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Trainer Certification

» BACKGROUND INFORMATION: To be certified by the ChAD, the trainer must:

1. Have at least one year’s experience in the subject matter;
2. Have 100 hours of experience in delivering training or have completed 21 hours of
training in knowledge transmission methods (such as training-the-trainer).

The ChAD also certifies content experts who have a minimum of one year’s experience
in the subject matter.

The trainer must apply to the ChAD him/herself for certification. This procedure explains
step-by-step how to go about having a trainer certified.

» PROCESS

Trainer Complete the

certification form Pay the fees

Login

Resumption and
deletion of a form

r
| Ed u "C hAD Tutorial: Trainer certification August 2025 1/9

Votre espace de formation



A CHAMBRE

. B DEvAssuRANCE
Target group: Trainers § DEDOMMAGES

Information sheet

INSTRUCTIONS

1. Log in to the ChAD Portal at portail.chad.ca. If need be, follow the procedure for
logging in.

CHAMBRE
DE LASSURANCE
DE DOMMAGES

Sign in to the ChAD Portal

2. Click on “Trainer certification.”

Contactus | Frangais 11

weicore [

Welcome to the member portal

IMPORTANT: The current reference period (2022-2023) ends on March 31, 2024. There is no longer a grace period. Please go to chad.ca for further details.

tequest for information

Profile EduChAD Request for information
Trainer certificatic |
= Canfirm your personal information and give your employer consent to View your training file, explore available training to improve your skills, and
STl e view your training file during the current period manage your professional development plan
accounts
Transactions
Trainer certification Managing business accounts Transactions
Questionnaires
‘Submit your application using our seamless procedure and become a A one-stop shop for managing your needs: have training recognized, view Make a payment, view and retrieve your invoices.
a ChAD recognized trainer. your businesses, etc.
ChAD.ca
i
Questionnaires ChAD.ca Confidentiality Policy

3. Click on “Add membership”

r
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Submit your application using our seamless procedure and become a ChAD-certified trainer.

Profile

EduChAD

Your memberships
equest for
:\fgrrr:tiun © Information A

Tfmf'f Click on a membership to view details about it
certification

Managing
business

accounts
Q search ||+ Add Membership

Transactions

No memberships found.

Questionnaires

ChAD.ca

Confidentiality
Policy

4. Click on “Trainer certification” and then choose the type of trainer from the two
options listed (trainer and content expert). Next, click on “Add Membership” at
the bottom right of the screen.

Start a new registration

© information ~

Welcome to the admission page.

Membership category

Reconnaissance formateur

Registration Type

Formateur / Trainer

(O Expert de contenu / Content expert

ADD MEMBERSHIP
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5. Resuming and Deleting a Form: As long as the payment has not been made, it is
possible to fill out a previously started form or delete it to make a new request.

To continue a form: Double-click on the name of the form to be reintegrated and
be able to continue filling it out.

Submit your application using our seamless procedure and become a ChAD-certified trainer.

Your memberships
@ Information

Click en @ membership to view details about it

W Filter Q Search

[m] Acronym Name - Status Status reason Start Date End Date
I m} _ Reconnaissance formateur / Trainer recognition En altente paiement / Awaiting payment B B I
tems perpage | 10 v 1-Tof1

To delete a form: Select the square button (at the end of the line on the left), then
click on "Delete" (see the red trash can icon on the right).

Submit your application using our seamless procedure and become a ChAD-certified trainer.

Your memberships

@ Information

Click on a membership to view details about it

Filter Q Search

\f Acronym Name : Status. Status reason Start Date End Date:
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6. Complete all the sections of the certification form. Once you have completed a
section, click on “Next” to move on to the next section.

a. Information

o 2] 3] o (5] (6] 7] o (9]

Informations

Welcome to the trainer recognition section.

@ D
For a training course to be recognized by the ChAD, it must be given by a ChAD-recognized trainer. TThe trainer may act as an independent trainer or be contracted by an organization providing training activities.
To be recognized, a trainer must have 1 year's experience in the subject being taught and meet one of the following conditions:
* 21 hours of training in knowledge transmission-methods;
o * 100 hours of experience as a trainer;
A one-day speaker or content expert may be recognized if the following criteria are met:
* 1 year's experience in the subject being taught.
A v

b. Personal information
* This section is mandatory
If the person is a certified member, the information in this section cannot

be changed since it comes from the AMF.

c. Academic training
* This section is mandatory
To add training, click on “Add” and enter the information requested on the
screen (academic institution, diploma earned, major, and year the diploma
was granted). Click on “OK” to enter the information.

Please add all relevant degrees. You can add as many diplomas as you
need.
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Degrees Obtained

Your Degrees
@ information

Please indicate your obtained degrees (at least one) to validate your related sialls.

CHAMBRE

DE L'ASSURANCE

DE DOMMAGES

¥ Filter  Q Search + Add

Choose “Other’”’ to manually enter the name of the institution, the degree,

etc.

Mo items found

< PERSONAL INFORMATIONS

EMPLOYMENTS)

Institution name*

HEC

Degree*
Other

Name of the diploma*

DEC Finances

Field of study*
Other

Name of the concentration*
Test

Graduation Year*

2023

Education Session
Summer

Degrees Obtained

Your Degrees
© Information

Please indicate your obtained degrees (at least one) to validate your related skills.

o -

Institutions Degree

HEC DEC Finances
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d. Employment history
* This section is mandatory
To add a job, click on “Add” and enter the information requested on the
screen (employer’s name, date employment began and a description of the
position). You can also modify an existing job by clicking on the blue pencil
at the end of the line on the right.

] o (] o (5] L&) o 2] o

Employments

Your Employments

Q search + Add

Organization Main function Start Date 4 End Date Status Main Read/Edit

CHAMBRE DE LASSURANCE DE DOMMAGES 20241111 o

OTHER RBPASY

Please indicate all tasks related to your recognition request to facilitate the
analysis of the file.

e. Other RBPAs
To add an order or an association, click on “Add” and enter the information
requested on the screen (name of the organization, licence number, start
date).

f. Previous Convictions
* This section is mandatory
Answer the question, “Has a professional order ever taken disciplinary
action against you?”.

g. Experience
* This section is mandatory
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Indicate each trainer’s experience, in other words, 100 hours of experience
in the subject matter and/or 21 hours of training in knowledge transmission
method and enter the details of your experience by filling in the information
requested on the screen.

Please indicate your experiences related to the job history
listed in the previous step.

Please attach any relevant documents that provide further details on the
trainer’s experience.

h. Statement of Accuracy
* This section is mandatory
Carefully read the conditions and check the box to confirm your
commitment.

o o e o © e (] (<] o

Notice and Statement of Accuracy

Statement of Accuracy

© nformation

i. Payment
You may pay by credit card.
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Payment Mathod

Paymant Metnoa*
(Cr:d\lcard

Credit card

6. Click on “Submit.”
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