
Instructions for 
Renewal and Resignation
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Renewal

Detailed information about renewal 
requirements are available on the CSASK 

website, within the CSASK Regulatory Bylaws 
and the CSASK Fee Bylaws.

To avoid the late penalty, your renewal 
(including payment) is required by

December 1st.
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Access the Registrant Portal 
through the CSASK website
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Log into the Portal
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“dashboard”
This is an example of the registrant “dashboard” 



Resignation
Members/Registrants wishing to 

discontinue their CSASK 
membership/registration should 

submit a resignation request 
through the portal. Resignations 
by telephone and email will not 

be accepted. Please contact 
CSASK if you have any questions 

related to resignations. 
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Click “Proceed” and 
follow the steps to resign



STOP

If you have been selected for the CRC audit, continue to the next slide.

If you have NOT been selected for the CRC audit, skip to slide 12.
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Registrants who are required to provide a Criminal Record Check (CRC) during 
renewal, will have “My Audit” appearing on their dashboard. 



Criminal Record Check (CRC) Requirement

Background: 
The CSASK Regulatory 
Bylaws require that 
practising registrants 
submit a criminal record 
check (CRC) every five 
years at the time of 
annual licence renewal.

If you have been selected to complete a CRC during renewal, 
“My Audit” appears on your dashboard.
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• click “Proceed” to be 
redirected to CSASK’s 
Sterling BackCheck page.

• follow the steps to 
complete the ID 
verification and the CRC.

• the report will be sent 
directly to CSASK.
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Criminal Record Check (CRC) Requirement Cont. 

* You will not be able to submit your renewal until 
you have completed the CRC.
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* If you are prompted to visit a Canada Post 
location to verify your ID, you will receive a form as 
shown. Follow the instructions on the form to 
complete your CRC requirement.
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Criminal Record Check (CRC) Requirement Cont. 

Once you have completed your CRC, return to the CRC audit in your 
member portal and click “Submit”.
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Completing Your Renewal

Choose your registration/licence type for 
renewal by clicking the “Proceed” button.  
If you are a provisional registrant, you will only 
have the “Provisional (AUD/SLP)” as an option. 



If you close the 
browser without 

saving, information 
entered will not be 

retained in the system.

You may save your changes at any point throughout your renewal by 
clicking on “Save for Later” at the bottom of the page.  

You may also restart your renewal, by clicking on withdraw.  Changes 
will not be saved.
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WARNING:



Step 1: Profile Update
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Ensure you renew 
and update (if 
necessary) the 
personal information 
appearing in your 
profile. 



• Add new education if applicable
• Add more than one entry into the Education section by clicking on 

the “Add” button. 
• It is not mandatory to upload supporting documents.
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You must enter 
employment information 

for all employers. 

Enter additional employers 
by clicking on the “Add” 

button.

Answer this question
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Update your employment record(s) 
with complete and current 

information. 

If your employer is not available in the 
“organization” drop-down list, you may 

enter the employer’s details here. 
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Enter your Practice Hours/Currency for the 
current licence year that is ending. 

If you are no longer working at an 
employment listed in your portal add a 
“End date” to the employment record



This is the summary of 
practice hours you have 
completed in the most  

recent three years.

18



Enter your new professional liability insurance 
(PLI) information and upload the required 

documentation using option 1 or 2.
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1. Download the “PLI Requirement and 
Employer PLI Coverage Form” (shown 
at right) found on the Registrant page of 
csask.ca in the PLI Requirement 
section.

2. Complete the employee section of the 
form. (sections A and B).

3. Have your employer complete the 
employer portion of the form (section 
C) with as much information as they can 
supply, (for example if your employer 
does not know the policy number, they 
can add 001122 in that section.) Your 
employer should complete the bottom 
section of the form. 

4. Complete the PLI section of your 
renewal in the registrant portal with 
the information provided on the form.

5.  Upload the form to the portal. 

1.Complete the PLI section of your renewal in the registrant portal with the information provided 
on your policy.

2.Upload your certificate of insurance.

Option 2 - PLI is supplied by your employer 
For registrants who hold ONLY employer-provided coverage

Option 1 - Self purchased PLI which names you as the insured party 
For registrants who hold personal coverage OR registrants who hold both personal and 
employer-provided coverage

NOTE: You are required to hold additional personal PLI insurance if you 
provide services outside of the workplace listed



Complete this section if 
you are registered in 
another jurisdiction.
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Complete the Member 
Involvement section.

Reminder:
The “Withdraw” button is 
used if you wish to delete 

your renewal and start over. 
Any information you have 

entered will not be retained.

The “Save for later” button is 
used if you are not ready to 

complete your renewal.
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Practising and provisional registrants: 
The CEH cycle is visible as step 2 on the 
Learning Plan page.

Step 2:Learning Plan - Continuing Education Hours (CEHs)

Non-Practising registrants: 
• are not required to report CEHs.
• will not automatically be brought 

to the Learning Plan page as part 
of their renewal.

• may still upload CEHs by clicking 
on My Learning in the menu.
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You may enter completed CEHs by  
clicking on the “Add” button. 

• Review CEHs, proof, and entries to verify 
conversion from the old system.

• You will be required to submit proof of 
completion of CEHs if you are selected for 
audit.

• If you are at the end of your cycle this 
requirement must be met by December 31st. 
You will be able to submit your renewal even 
if you have not yet met this requirement by 
December 1st.  
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This box will only appear 
if you have been selected 
to complete a CRC.

Step 3: Renewal
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To submit your CRC, you must return to your dashboard.

Before exiting your renewal, click the “save for 
later” button to ensure your changes have been 
saved.



Answer the Conduct 
Declarations 
statements.
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Complete the 
Declarations section.

Submit your renewal  if 
all information is 

complete and accurate. 
If you have saved your 
renewal for later, it has 

not been submitted 
until you click on 

submit.
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Step 4: Payment of Fees

Payment is required to complete your renewal. Your licence and/or 
registration will not be issued until the required fees have been paid. 
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Your invoice will be available in the My Invoices 
section on your dashboard. Check this box to view 

your paid invoices
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Accessing Your Invoice and Receipt



Past 
registrations 
are available 

here.

Your current registration is 
available here. Your 

registration for the upcoming 
year will not show up until 

January 1st. 29

Accessing Current and Past Registrations



Unlicensed
Registrants not wishing to renew their 
registration and/or licence are strongly 

encouraged to contact CSASK. Practising and 
provisional (entering their second year) 

registrants who fail to renew, will hold an 
unlicensed status. Unlicensed registrants  are 

not entitled to practice or use the protected 
titles in SK. After 1 year, an unlicensed registrant 

ceases to be a registrant and is noted as 
“expired” in the CSASK register. 
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The CSASK office is open from
Monday to Friday from 10am to 2pm.

If you require assistance, begin the renewal process 
early to ensure you meet the renewal deadlines.
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