
Renewal 
Information 
Meeting

Don't Panic! You've got this!!!



Change is good

DECISION MADE IN 
2021

REQUESTS FROM 
GROUP LEADERS TO 

CONSOLIDATE 
RENEWALS

EASIER FOR 
INSTRUCTORS TO 

REMEMBER

EASIER FOR US TO 
COMMUNICATE TO 
THOSE WHO NEED 

TO RENEW



Instructor 
Benefits
• Extra time to prepare for 2024

• Number of requirements 
reduced from 6 to 3

• CPR & Peer Class 
Observation requirements 
removed

• 1st & 2nd CEC combined to 
become the PDC requirement



CCAA Benefits

Ease of communication One annual renewal 
processing period

Also, a human resource challenge 

🥴

Program planning focus 
for education team



New Renewal 
Cycle

• Cycle runs from April 1 to March 31 (two years later)

• Renewal requirements must be submitted by March 1 

• Remit payment by March 31 of renewal year

• Submit 16 hours of teaching (active delivery) and 8 professional 
development credits BEFORE paying the renewal fee 



Active Delivery

• Teach 16 CCAA senior fitness classes

• Minimum 50-minutes in length 
(dryland)

• Classes must follow the SFIC model 
including at least 5 of the 6 required 
components

• Warm up 5 min

• Cardio 20 min

• Cool down 5 min

• Strengthening 20 min

• Balance 5 min

• Stretching 5-10



Professional 
Development Credits 
(PDCs)
• At least 4 PDCs from participation in 

Continuing Education (CEC) events

• Courses

• Workshops

• Webinars

• Conferences etc.

• Remaining 4 PDCs through additional 
continuing education OR through the 
mentorship of new SFIC candidates.



Why Continuing 
Education?
• Ensures that you are exposed to the latest 

research findings

• Enhances the content and design of 
exercise classes

• Why are CCAA sessions worth more 
PDCs than sessions delivered by other 
organizations?



CEC Reference Table
P R O VI DE R T Y P E E X AM P LE S LE N G T H ( HR S ) #  O F  P DC S

CCAA

Half-day course SFIC Refresher, FFAx 3-4 3

1-day course TEP 7-8 4

1-day conference R2A 7-8 4

Other

Half-day course
DICE, HeartWise & Bone Fit 
(renewal)

3-4 2

1-day course
HeartWise & Bone Fit (initial 
training)

7-8 3

1-day conference 7-8 3

CCAA Research or Other

Webinar
Complete the summary form 
for each live non-CCAA or 
recorded CCAA Research 
Seminar

Live CCAA Research Seminars 
or live HeartWise, Loop, etc. 
webinars

1 0.5

Multi-day course/event Can Fit Pro, yoga teacher >12 6 max.



Seminar 
Summary Form
• Submit when:

• Using recorded CCAA Research 
Seminars for CECs

• Using Webinars hosted by 
organizations other than the CCAA 
for CECs

• Why? 



Mentorship

• Mentors can earn up to 4 
PDCs per renewal period

• 1 PDC for every 2 hours of 
mentorship

• NOT A MANDATORY 
SOURCE OF PDCs
• All PDCs can be acquired 

through continuing 
education (CECs)



PDC Tracker

INPUT YOUR 
CECS AND 

MENTORSHIP 
HOURS

FILLABLE FORM 
WILL PERFORM 

PDC MATH!

SAVE FORM TO 
COMPUTER, 

ONLY UPLOAD 
WHEN ALL 8 
PDCS ARE 

RECORDED

REFER TO THE 
REFERENCE 

TABLE TO 
ALLOCATE THE 

CORRECT 
NUMBER OF 

CREDITS

IF IN 
DOUBT, 

CONTACT 
US



PDC Tracker Tour



CCAA Website Road Trip

• CCAA Home Page

• Short cut to SFIC Renewal page

• Short cut to Continuing Education page

https://www.uwo.ca/ccaa/index.html
https://www.uwo.ca/ccaa/education/instructor/renewal.html
https://www.uwo.ca/ccaa/education/instructor/renewal.html


MyCCAA
www.myccaa.ca
• Certification & renewal tracking system

• Usually, your username is your primary email address

• Options to recover your username and password

• If you took the training through WCS after 2020:

• Username is your email address

• Use the password reset function to access your account

http://www.myccaa.ca


MyCCAA Tools

• Your MyCCAA user 
landing page



Progress Reports 
for (your name)

• Lists original certification 
progress report

• Last 3 or 4 renewal 
progress reports

• Select the one marked 
INCOMPLETE



Progress 
Reports
• Where the magic 

happens!

• Click the submit/view 
button next to 
requirement to add 
documents and 
information



Requirement 
Detail Screen
• Get information about the 

requirement

• Download forms that 
support the requirement 
submission

• Click the “Update” button 
when you are ready to 
add items



Update 
Requirement Screen

• Click “Browse” to add files

• Once all files are added 
click “Save”



Requirement 
Detail Screen
• Note red text 

“Requirement updated”

• See documents listed at 
bottom of the screen

• Waiting to be checked

• Click on “P.Rpt####” 
button (top right to return 
to Progress Report



Progress 
Report
1. Under “Completed 

Pending” column see 
date of submission

2. Once checked by the 
CCAA a green check 
appears

1.

2.



Pay Online

• Check contact 
information is correct

• Click “Proceed to 
Payment” button



PurplePay

• Western’s new payment 
processing system

• Click “Add to Cart” button

• Window shows item 
added to cart

• Click blue “View Your 
Cart” button



Cart & Checkout

• Click “Checkout” button

• On Checkout screen 
select “Guest Checkout” 
button



Enter Payment 
Information
• And click the “Continue” 

button



• Payment in MyCCAA will not appear immediately

• It will take 3 to 5 business days to appear in 
MyCCAA

• You will receive a payment receipt via email once 
the payment has been posted in MyCCAA



Completed Progress Report

• Red X and 
green check 
marks 
disappear, and 
you can access 
your payment 
information



Auto-enrolled in next 
progress report

MyCCAA automatically enrolls you in the 
next progress report once the current 

one is completed. 
HINT: Always check the due dates 



Your Certificate

• Under MyCCAA Tools (on 
your home page) click 
"Certifications"



Your Certificate
On the Certifications screen click the "Certificate" button next to the 
certificate that you would like to print



Print or Save

A PDF of your certificate 
will be generated 

o Print, frame and mount it 
on the wall!

o Or just save it to your 
computer documents

You can always log back
into MyCCAA to access
your certificate!



Questions?

We are here to help!
• Dana Van Gorp

• dlepage@uwo.ca or 
519.661-1633

• Debbie DeVries
• ddevrie@uwo.ca

THANK YOU!

mailto:Dlepage@uwo.ca
mailto:ddevrie@uwo.ca

