name of your empoyer. A list will appear that you can scroll through to select your
employer. Please note that SCOT staff are currently updating the list of employers and will take
some time for all employers to be listed in a consistent manner.

Employer u

Drganization

=1

If your employer is not provided in the list, you can enter the name, location, and phone number in
the space provided.

If your employer is not available in the list above please enter the name, location and phone # here

Refer back to the previous section [I. 4. a) Employment Information Changes] to fill out the rest of
your employment information for all additional employers.

c) Other Practice Hours
Note: Practice hours can only be updated by members during the renewal process.

This section allows you to indicate additional practice hours that you accumulated from January 1%,
2024 until December 31, 2024 that are not correlated with your paid employment as indicated in
the 2024/2025 employment section.

The currency policy was updated recently and is located on the Annual Licence Renewal page of
the SCOT website. Refer to the policy to determine what is included for educational and volunteer
practice hours.

If you worked outside of Saskatchewan or outside of Canada and you inputted all of your paid
worked practice hours in the employment section, you can put “0” for Outside of jurisdiction
practice hours. If you have a non-practising or extended access membership with SCOT and
accumulated paid practice hours in another jurisdiction where you are registered to practice, you
can add those hours in this section.

Input any unpaid education practice hours and volunteer practice hours in the spaces indicated.
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Other Practice Hours

Additional practice hours can be entered in this section. Please refer to SCOT's currency policy to determine what is
includedsexcluded for each practice hours category.

Outside of jurisdiction practice hours: A practising licence is required to accumulate practice hours in Saskatchewan. This section is
for members who do not have a practising licence with SCOT {non-practising and extended access members) and therefore cannot
accumulate practice hours in Saskatchewan. These house include any paid practice hours that were obtained outside of
Saskatchewan while registered to practice occupational therapy in the other jurisdiction.

Education practice hours: These include unpaid education and/or professional development hours related to the occupational
therapy profession. No more than 120 unpaid education hours will be accepted towards the 600 hours requirement for licensure,
unless approved by the Registrar or SCOT Council,

Volunteer practice hours: These include unpaid volunteer practice hours that involve the provision of services requiring the
professional skills of an occupational therapist. No more than 100 unpaid volunteer hours will be accepted towards the 600 hours
reguirement for licensure, unless approved by the Registrar or SCOT Council.

The number of hours can be 0. Keep in mind that 3 whole number must be used.

* Qutside of jurisdiction practice hours * Educational practice hours * Voluntear practice hours

[ * 1 acknowledge that the practice hours | have entered above is correct. | am aware that | am responsible to keep a record of my
practice hours and am required to provide proof of practice hours if requested by the College.

d) Previous Practice Hours

Your previous practice hours will be listed in a chart similar to the one below. During renewals, it
will only display the previous two years. Only your total practice hours will be provided. If your total
pratice hours is not accurate, please contact admin@scotsk.ca to make that change. The previous
database did not separate out the practice hours into the separate sections, therefore the
individual practice hours categories indicate: “N/A”. Practice hours were proviously provided for the
timeframe of March 1% until Febriary 28"/29™.

Practice Hours

The total practice hours for the previous 2 registration years is displayed below. The categories of hours are all displayed as “"NAA", as

this was not separated out in the previous registrant database system

The total practice hours previously collected were hours obiained during the membershipficensing year March § - February 28/28). if
vour total practice hours is not displayed correctly. please conitact SCOT at admingdscotsk.ca

Year Paid worked Other jurtsdiction Educational Voluntear practice Total practice
FILI0D4 practice hours hiours practice hours hours hours

MN/A N/A N/A N/A,
Year Paid worked Other Jurisdiction Educationa voluniesr pradiice Total practice
ITANTY practice hours hours practice houwrs hours hours

NIA

N/A

N/A

N/A
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In order to renew a practising licence, members must have completed a minimum of 600 hours of
occupational therapy activities recognized my council. The currency policy was updated recently
and is located on the Annual Licence Renewal page of the SCOT website. Your total practice hours
over the past three years are automatically updated as you input your hours into your profile.

Since SCOT is now collecting practice hours from January 1 2024 until December 31%, 2024 and no
longer collecting hours from March until the end of February, there will be an overlap of hours
(January and February 2024). If you do not meet the currency requirement or if you are unsure if you
meet the currency requirement, continue with the renewal process, but please also contact
ed@scotsk.ca well in advance of the February 15" deadline.

Practice hours must be a minimum of 800 hours in the past 3

completed their occupational therapy education or 3 re-entry program recognined by the (

exempt from meefing the practice hours reguirament

years fo be eligible for a practising hcense. Members who have

College within the st 18 months are

Non-praciising mermbers do not hawe @ licence o practice and are not eligible fo obtain praciice hows i Saskatchawan

Total Hours (Most recent 3 yaars

Outside of renewals, your practice hours for the past three years will be displayed in your profile
section as well as your total hours from the past three years.

Practice Hours

The total practice hours for the previaus 3 registration years is displayed below. The categories of hours are alf displayed as "N/, as
rhis was not separated ouT in the previous registrant database system

The total practice hours previously coflected were hours obtained during the membershipficensing year (March 1

your !'.'.li_i'-'lf_".".!!'.".'fl?' hours 15 not OrEnay e Correctil please contact SCOT at admin@@scotsk.ca.

February 28/29), If

Year Paid worked Other Jurisdiction Educational Vvolunteer practice Total practice
20232024 practice howurs hovirs practice hours Rours hours

MNIA MFA N/A MNiA
Year Paid worked Other Jurisdiction Educationa volunteer practice Total practice
202272023 practice hours hours practice hours hours hours

MiA N/A MNSA NiA
Yar Paid worked Other Jurisdiction Educational volunbesr practice Total practice
20272022 practice hours hours practice hours hours hiours

MN/A MNIA MIA MN/A

Total Hours (Most recent 3 years)

(T
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5. Other Occupational Therapy Jurisdictions Section

If you are currently registered as an occupational therapist in another jurisdiction in Canada, please
add this information if itis not already displayed.

OTHER OCCUPATIONAL THERAPY JURISDICTIONS

This section lists jurisdictions where you are currently registered/licensed as an occupational therapist. Please ensure that all
information listed befow is correct and current.

This section is only meant for jurisdictions in which you are currently active. Do not enter historical registrations that are not current.

0

No currently active jurisdiction records exist.

Indicate your registration/licence number for the other jurisdiction and select the effective and
expiry date of your registration. Select one of the occupational therapy regulatory organizations
from the drop-down menu or the selection for an organization outside of Canada.

“ Click here to add another Occupational Therapy Jurisdiction

New Jurisdiction ﬂ

* Registration # * Regulatory body
- W
* Effective date * Expiry date
* Regulatory body If the regulatory body is outside of Canada,
- v you will be asked to provide information

_ about the location of the organization.

‘ College of Health and Care Professionals of BC ‘ * If your jurisdiction is not available in the list above, please

Alberta College Of Occupational Therapists enter the state/province and country here

| College of Occupational Therapists of Nova Scotia

College of Occupational Therapists of Manitoba

. College of Occupational Therapists of Ontario I
| Ordre des ergothérapeutes du Québec
55i f
New Brunswick Association of Occupational Therapists
2 €

Newfoundland and Labrador Occupational Therapy Board
Prince Edward Island College of Occupational Therapy

pr; Occupational Therapy - Out of Country
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6. Other Regulated Professions Section

If you are registered with another regulated profession besides occupational therapy, please click
“Add” to provide this information if it is not already listed.

OTHER REGULATED PROFESSIONS

Are you currently registered/licensed in another regulated profession? Please ensure that all information below is correct and current.
This section is only meant for jurisdictions in which you are currently active. Do not enter historical registrations that are not current.

12

No currently active profession records exist.

Indicate your registration number, the other profession in which you are registered to practice, and
the effective date and expiry date of your registration. If your jurisdiction is not listed in the drop-
down menu, please add the location of the organization in the space provided.

w Click here to add an other regulated profession

MNew Jurisdiction E

* Registration # * Jurisdiction * Profession

* Effective date * Expiry date

* If your jurisdiction is not available in the list above, please enter the state/province and country here

<ria

Sritish Celumbla
Wianitzba

| B e

1 usbar
Zaskabcreaan
Fukon

orher Jurisciction - Out of Codniry
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7. Submit, Save, or Withdraw
If you wish to cancel editing the form, you can select “Withdraw” at the bottom of the form.

If you wish to save the edits made and return to it at a later time to make additional changes, you
can select “Save for later.”

Once you have made the necessary changes, select “Submit.”

Please note that the system will require you to login after 30 minutes of inactivity.

J. Updating your 2024/2025 Learning Plan

5 5
-

1. Learning Plan Exemptions

If you obtained a practising or restricted practising licence since March 2024, you may not have
2024/2025 learning goals. If you did not have 2024/2025 learning goals, then your screen should
have the additional note in red font as shown in the picture below and you can click “Next” at the
bottom of the page to go to your 2025/2026 learning plan.

If you did not have goals for 2024/2025 and you do not see the following notification, please contact
admin@scotsk.ca.

o e x, -
/ :
Profile Update Z2024/202 earning Plan

PLEASE MOTE:

YOLU ARE NOT REQUIRED TO FILL OUT THE 2024/2025 LEARNIMG PLAN
CLICK "MNext™ AT THE BOTTOM OF THE PAGE TO GO TD YOLR 2025/2026 LEARNING PLAM,
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2. Continuing Competence Program Instructions

Review the instructions page, similar to the picture below, and then select “Goal 1>” at the bottom
of the page. These instructions are accessible while you are updating your learning plan.

Page 1 Goal 1 Goal 2
INSTRUCTIONS

Welcome to the SCOT Online Portal for Continuing Competence

Practising members who hold a current full practising licence or restricted practising licence are required to participate in SCOT's
Continuing Competency Program (CCP).

2024/2025 Learning Plan

Prior to the end of the membership and licensing year, members are to submit 2 copy of their completed 5COT annual learning plan
(professional development plan) and outcomes from that current licensing year.

New members who obtained a practising licence during the membership year may not have existing goals for 2024/2025, depending
on the time of acquiring their licence, and thus are exempt from completing the 2024/2025 Learning Plan. If you are unable to click
next to proceed to your 2025/2026 Learning Plan and you did not have 2024/2025 goals, please contact admin@scotsk.ca.

Current Goals:

Members will notice that their 2024/2025 goals have not been transferred from the previous registrant database into the “Goal 1"
and “Goal 2" pages.

We are asking members to input their current geals and additional details into the 2024/2025 learning plan before indicating the
completed learning activities and evaluation sections for each goal.

Mambers are responsible for keeping a copy of their professional development plans and outcomes and to only provide a copy to
SCOT. Members who wish to refer to the goals previously submitted to SCOT for the 2024/2025 membership and licensing year, can
click on "Download report” in the top right corner of the screen to download a report with their existing goals.

Since there was no requirement to provide a pre-reflection when creating new goals during the 2024 renewal, members can
indicate “Mot applicable” in the space provided for their 2024/2025 goals. If there is a word minimum of 50 characters, you can copy
and paste this message until you reach the minimum amount of characters. Members are required to provide reflections on their
completed activities and goals.

Members are encouraged to refer to the 2025 SCOT Renewal Instructions Document on the College's website (Annual Licence
Renewszl| Page) for assistance with completing their 2024/2025 Learning Plan. The specific scenarios are addressed:

* Completing the 2024/2025 Learning Plan.

* Providing self-reflections and goal status for more than two goals.
= Omitting and replacing goals.

* Incomplete goals.

2025/2026 Learning Plan

Practising members with a practising licence or restricted practising licence must submit their SCOT annual learning plan
(professional development plan), consisting of two new goals, for the upcoming licensing year in order to renew their licence.

Members are no longer required to complete the SCOT Self Assessment Form: however, members are expected to review and
reflect on The Competencies for Occupational Therapists in Canada, 2021 when creating goals to werk on over the upcoming
membership/licensing year (March 1 - February 28/29). Members must continue to align their goals with a specific Domain and
Competency.

Members are encouraged to refer to the 2025 SCOT Renewal Instructions Document on the College's website for assistance with
completing their 2025/2026 Learning Plan. The specific scenarios are addressed:

* Completing the 2025/2026 Learning Plan.
* Incomplete goals.

Next
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3. Navigating between Goals and Instructions

Your name, registration number, and registration year will appear at the top of the page.

PROFESSIOMAL DEVELOPMENT PLAN

Mame Registration & Registration Year

Mar 01, 2024 - Feb 2B, 2025

You may navigate between the instructions page (page 1), goal one, and goal two of your learning
plan by clicking on the labeled tabs at the top of the page, or by clicking on the blue buttons at the
bottom of the page. If you have inputted information and want to return at a later time, you may click
“Save for later” at the bottom of the page.

PROFESSIOMNAL DEVELOPMENT PLAN

4. Accessing your 2024 /2025 Goal Information

Members are responsible for keeping a record of their annual learning plans (professional development
plans) and outcomes. However, if you are wanting to refer to the information previously provided to
SCOT, click on “Download report” to access your information. A pdf of your 2024/2025 Professional
Development Plan will be available for you to download and save or print off. Information from both
the Continuing Competency Program (CCP) section and the learning log from the previous database
are included in the report.

If any information is missing from the pdf that you require, please contact admin@scotsk.ca and we
will assist you with retrieving any information from the previous system.

)
s o/
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5. Update Learning Goals

LEARNING GOAL 1

You are responsible for keeping a record of your annual learning plans (professional development plans) and outcomes. The
space below is for you to provide a copy of your professional development and learning activities. The reflective components
of your learning plan and activities are important and requires time to complete.

Due to moving to a new database system, your 2024/2025 learning goals will not be automatically
embedded into your professional development plan. You can use the information from your
downloaded report to refer to and can copy and paste some of the information into the new database.

a) Omitted and Replacement Goal

If you were not able to complete a goal as it became irrelevant o runattainable, but you omitted the
goal and replaced it with a different goal, please fill out the Replacement Goal Form, located on
the Annual Licence Renewal page of the SCOT website, and send it to admin@scotsk.ca. Then
proceed by using the replacement goal when filling out your learning goal information.

b) Additional Goals (More than 2)

The new database will only allow members to input two goals per membership/licensing year. If you
had any progressing goals from the previous year, do not enter them in the system. Only input the
two goals that were new for the 2024/2025 licensing year.

If you had progressed one or more goals from the previous membership year, you are not able to
progress it any further. Instead of inputting these goals into the system, fill out the Additional Goal
Form, located on the Annual Licence Renewal page of the SCOT website, and send it to
admin@scotsk.ca. The following steps will also assist you with filling out the electronic form, as the
questions will be similar. All members that had additional goals for the 2024-2025 licensing year
will automatically require admin review of their 2025 renewal to ensure the form is received.

c) Inputyour 2024/2025 Goal

Input your goal into the space provided. You can copy and paste your goal from the pdf report. You
can click on the bottom right corner of the comment box and drag it down the screen to make the
box bigger.

* Professional Learning Goal: What new knowledge/goal do you want to achieve?
(Limit 1000 characters)
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d) Indicate the Domain and Competency

Identify the domain and competency associated with your goal. This information can be obtained
from your pdf report and then selected from the drop-down menus. The competency drop-down
menu will change depending on the specific domain selected.

If you have a replacement goal and had not identified the domain and competency, a link is
provided to the Comptencies for Occupational Therapists in Canada, 2021 document to select
the most appropriate ones.

* This goal is pertinent to the following Domain:

- v
A. Occupational Therapy Expertise
B. Communication and Collaboration
|
C. Culture, Equity, and Justice

D. Excellence in Practice

| E.Professional Responsibility

| F. Engagement with the Profession

* Specifically. the Competency:

- L ‘

| A1: Establish trusted professional relationships with clients

AZ: Use occupational analysis throughout practice
| A3: Determine clients’ needs and goals for occupational therapy services
| Ad: Assess occupational participation
AS: Develop plans with clients to facilitate occupational participation
A6 Implement the occupational therapy plan

AT: Manage the assignment of services to assistants and others

v

e) Indicate the Target Completion Date

Click on the box to indicate the target completion date. You can select the date that is provided in

your pdf report.

¥ Target Comipletion Dute:

¥ Aug v HM v F

S Ma Tu Wes TH 1 %

11 12|13 ] 14 | 15| | 1
18 (1932002 | x| 20 M
R T . R B I
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f) Select Anticipated Learning Activities/Resources

This section is new and will be used for your 2025/2026 goals, however, the 2024/2025 learning plan
needed to be identical to the 2025/2026 learning plan.

If you want to select one of the options that corresponds to one or more of the activities/resources/
strategies you planned on doing in order to complete your goal, you can select all that apply to your
goal. You can also select Other from the list and identify your custom activity/resources/strategies.
If you have a list of specific learning strategies in your downloaded report, you can select Other and
copy and paste the information into the space provided.

The comment box can be expanded by clicking on the bottom right corner and dragging it down the
page.

* Learning Activities/Resources: What do | want to, have to, and/or need to do to achieve my goal?
Select all that apply.

| Conduct a survey, review, or evaluate a service or program

:l Engage in academic study

:l Participate in self-study or a study group

| Listen and learn from podcasts or videos

| Prepare materials or presentations

| Valunteer (with college, professional association etc.)

| Participate in reflective dialogue with peers

:l Engage in reflective journaling

| Review materials such as journal articles or text books

:I Collaborate with other Occupational Therapists or colleagues

| Review legislation, regulations, bylaws, or paolicies

_| Attend or participate in a course, conference, or workshop

| Review or develop tools ar resources

| Join a committee or working group

| Provide or receive mentorship
| | Participate in or review research/literature
Other

If Other has been selected, please provide a description.

g) Initial Reflection (not required)

This section is new and will be used for your 2025/2026 goals, however, the 2024/2025 learning plan
needed to be identical to the 2025/2026 learning plan. Since this was not a requirement for your
2024/2025 learning plan goals, you can indicate “n/a - An initial reflection was not a requirement of
the 2024 renewals” or something similar in the space provided.
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Initial Reflection

An initial reflection was not required for the 2024 renewal. Please indicate that this was not a requirement in 2024 in the initial
reflection comment box below for your 2024/2025 learning plan goals. This is a requirement for the 2025/2026 learning plan.

* Initial Reflection: Please provide a reflection about why you selected your goal and how your goal is related to the identified
competency. Describe how your anticipated learning activities and resources will develop your skills, attitudes, and/or judgment

with your selected learning goal.
(Limit 1000 characters)

h) Completed Learning Activities

Select “Add” to identify the activities that you completed during this past membership year, as you
worked towards achieving your overall goal. At least one activity must be identified for each goal.

Select the date you completed the activity. If you are unsure of the exact date, identify an
approximate date.

From the dropdown menu, select an activity that you completed. If the item is not on the list, please
select “Other”.

COMPLETED LEARNING ACTIVITIES

‘ To add another activity, click the ADD button.
Activity

Date Completed * Activity Completed

* Activity Completed

- W

CEE. ..ot such o journal artics o text books

Conduct a survey, review, or evaluate a service or program

Collaborate with other Occupational Therapists or colleagues
| Engage in academic study
| Review legislation, regulations, bylaws, or policies
n| Participate in self-study or a study group
Attend or participate in a course, conference, or workshop
Listen and learn from podcasts or videos
i Review or develop tools or resources
Prepare materials or presentations
) ) o Join a committee or working group
Volunteer (with college, professional association etc) |
|| o . _ ) _ Provide or receive mentorship
Participate in reflective dialogue with peers

Participate in or review research/literature

te Engage in reflective journaling |

Other
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Provide a description of what you completed and identify evidence of your activity from the
dropdown menu. If your evidence is not included in the list, please select “Other”. If you provided
this information in the previous database, you can copy and paste information from your
downloaded pdf into the Activity Description box. There is a word limit for the desription box,
however documents with additional information can be uploaded as described below.

* Activity Description * Evidence of Activity L7]

# Puidence of Arfhiry ﬂ

mudit of skill or abiliy
| s urvey resulis

Grant or research proposal

OEram DeEvek prmeent

wards or cortficates

Fublcations

Criner -

If you have a previously written reflection or any additional information about your completed
learning activity that you wish to upload, you may do so by clicking on the blue button. This is
optional. If you had provided this information in the previous database, you may copy and paste this
information from your pdf report into a document on your computer and upload it in this section.

If you have additional reflections or information about completing this learning activity, you can upload the supporting

documentation.
‘n Click here to upload a supporting document from your computer

If you would like to provide a written reflection about the learning activity that you completed, you
are able to provide this information in the space provided. This activity reflection is optional. If you
provided a reflection for your activities completed in the previous system, you can copy and paste
this information in the space provided.

Completed Activity Reflection

The following space is available for providing a reflection upon completion of a learning activity. What did you learn from
completing this activity? How did completing this activity move you closer to achieving your overall goal?

(Limit 1000 characters)
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i) Goal Evaluation
Indicate your goal status from the dropdown list.

If you have not completed one of your goals but intend to complete your goal prior to the renewal
deadline (February 15™, 2025) select “In-progress” and ensure the target completion date near the
top of the page is accurate. Once you complete your goal, you will be able to update your goal
status to “Complete” and submit your renewal. If you are unable to complete your goals due to
extenuating circumstances, please contact ed@scotsk.ca.

EVALUATION

Indicate the status of your goal.

* Goal status

- A
| In-progress

| Complete
T

Provide a reflection upon completing your goal. Describe how completing this goal impacted your
practice. What did you learn and how did you apply that learning?

* Reflections: Provide a reflection on how completing your goal has helped you develop your skills, attitudes, and/or judgment in
your practice. Describe the effects and impacts that completing your goal has had on your practice. Identify how completing your
goal has enhanced your competence with respect to the domain and competency selected from The Competencies for
Occupational Therapists in Canada, 2021 associated with your goal.

i) Repeatfor Second Goal

To update your second goal, click on “Goal 2>” near the bottom of the page and repeat the steps for

your second goal as outlined in subsection 5. Updating Learning Goals of section J. Updating your
2024-2025 Learning Plan.

Click “Submit” at the bottom of the page once your 2024/2025 learning plan has been filled out for
both goals.

Reminder to complete and send the Additional Goals form to admin@scotsk.ca if you had more
than two goals for the 2024/2025 membership year.
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K. Creating your 2025/2026 Learning Plan

»z « 0 -
L

1. Learning Plan Exemptions

Members who are obtaining a non-practising membership or extended access membership for
March 1%, 2025 are exempt from creating a 2025/2026 learning plan. If the learning plan is present
in your renewal steps and is not allowing you to proceed to the last section, contact
admin@scotsk.ca.

2. Continuing Competencey Program Instructions

The same instructions pages from your 2024/2025 learning plan will appear. Once reviewed, you
canclick on “Goal 1>” in the bottom right corner.

Page 1

INSTRUCTIOMS

Welcome to the SCOT Online Portal for Continuing Competence

Practizing members who held a current full practising licence or restricted gractising licence are required to partidpate in S00Ts
Continuing Competency Frogram [CCF)

2025/2026 Learning Plan

Practising members with a practising licence or restricted practising licence must submit their SCOT annual learning plan
(professional development plan). consisting of two new goals, for the upcoming licensing year in order to renew their licence.

Members are ne longer required to complete the SCOT Self Assessment Fornm, however, members are expected to review and
reflect on The Competencies for Occupational Therapists in Canada, 2021 when creating goals to work on over the upcoming
membership/licensing year (March 1 - February 28/29). Members must continue to align their goals with a specific Domain and
Competency.

Members are encouraged to refer to the 2023 SCOT Renewal Instructions Document on the College's website for assistance with
completing their 2025/2026 Learning Plan. The specific scenarios are addressed:

* Completing the 2025/2026 Learning Plan.
* Incomplete goals.
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3. Navigate between Goals and Instructions

Your name, registration number, and registration year will appear at the top of the page.

You may navigate between the instructions page (page 1), goal one, and goal two of your learning
plan by clicking on the labeled tabs at the top of the page, or by clicking on the blue buttons at the
bottom of the page. If you have inputted information and want to return at a later time, you may
click “Save for later” at the bottom of the page.

PROFESSIONAL DEVELOPMENT PLAN

Name Registration ® Registration Year

Mar 01, 2025 - Feb I8, 2026

4. Create Two New Learning Goals

LEARNING GOAL 1

You are responsible for keeping a record of your annual learning plans (professional development plans) and outcomes. The
space below is for you to provide a copy of your professional development and learning activities. The reflective components
of your learning plan and activities are important and requires time to complete.

Input your goal into the space provided. Ensure it is a SMART goal that can be completed during the
membership year (March 1st, 2025 - February 28, 2026).

* Professional Learning Goal: What new knowledge/goal do you want to achieve?
(Limit 1000 characters)
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a) Select an appropriate Domain and Competency

Review the Comptencies for Occupational Therapists in Canada, 2021 document and identify
the domain and competency that that best correlates with your goal.

Select the domain and the corespondiing competency from the dropdown lists. The competency
drop-down menu will change depending on the specific domain selected.

* This goal is pertinent to the following Domain:

‘ : v

A. Occupational Therapy Expertise

B. Communication and Collaboration
I C. Culture, Equity, and Justice

D. Excellence in Practice
| E. Professional Responsibility

| F. Engagement with the Profession

* 5pecifically, the Competency:

‘ - ~

‘ A1: Establish trusted professional relationships with clients

A2 Use occupational analysis throughout practice

: A3: Determine clients’ needs and goals for occupational therapy services
i Ad: Assess occupational participation

AS: Develop plans with clients to facilitate occupational participation
: A6: Implement the occupational therapy plan

AT: Manage the assignment of services to assistants and others

b) Indicate the Target Completion Date

Click on the box to indicate the date that you anticipate that your goal will be completed. The date
must be within the March 1, 2025 - February 28, 2026 membership year.

* Target Completion Date:

€ Aug v|2025 v P

Su Mo Tu We Th Fr Sa

10 | 111213 | 14 | 15 | 16
17 118 | 19 | 20 | 21 gpr@ 23
24 | 25| 26 |27 | 28|29 | 30
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c) Select anticipated Learning Activities/Resources

Indicate the learning activities that you plan on completing in order to achieve your overall goal.
Select all that apply. You can also select Other from the list and identify your custom
activity/resources/strategies.

The comment box can be expanded by clicking on the bottom right corner and dragging it down the
page.

* Learning Acthities/Resources: What 40 | want 1o, have o, andier need to do to achisve my goal?
Salect all that apply.

Condiscr 3 SLrsey, fevew, o Baaluace J service ar program
Erpape im academic study

Partdpace in seff-sudy or 8 study group

Lister arcl lsarn from pock asts or adeos

Freosre mecsrisls or precercamons

valurneer (with college, prodessionsl assodation ¢1C)
Partiopace o refechive chalopus werh peers

Engage in reflactee jourrsling

R r ks such as jaureal

Collaborate with anher Ooovpenicral Therapises or oolleagues
Heview legislaticn, regJlations, bylaws, or polces

| Arterd ar partiipate in & course, corference, or wockeap
Re=viaw or develop tools or resources

Jasits @ exmmmitten an working groagp

Pra or recetwe mentarship

Partidpace in ar review ressarchiliieramre

Dther

I Other has been sekected. please provide a desoription

d) Provide an Initial Reflection

Provide an initial reflection about why you chose your goal and how your goal is related to the
selected competency. Describe how your identified learning activities and resources will develop
your skills and abilities and how the effects of completing your goal may impact your practice.

Initial Reflection

An initial reflection was not required for the 2024 renewal. Please indicate that this was not a requirement in 2024 in the initial
reflection comment box below for your 2024/2025 learning plan goals. This is a requirement for the 2025/2026 learning plan.

* Initial Reflection: Please provide a reflection about why you selected your goal and how your goal is related to the identified
competency. Describe how your anticipated learning activities and resources will develop your skills, attitudes, and/or judgment
with your selected learning goal.

(Limit 1000 characters)
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e) Repeatfor Second Goal

To update your second goal, click on “Goal 2>” near the bottom of the page and repeat the steps for
your second goal as outlined in subsection 4. Create Two New Learning Goals of section K.
Creating your 2025-2026 Learning Plan.

Click “Submit” at the bottom of the page once your 2025/2026 learning plan has been filled out.

Many members will be able submit and pay for their renewal and it will be approved automatically
by the database system. However, many renewals will not be automatically approved as it will
require review by SCOT staff.

L. Renewals Requiring Review

An admin review requirement in one of the steps may impact your ability to move to the next
section of the renewal process.

Payment of your renewal is the final step. Once payment has been made, the renewal submission
cannot be edited further.

R&newsa

1. Admin Review Scenarios
There are various reasons why a renewal may require review. Below are a few examples.

e Profile Update:

o Name change request. SCOT staff will need to verify official documentation of the
name change.

o Insufficient practice hours (less than 600 hours in the past three years). SCOT staff
will review and accept the hours if you graduated from an occupational therapy
program within the past 18 months or completed a re-entry program recognized by
SCOT Council within the past 18 months.

o Excessive practice hours reported. SCOT staff will review the hours submitted to
ensure the submission is correct. Proof of practice hours may be requested of the
member.

o Education organization, employer, or regulatory body organization added that was
not previously in the system.

o Register change. Members changing from one membership category to another may
require staff review to deterine if any additional information is required.
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e 2024/2025 Learning Log:

o Members with more than two goals. Those who had progressed a goal during the
2024 renewal and had more than two learning goals for the 2024/2025 membership
year will require admin review. SCOT staff will ensure your Additional goals form is
received prior to approving your 2024/2025 learning Plan.

o Oneormore goalin the 2024/2025 learning plan was marked as “in progress”
instead of “completed”.

e Renewal

o A memberanswered “Yes” to a declaration. SCOT staff will review the declaration

and information provided.

2. Admin Review Process

Please allow sufficient time for SCOT staff to review your renewal submission components. The
timeframe is variable and is dependent on the number of renewals requiring review at a given time.

Once SCOT staff have reviewed your renewal component, SCOT staff will either approve the
changes or will request additional information. If additional information is required, an email will be
sent to you, similar to the one in the picture below, letting you know that additional information is
required. You will be prompt to login to your profile to review the comments from SCOT staff and
make any changes before resubmitting your information.

Halln Msmbar,

Your rereeaval form has been retumed toyow. Please login so the portal to revisss and respond to the feeciack:

Link 1o Partal
Thard: ynudnr year timn.

S iosko et nn Colege o Oecapolionel Theng ses [SCOT]
Huzz QORY, Suskulcon, 58 57K TET

I

F05-05E-T7ER

W SCOT =

Tire Saskatohoswan College of Decupanonal finerogises sokmoasbedpea this long of he hamalamd of Fysd MNadions

arnd MEds FPeogluy, Suabetcbamun o locaded oo Trualp 2, £ 0.6, 8, evod M0 laralorscr. SCOT i ceenl s fooan
onpodmg misskan of prunh and' recomcdisdion,

PRWILEGE AMD COMFIDEMTLALITY MOTICE

Thie ariml massaps i corfidsesinl ars may corcar informates that s subjact to preaflsee, Al rghtstc that pridlesges sen
maprassly claimad and notwalvad. IFvou ame not the Intanded raciplant, arployes, or agent resporsible forthe delhering

al this meamsgin to the inbended mecizent, yoo am ek neefeed ot o com, dossmimmbion, distnbatian, orcopgping of
thie memespn m mivizily prefiesd. H oo Fewe recsivsd this marsaps in acmoe, pleaaes reapoed By redoen amesl arislapkons
oad delete this measogs in it enlineTy.

3. Admin Review Process Complete

If your renewal was requiring review by SCOT staff and your whole renewal was approved. You will
receive an email indicating that you are able to pay your renewal fees.
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M. Submitting your Renewal

L Henewa Practising

v > -’ _o

Profile Lpdate 202472025 - Learnding Plam 0252026 - Leaming Plan Renewal

If you are not able to access the last step of your renewal, it could indicate that you are required to
submit additional information or that at least one of your items (profile update or learning plan) is
awaiting review by SCOT staff. Refer to the previous section L. Renewals Requiring Review for
additional information on this process.

Hernewal

1. Good Standng Declarations

Respond to the declarations. If you select “Yes”, a comment box will appear for you to provide
additional information about your response.

GOOD STANDING DECLARATIONS

Have you ever been refused registration by an Occupational Therapy regulatory organization? (@ Yes ()

* Please provide a brief explanation

Have you ever had a finding of, or are you currently facing a proceeding for professional misconduct, *(O Yes (@ No
competency, or similar issues as an Occupational Therapist in Saskatchewan or in another jurisdiction?
Have you ever had a finding of, or are you currently facing a proceeding for professional miscenduct, *() Yes (@ No

incapacity, incompetency or similar issue in another profession in Saskatchewan or elsewhere?

Have you been convicted of a criminal effence or are you currently undergoing a criminal investigation?

Is there anything else in your previous conduct that would afford reasonable grounds for the belief that you (0 Yes (@) No
lack the knowledge, skill or judgement to practice safely and ethically?
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2. Additional Declarations

An additional declaration is required for all members to respond to.

If you are applying for renewal of an extended access membership or non-practising membership,
there will be an additional declaration to respond to, that is specific to your membership category.

DECLARATIONS

| hereby certify that the statements made by me in this application are complete and correct to the best of my knowledge and
belief. | understand that a false or misleading statement may disqualify me from registration or may be cause for revocation of any
registration/license which may be granted to me. | agree to abide by The Occupational Therapists Act, 1997, the SCOT Bylaws, The

Professional Corporations Act, and SCOT Professional Corporation Bylaws,

[J * I acknowledge and accept the above declaration

Once you have responded to all of the declarations and you have submitted all aspects of your
renewal, you can click on “Submit” to submit your renewal.

WARMING: Please make sure that all information entered is accurate before your final submission

3. Review Invoice

An invoice similar to the one in the picture below will be displayed. Check to make sure that your
name, address, invoice description, and total are accurate. Click “Pay” to pay by credit card. If you
would like to download an unpaid receipt, you can click on “Download receipt”.

01 4an- 2025 #1000114
Reference
Saskatchewan College of Occupational Therapists
PO. Box 9089
saskatoon, SK
STK TET7
) ]
Aepetration Fes - Practising Membearship and Full Practising Licencs $565.00
Subtota $565.00
GST $0.00
PST $0.00
Total due $565.00
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4. Input Credit Card Information

Confirm and update your information as needed for your credit card and select “Pay.”

* First name on card * Last name on card
* Home # and street only (for account. no apt #)
* Postal/ZIP code

Total charge
$565.00

When you click Pay you will be shown a dialog that will let you enter
your credit card details through Elavon. Please ensure your name
and address you've entered above are the ones used for the credit
card you intend to pay with. You will have 15 minutes after clicking

Pay to complete your transaction.

Input your credit card number, expiration date, and the three digit code on the card. Then select Pay.

X

vea @D I ==

[ Card Number *

Card Mumber is reguired

Expiration Date(MMYY) * cvvz*

Pay 565.00 CAD
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5. Review Permit, Invoice, or Receipt

You can view your permit, paid invoice, and tax receipt from the Home screen.

=

Practising i
01-Mar-2024 2B-Feb-2023
01-Mar-2025 F8-Fob- 2028

Example of a paid invoice:

Dl4an-2025 #1000 14

Referance: -

saskatchewan College of Occupational Therapists

P.O. Box DOED

Cazkatoon, 5K

STETET
G - | T ™
Registration Fee - Practising Membership and Full Practising Licence $565.00
Subtotal §565.00
GaET $0.00
PST $0.00
Paid 56500
Total due $0.00
aYyMEnT daTe STatus Ppuead
01-Jan-2025 Approved $565.00
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OFFICIAL TAX RECEIPT
Retain for your reconds

P.O. Box 908D
Saskaloon, SK Iinvoice #; 100014
ST TED Date:  01-Jan-2025
Registrant £:
Register: Practising
Effective: 01-Mar-2025 to 28-Feb-2026
Description Total Tax Deductible
Rﬂgﬁﬂﬂm 2= F"faclur.nq MEI‘I‘H!SHIFI and Full F'ramls.lng £565.00 o
Licence
Total: $565.00
Tax Deductible Total:  |$565.00
Amount Paid: $565.00
Fayments:
'Date ]ﬁmm [Amnlml Reference
{01-Jan-2025 |Approved |$565.00 L .

Saskatchewan College of
Occupational Therapists

If you have any questions or require assistance, contact admin@scotsk.ca or 306-956-7768.

If any of these instructions were inaccurate as you completed your renewal process,

please contact us to let us know.
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