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Trainer Certification

W 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 and speakers 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.

W PROCESS
I . Trainer Complete the
Login certification form Pay the fees
INSTRUCTIONS

1. Log in to the ChAD Portal at portail.chad.ca. If need be, follow the procedure for
logging in.
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Sign in to the ChAD Portal
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https://chad.ca/wp-content/uploads/2023/11/tutoriel-connexion-plateforme--ang.pdf
https://chad.ca/wp-content/uploads/2023/11/tutoriel-connexion-plateforme--ang.pdf
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2. Click on “Trainer certification.”

weicore [

Welcome to the member portal

Contactus | Frangais11

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
Tl Taee] wiew 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 seamiess procedure and become a A one-stop shop for managing your needs: have training recognized, view Make a payment, view and retrieve your invoices.
ChAD recognized trainer. your businesses, etc.
ChAD.ca
Questionnaires ChAD.ca Confidentiality Policy

3. Click on “Start the certification procedure.”

‘Welcome to the memberships section

EduChAD Your memberships

@ information
prmation request

Registration In Progress

Created on: Tuesday, October 24, 2023
Last step completad: —

4. Click on “Trainer certification” and then choose the type of trainer from the three
options listed (trainer, content expert, speaker). Next, click on “New certification”
at the bottom right of the screen.
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5. 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
Q vomsions
Welcome to the trainer recognition section.

b. Personal information

If the person is a certified member, the information in this section cannot
be changed since it comes from the AMF.

c. Academic training
To add training, click on “Add training” 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.

@ oerssonunss

Your Degrees

O infomaton

[Ie— Dege Femwmy s

© oo o

Your Degrees

0 romaton
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d. Employment history
To add a job, click on “Add a job” and enter the information requested on
the screen (employer’s name, date employment began and a description of
the position).

e. Experience
Indicate each trainer’s experience, in other words, 100 hours of experience
in the subject matter and/or 21 hours of “train-the-trainer” training and
enter the details of your experience by filling in the information requested
on the screen. Please attach any relevant documents that provide further
details on the trainer’s experience.

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

f. Other orders and associations
To add an order or an association, click on “Add an order or an
association” and enter the information requested on the screen (name of
the organization, licence number).

g. Previous conviction
Answer the question, “Has a professional order ever taken disciplinary
action against you?”.

h. Commitment
Carefully read the conditions and check the box to confirm your
commitment.
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Engagement d'exactitude

@ Information »~
Entantq a:

« respecter |e Réglement sur a formation g Chambre de|

+ miassurer que le ou les formateur(s) passéde(nt) les compétences requises pour offrir la formation:

« miassurer quaucune information contraire aux |ois et aux réglements régissant l'assurance de dommages ne sera transmise pendant la formation;

+ cequela i au résumé du guide d'ani du formateur (plan de lors de la demand

+ ne pas utiiser |a formation pour faire [a promotion d'un produit;

+ ne pas faire de publicite fausse, tompeuse ou susceptible dinduire les participants en ereur;

+ indiquer le nombre d'UFC, la i e No de public . et afficher le loga UFC;

+ faire signer,  la fin des , une liste de pr nt assisté a la formation;

. [ lors des formations aune i ive dont la p de 60% ou plus;

+ attester les présences sur CAuChAD dans un délai de 30 jours suivant la séance et téléverser la liste de présence ou le rapport de complétion;

+ remettre une piéce justi attestant de alaf des participants dans les 30 jours suivant |a tenue de lactivité;

« inclure, dans une formation asynchrone, des o durée et qui ades

@ Encochant cette case, vaus consentez 4 lengagement.

i. Payment
You may pay by cheque, credit card or Interac.

Produt Quanths Pri unitie (€AD) Rabas (CAD) Montant (€AD)
Frais danalyse - Formateur (non remboursable) 1 60008 000 0008
Soue-Tota 60005
e 3008
™o 5998
Tota 68998

Méthorde de paiement
O carte de credit
O cheque

®) Virement bancaire

6. Click on “Submit.”
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