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Instruction Sheet for Registration Renewal Online 
 

Welcome to online registration for the Saskatchewan College of Paramedics Registry System.  If you are 
submitting a registration renewal online to SCoP, you can access this information sheet to assist you.  
 
Getting Started 
You have been provided with a login name and password.  Using the login name and password, log into the 
registry system at: http://forms.collegeofparamedics.sk.ca/site/login/default.asp. 

 
Registration Renewal 
Step 1: New Applications 
Once you have gained access to the system, in the top left corner, choose new applications.  This will provide 
you with a list of the applications that are available to you. 
 
Step 2:  Registration Renewal 
Under new applications, choose registration renewal.  
 
Step 3:  Introduction 
You will be greeted with an introduction page that reminds you that the deadline for registration renewal is 
December 1st of the current year.  It will also remind you of the mandatory documents that you will be 
required to upload to the system.  If you do not have these mandatory documents scanned and ready to 
upload, you may want to take a moment to get them ready so that you will be ready to submit the form and 
your supporting documents at this time.  
 
At the end of the introduction screen, click the “apply online” button at the bottom right of the screen to start 
completing your renewal application. 
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Step 4: Applicant Description and Applicant Details 
Applicant Description – This will confirm for you that you are on the registration renewal online form. 
 
Applicant Details – The College Registry system has filled in portions of this section for you.  If your address, 
telephone or email information is not correct, please correct the information on the form.  Information such 
as your name or birthdate require supporting information to change. 
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Step 5: Type of Licence Requested 
You licence level (EMR, EMT etc.) and level of practice (EMT, EMT/PCP Trained, etc.) will be filled in for you.  
If you wish to change your licence level or level of practice, you will need to complete a Change of Status 
Application and provide supporting documentation. 
 
You will need to choose whether you will be a practicing member or non-practicing member.  Please note that 
a non-practicing member may not work or volunteer in their scope of practice.  The fees at the end of the 
application will be based on your choice of practicing or non-practicing status.   
 

 
 
Step 6: Registration in Other Jurisdictions or Professions 
In this section, you will be required to answer three questions regarding other licences both within the 
paramedic profession and in other professions or trades.  We need this information to verify that you are a 
member in good standing.  If you answer yes to any of these questions, you will be required to provide us 
with a copy of the indicated licence.    
 

 
 
Step 7: Criminal Record Check 
You provided a formal criminal record check when you were initially registered with the College.  Each year 
we ask you to update that information by self-declaration of any criminal charge or conviction in the past 3 
years.  If you answered yes, you will likely be contacted by the College for further information prior to your 
registration renewal being approved.   
 

 
 
Step 8: Disciplinary Action and/or Licence Limitations 
This section references only professional conduct or professional competence investigations or disciplinary 
action by a regulatory authority or health profession in the past 3 years.  There is no need to report 
progressive discipline by your employer.   If you answer yes, you will be asked to make a declaration and 



4 

 

provide us with some further information regarding the disciplinary action including the name of the 
regulator.  You will also be asked to grant the College permission to contact that regulator for further 
information if required.    
 

 
 
Step 9: Employment Status 
Please update your employment information with us.  You will need to check the appropriate boxes for status 
of employment (i.e. full time, part time, etc.) and for Service Type and provide information for any additional 
employer.  The Service Type is determined by your employer and the focus of his/her business.  Only those 
who work for an Ambulance Service should be checking “Ambulance”.  A company providing EMS for 
industrial sites is an Industrial service (check “Industrial”).  Members who are firefighters would check “Fire”.  
“Facility Based” includes hospitals (eg. ER or ICU positions), addictions treatment centers, etc.  
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Step 10: Practice Experience 
Please provide us with the most accurate practice numbers that you can.   
 
For some guidance, Ambulance paramedics could use the summary statistics available from the Patient Care 
Record system.  Fire and Industrial paramedics should indicate the number of patients treated, even if the 
patient is then transferred to the care of an Ambulance paramedic.  Some members may not have any “calls” 
but may attend many patients, for example in a facility.   
 

 
 
 
Step 11: Privacy 
If you want the assistance of the Coordinator at your work place, you must complete this section by naming 
the coordinator and granting permission to the College to contact your coordinator to discuss your 
registration and CME.   
 

 
 
Step 12: Declaration 
Your submission of this form is your declaration that the form has been completed accurately and that you 
understand that false or misleading information may constitute professional misconduct.   

 
 
Step 13: Method Payment 
You must select one of three payment options: 

1. Money Order/certified cheque - If this option is chosen, you should be aware that your renewal 
application will not be processed until payment has been received. 
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2. Employer cheque - If this option is chosen, you should be aware that your renewal application will not 
be processed until payment has been received. 

3. Credit cards - You can pay your fees online using MasterCard or VISA.  If this option is chosen, the 
next screen with take you to a secure online payment page. 

 
 
Step 14: Supporting Documents 
As your application for renewal cannot be completed without supporting documents, you may now upload 
any documents that are needed to meet your registration qualifications.  You should have scanned your 
documentation and placed them onto the computer that you are working on so that you can be prepared to 
attach them.   
 

   

Assistance 
For assistance with your registration renewal, please consult your local SCoP Coordinator or contact the 
College directly by email to office@collegeofparamedics.sk.ca or by our toll free phone number 1-877-725-
4202 (585-0145 in Regina).  


