Fair Registration Practices Report

Dental Technologists (2010)
The answers that you submitted to OFC can be seen below.
This Fair Registration Practices Report was produced as required by:
. the Fair Access to Regulated Professions Act (FARPA) s. 20 and 23(1), for regulated professions
named in Schedule 1 of FARPA

. the Health Professions Procedural Code set out in Schedule 2 of the Regulated Health Professions
Act (RHPA) s. 22.7 (1) and 22.9(1), for health colleges.

—Provision of Information About Registration Practices (1/ 13)

Describe how you make information about registration practices available to individuals
applying or intending to apply for registration. Specify the tools used to provide information,
and the manner in which you make that information available, current, accurate and user
friendly in each of these subcategories:

a) steps to initiate the registration process

The College of Dental Technologists of Ontario ("College") provides information about its registration
practices to persons applying or intending to apply for registration through the following communication
methods:

Mail, electronic-mail, telephone, fax and; in person during the hours of operations Monday to Friday, 9:00am
to 5:00pm. The College also provides information to George Brown College, currently the only education
institution in Ontario that offers a post-secondary education program in dental technology.

b) requirements for registration

To register to practise as a Dental Technologist in Ontario, a person must provide:

*Successful completion of Grade 12 or equivalent general education;

» Successful completion of a dental technology program in an accredited post-secondary educational
institution that the Registration Committee considers to be equivalent to at least 80% of the Required
Competency Standards for CDTO Registration Examination;

*Completion of 1,950 hours of practical work experience in Ontario under the supervision of a member of the
College or the Royal College of Dental Surgeons of Ontario.

ssuccessful completion of the Registration Examination which includes a 2-hour written Dental Technology
Theory examination, a 1%2-hour written examination on Jurisprudence and Ethics and a 4 %2-day Practical
examination. All examinations are held in Ontario and offered at least once annually.

c) explanation of how the requirements for registration are to be met, such as the number of years of
schooling required for a degree to be deemed equivalent to an Ontario undergraduate degree, length
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and type of work experience, credit hours or program content

*** SAME AS LAST YEAR ***

Education is generally 3 years in length at the post-secondary level although individual exceptions can be
made if the course content is equivalent to a three-year program in Ontario.The College uses the expertise of
the International Credential Assessment Service of Canada (ICAS) to make a recommendation to the

Registration Committee on education equivalency.The College provdes ICAS with a competency profile to help
them.

Practical experience totaling 1950 hours is obtained in a dental technology laboratory.

d) any education or practical experience required for registration that must be completed in Ontario or
practice that must be supervised by a member of the profession who is registered in Ontario

*** SAME AS LAST YEAR ***

As per the College's Registration regulation (O.Reg.874/93) individuals applying or intending to apply for
registration, must be employed as a dental technologist in an apprenticeship program, for a period of not less
than 1,950 hours, under the supervision of a member of the College or its predecessor, or of a member of the

Royal College of Dental Surgeons, or in such other supervised employment outside of the Province of Ontario
as the Registration Committee may approve.

e) requirements that may be satisfied through acceptable alternatives

*** SAME AS LAST YEAR ***

The Colleges’ Dental Technology Act, 1991, as well as the Ontario Registration Regulation 874/93, provides
acceptable alternatives to registration requirements.

For example, an acceptable alternative to a requirement would be an “equivalent” as cited in O.Reg 874/93 as
follows:

5. (1) 1.i. B. an applicant must have successfully completed an approved program in dental technology at a
College of Applied Arts and Technology in Ontario, or at an educational institution outside of Ontario that the
Registration Committee considers to be the equivalent to the educational program currently being taught in
the Colleges of Applied Arts and Technology in Ontario

Alternatives are considered for applicants who do not meet the registration requirements on an individual

basis. In addition, where an applicant cannot obtain the necessary documentation they may apply to take the

“Eligibility Examination” as a means of showing competency. If successful the candidate may apply for the
Registration Examination.

f) the steps in the assessment process
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Assessment steps are as follows:

Candidates must have their education assessed by International Credential Assessment Services
of Canada (ICAS).

ICAS sends a report to CDTO and we communicate with applicant enclosing a Registration Examination
application form.

Candidate submits the completed Registration Exam application form with the documentation required and
returns it to us by the specified deadline.

Applications are reviewed by staff. If all requirements are met, candidate goes to the Registration Examination.
If requirements are missing candidates are informed of the deficiencies and are asked to meet them.
When requirements are met candidates may sit the Registration examination.

Upon successful completion of the Registration examination the candidate may apply to be registered.

If the candidates exam is not successful s’lhe may re-sit the component they failed within 2 years.

g) the documentation of qualifications that must accompany each application; indicate which
documents, if any, are required only from internationally trained applicants

All candidates, international and domestic must submit the same documentation.

The following documentation of qualifications must accompany each application:

* 2 identical passport size photos

* Proof of Citizenship or Permanent Resident status

* High school and post-secondary dental technology education

» Two Professional References ( not a family member)

* Proof of supervised practical experience

* Attach a certified cheque or money order in Canadian funds made payable to the “College of Dental
Technologists of Ontario”

h) acceptable alternatives to the documentation if applicants cannot obtain the required documentation
for reasons beyond their control

*** SAME AS LAST YEAR ***

The College gives applicants information on acceptable alternatives to documentation if they cannot obtain
the standard documentation for reasons beyond their control. Applicants may contact the College to discuss
documentation alternatives on a case-by-case basis.

I) how applicants can contact your organization
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*** SAME AS LAST YEAR ***

Applicants may contact the College by mail, electronic-mail, telephone, fax, website and in person during the
hours of operations Monday to Friday, 9:00am to 5:00pm.

Website: www.cdto.ca
Email: info@college.ca

2100 Ellesmere Road, Suite 300
Scarborough, Ontario Canada M1H 3B7

Telephone: (416) 438-5003
Toll Free: 1 (877) 391-CDTO
Fax: (416) 438-5004

Hours of operations are Monday to Friday, 9:00am to 5:00pm.

J) how, why and how often your organization initiates communication with applicants about their
applications

The College communicates with applicants about their applications at each stage of the application process.
The college communicates by way of letter and telephone, fax, electronic mail, and mail; i.e., acknowledging
an application, requesting additional information. If they take no action to complete the registration process
they are contacted annually to remind them of their status for a period of three years. After this their
application is destroyed and candidates would need to re-apply.

k) the process for dealing with documents provided in languages other than English or French

*** SAME AS LAST YEAR ***

Documents not in English or French are required to have certified translations sent to the College.

) the role of third-party organizations, such as qualification assessment agencies, organizations that
conduct examinations or institutions that provide bridging programs, that applicants may come into
contact with during the registration process

International Credential Assessment Service (ICAS) is the only third party organization that the College uses.
Candidates provide ICAS with copies of their transcripts for evaluation. Candidates are provided with reports
of that evaluation.

m) any timelines, deadlines or time limits that applicants will be subject to during the registration
process

The College provides information about the timelines at different stages of the registration process. Individuals
applying or intending to apply for registration must adhere to the following timelines:
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* Timeline to apply for Registration Examination

» Timeline to apply for Registration after successful completion of the Registration examination
» Timeline to appeal to decision of the Registration examination

» Timeline to appeal to decisions of the Registration Committee

* Application for Registration Exam are only held open for 3 years

n) the amount of time that the registration process usually takes

*** SAME AS LAST YEAR ***

The process begins when the applicant submits a complete portfolio of information in application for the
Registration Examination which would occur a minimum of 5 months before the Registration Exam takes place.
An applicant has a maximum of 3 years to submit information and successfully complete the exam. Following
successful completion, an applicant may apply for registration which is reviewed by the Registration Committee
and a decision is rendered within 2 weeks. Appeal to Registration decisions may extends the process by the
time allowed for appeals. Those who fail the Registration Exam have 3 years to successfully complete the
failed components.

o) information about all fees associated with registration, such as fees for initial application, exams and
exam rewrites, course enrolment or issuance of licence

The College fee schedule (schedule 2 to By-Laws No. 5), was updated as of June 18, 2010 as follows:

Registration

(1) Application fee for a certificate of registration of any Class ............ccieiii i

$220.00

(2) Issuance fee for a general certificate Of regiStration ...........cccooi oo
$1259.34**

(3) Renewal fees for registration with a

(Y T g = = L L= 11T = 1 1= RPN $1259.34**
(o) L= e (YR O =T (o= ) (=S $325.00
(4) Transfer fee (from Inactive to General OF VICE VEISA) .......iuuiriiriitie et it it ie e etett ceeeine e e e e e et eeenean
$220.00

(5) Late payment penalty

(a) If registration is renewed after September 1, but before November 1 ............cccoeiiiiiiiiiieiinnnnn, $200.00
(b) For every thirty days delay in registration renewal after November 1 .............cccoooieiiiiiiiiinnees $200.00
(in addition to the amount set out in paragraph (5)(a) of this section 1)

(6) REINSIAIEMENT TEE ... ettt e e e e e e e e et e e e e e e e eeebba e eeeas $200.00

1.1 Certificate of Authorization
(1) Application fee for a certificate of authorization, including for any reinstatement ...,
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$1100.00

of a certificate of authorization

(2) Renewal fee for a certificate Of AULNOTIZALION .............euiiiiiiiiiiiiiiii et e e eees
$1100.00

(B) AAMINISITALIVE FEE .. i e e et e ettt e e e e e e e e ettt e e e e e eeeeseennnns $100.00
A health profession corporation or a Member listed in the College’s records as a shareholder of a health
profession corporation shall pay an administrative fee for each notice sent by the Registrar to the
corporation of Member for failure of the corporation to renew its certificate of authorization on time.

The fee is due within 30 days of the notice being sent.

(4) DocumMeENt REPIACEMENT FEE ......uuiiiiiiiiiiiii e e e e e $100.00
The fee for the issuing of a document or certificate respecting a health profession corporation, other than
the first certificate of authorization or the annual renewal of a certificate of authorization.

2. Entry-to-Practice Examinations

(1) Eligibility @XamiNation fEES ......iiiiiiiiiiii e a e
$150.00

(2) Registration examination fees

(a) Application fee (NoN-refundable) ............cooi i $220.00
(D) WIEEN (TREOKY) oiiiiieie ittt e et e e e e e e e e e e e e e e e e e e aeeeeeeeeanasseees $165.00
(c) Written (Jurisprudence and EhiCS) ..........oviiiiiiiiiiiiiiiieiieiieieeeee e $165.00
(o) L =Tt (o= | PO OO PPPPRPPP $975.00

(e) Repeating an individual practiCal PrOJECT .........icciiiiiiiii e e e $250.00
(3) Appeal of examination results

(a) Application fee (Non-refundablE) ... $350.00
3. Contested Election to Council

(1) RECOUNt OF DAIIOLS .....ccoeeeeiiei e e e e e e e e e e e e e e ae e aeeee e $500.00
(The fee shall be refundable to the candidate if the outcome of the election is changed in his/her favour as a
result.)

4. Quality Assurance

(1) Assessment ordered by the Quality Assurance Committee under either clause 8(3)(d)

or subsection 8.1(11) of Ontario Regulation 604/98 as amended .............ccceiiiiiiiieiiiii e
$535.53

(2) Laboratory Supervision Status AppliCation (STAMP) ..uuveiii i e
$80.00

5. Services

G I ] Lo T T o) g F= a0 T g TECT=T= 1 o] o
$50.00

(023 =] 1 (=T o) e [ Yoo IS = U [o 114 T NP SRR $200.00
(B) RETEIENCE IBHET ... e e e e e e e e e e e e e e e e e e e e e e e e e e eaeeeaaaeees $50.00

(4) Reference letter for immIgration PUIMPOSES ......cuuuiiiiiiiiiieiie e e e e e e e e e e e e e e e e et e e e e et e e e e et e e e e ran e aeeaenns
$100.00

(5) NSF CREQUE ...ooeeiiiiiiiiiieet ittt b bbb bbb bbb e bbb ae e bab b b sbeeas b aasbaaabsaessanssnnssnnssnnssnnes $35.00

[(S) B IUT o] [ Tox= L (ST =T ot =1 T | $20.00

(7) Replacement of annual registration CErtIfICALE ...........ooiiiiiiiii e
$20.00

(8) Replacement Of diSPlay COMTIfICALE ........ it e e e e e et e e e e e eeaenes
$65.00

Notes:

1. The fees for (a) the first issuance of a general certificate, (b) its annual renewal thereafter, and (c) Quality
Assurance Committee ordered

Peer Assessments will be increased on September 1st of each year by the percentage-change increase over
12 months in

the April Consumer Price Index for Ontario, as published by Statistics Canada.

2. Depending on the location of the person who has requested a service, a shipping/handling charge will be
added to all services fees.

3. In addition to the fees and penalties referred to above, a person or Member shall pay the amount of any
applicable taxes.
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p) accommodation of applicants with special needs, such as visual impairment

The College makes special accommodation for applicants on a case by case basis. Accommodation is also
outlined in the College’s Registration Examination Regulation.

Please identify and explain the changes in your registration practices relevant to this section that
occurred during the reporting year.

BACK TO INDEX

—Amount of Fees (2/13)

Are any of the fees different for internationally trained applicants? If yes, please explain.

*** SAME AS LAST YEAR ***

There are no different fees for internationally trained applicants.

Please identify and explain the changes in your registration practices relevant to this section that
occurred during the reporting year.

Fees did not fully cover the costs of preparing, administering, and following-up with registration and
examination applicants. There was an amendment to the Fee Schedule to begin the process of supporting a
cost recovery model.

BACK TO INDEX

—Provision of Timely Decisions, Responses and Reasons (3/13)

a) What are your timelines for making registration decisions?

The College's timelines for making registration decision are as follows:
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A complete registration application and successful exam is immediate notification for registration.

An incomplete registration application and successful exam requires 2 weeks for a Registration Committee
decision

An unsuccessful examination does not allow for an applicant to register.

b) What are your timelines for responding to applicants in writing?

The timeline for responding to applicants in writing generally occurs within 1 week.

¢) What are your timelines for providing written reasons to applicants about all registration decisions,
internal reviews and appeal decisions?

The timeline for responding to applicant in writing generally occurs within 1-2 weeks.

d) Explain how your organization ensures that it adheres to these timelines.

*** SAME AS LAST YEAR ***

The college ensures adherence to timelines with coordination of staff duties under the directions of the
Deputy-Registrar with the timelines specified. Timelines are also maintained with scheduled dates of
registration activities including logistics of tasks and priorities.

Please identify and explain the changes in your registration practices relevant to this section that
occurred during the reporting year.

BACK TO INDEX
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—Access to Records (4/13)

a) Describe how you give applicants access to their own records related to their applications for
registration.

The College does not limit access to an applicant records. Access to records are granted upon written request
through the following process:

a) Accessing an applicant’ record requires an appointment by the applicant to visit with the Registrar or
appropriate College staff. Alternatively, the applicant may request to have photocopies sent to them.

b)The applicant’s file is prepared in advance to remove sensitive information (such as marker comments/
registration committee comments that have not been communicated nor intended to be communicated to the
applicant. Information or comments that would jeopardize and or violate the privacy, safety and or security of
the applicant or other persons involved are also removed.

c) If a photocopy file is requested the registration staff prepares the file, removing information of privacy as
well as information that may be considered privileged. The information is then approved by either the
Registrar or the Deputy Registrar to ensure accuracy.

b) Explain why access to applicants’ own records would be limited or refused.

*** SAME AS LAST YEAR ***

Access to applicant’s records may be limited when considering issues of confidentiality and other sensitive
information that may not have been communicated nor intended to be communicated to the applicant. i.e.,
information that might breach the confidential, privacy and security of another applicants and or staff involved
with the applicant’s file.

c) State how and when you give applicants estimates of the fees for making records available.

*** SAME AS LAST YEAR ***

Fees are charged according to the approved fee schedule.

d) List the fees for making records available.

*** SAME AS LAST YEAR ***

$50.00

e) Describe the circumstances under which payment of the fees for making records available would be
waived or would have been waived.
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*** SAME AS LAST YEAR ***

n/a.

Please identify and explain the changes in your registration practices relevant to this section that
occurred during the reporting year.

none.

BACK TO INDEX

—Resources for Applicants (5/13)

a) List and describe any resources that are available to applicants, such as application guides, exam
blueprints or programs for orientation to the profession.

The College also provides the following resources to applicants:

A) Application Guide that accompanies the Registration Application
B) Examination Handbook regarding the specifics of the examination
C) Annual orientation session

D) Career Map

E) Website

b) Describe how your organization provides information to applicants about these resources.

The College provides information about resources by mail, emalil, telephone, Website, as well as in person
service during the College's operating hours.

Information is further provided by the email at info@cdto.ca

Please identify and explain the changes in your registration practices relevant to this section that
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occurred during the reporting year.

none.

BACK TO INDEX

—Internal Review or Appeal Processes (6/13)

In this section, describe your internal review or appeal process. Some regulatory bodies use these two
terms (internal review and appeal) for two different processes, some use only one of these terms, and
some use them interchangeably. Please use the term that applies to your profession. If you use both
terms (for two different processes), please address both.

a) List your timelines for completing internal reviews or appeals of registration decisions.

Within 20 days of the Registrar receiving a request for review, a letter is sent to the applicant indicating the
procedure to be followed. The panel will make a decision with 30 days.

I. State the number of internal reviews or appeals of registration decisions that exceeded your
timelines.

*** SAME AS LAST YEAR ***

none that exceed the timelines.

ii. Among internal reviews or appeals that exceeded your timelines, state the number that were from
internationally trained applicants.

*** SAME AS LAST YEAR ***

n/a

b) Specify the opportunities you provide for applicants to make submissions regarding internal reviews
or appeals.

Applicants receive the guidelines and polices in advance of the Registration Application. The College's
expectation is that the applicant will be aware and take advantage of the opportunity to request an appeal at

s/her discretion.
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c) Explain how you inform applicants about the form in which they must make their submissions (i.e.,
orally, in writing or by electronic means) for internal reviews or appeals.

The College sends the applicant a letter and a copy of the Registration Examination Appeal Policy.

d) State how you ensure that no one who acted as a decision-maker in a registration decision acts as a
decision-maker in an internal review or appeal of the same registration decision.

The College reviews the names of the decision makers involved and we restrict the reviewers accordingly.

e) Describe your internal review or appeal process.

Section 1. Appeal Procedure

1.1 A candidate who has received a failing result on one or more projects of the Practical and/or the Written
components of the Registration Examination may request, in writing (the “Request for an Appeal”), that the
College appoint an Appeal Panel to review the specified circumstances that, in the candidate’s opinion, have
affected the candidate’s performance on the project(s) and/or written component(s) to determine whether the
candidate should be provided with one of the remedies outlined in section 6. This appeal procedure will only
be available where the candidate has adhered to the procedures and requirements outlined in Sections 2-7 of
this Policy. The only circumstances that will be considered by the Appeal Panel are the circumstances outlined
in section 2 of this Policy and any written amendments which were in effect at the time the Practical and/or
Written Examination(s) was taken.

1.2. The appeal procedure contemplated by this policy is NOT intended to be a substantive review of the
criteria, standards, competencies or requirements set for the Practical and/or Written component(s) of the
Examination or of the result assigned by the markers. To be clear, a candidate will NOT be permitted to
substantively contest such criteria, standards, competencies, requirements or results assigned by the marker

(s).

Section 2. Appeal Criteria

2.1 Where a candidate receives a failing result on one or more projects on the Practical and/or Written
Examination, and the candidate believes that the failure(s) was/were due to one or more of the circumstances
outlined below, if the candidate files a Request for an Appeal in accordance with this section and Section 3, an
Appeal Panel of the College will be appointed to undertake a review of the candidate’s circumstances to
determine which of the remedies outlined in Section 6 will be provided. A Request for an Appeal will be
considered by the Appeal Panel only if the request is based on one or more of the following circumstances
and only if the following procedures and requirements are adhered to:

Circumstance 1: Medical Condition

1) The candidate had, at the time the project(s) and/or written component(s) were completed, a medical
condition and:

a. The candidate submits in writing, to the Registrar, along with his/her Request for an Appeal and payment of
the appropriate fee, as outlined in Section 3:

i. facts demonstrating that the medical condition had a material adverse impact on the candidate’s
performance on the Project and/or Written Examination. It is incumbent on the candidate to show, to the
satisfaction of the Appeal Panel, that, had the medical condition not existed, it is more likely than not that the
candidate would have received a passing result on the Project; and/or Written component.

ii. an original, signed medical report of a duly qualified physician, physiotherapist, psychologist or dentist,
licensed to practice in Ontario and regulated under the Regulated Health Professions Act, 1991 (a “Health
Care Practitioner™), who examined the candidate no more than 48 hours after the Project(s) and/or Written
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Examination(s) was completed. This report must outline the nature of the relevant medical condition and the
extent to which this condition would have impaired the candidate’s performance on the Project as well as the
full name, telephone number, facsimile number (if any) and mailing address of the Health Care Practitioner;
and

iii. a written consent, signed by the candidate, permitting the College to obtain such additional records and/or
other information from the Health Care Practitioner as it deems necessary to assist the Appeal Panel in its
review; and

b. The candidate, before leaving the project/examination room:

i. completed and signed an Incident Report in the form provided at the project/examination room (the “Incident
Report”), indicating that the candidate suffered from an illness during the project/written component and
outlining the details of that illness;

ii. handed the Incident Report to the College Representative; and

iii. Witnessed the College Representative sign the Incident Report and enter the incident in the Incident Log
Book located in the project/examination room;

Note that this procedure must be followed for each examination component. An Incident Report completed for
one Project will not apply for the purposes of appealing results for any other Projects and/or Written
components.

c. If the candidate’s medical condition was a pre-existing condition about which the candidate knew prior to the
commencement of the Practical and/or Written Examination, the candidate must submit, in addition to the
above material, facts demonstrating that:

i. the candidate asked the College for special accommodation in accordance with the College’s
accommodation procedures and

a. was granted accommodation; or

b. was not granted accommodation and what reasons were given;

ii. the granted accommodation was not actually provided or was inadequately provided on the date of the
project(s) and/or written component(s); and

iii. Specify what, if any, accommodation was granted

iv. the candidate, before leaving the project/examination room

a. completed and signed an Incident Report indicating that the granted accommodation was not actually
provided or was inadequately provided;

b. handed the Incident Report to the College Representative; and

c. Witnessed the College Representative sign the Incident Report and enter the incident in the Incident Log
Book located in the examination room;

Note that this procedure must be followed for each Project and/or Written component. An Incident Report
completed for one Project will not apply for the purposes of appealing results for any other Project(s) and/or
Written component(s).

Circumstance 2: Emergency

1) A candidate experienced, just prior to, or during the completion of, the Project, the death or serious,
sudden iliness or injury of a family member or close personal friend and;

2) The candidate has submitted, along with the Request for an Appeal and payment of the appropriate fee, as
outlined in Section 3:

i. appropriate supporting documents including proof of death (eg. a death certificate, obituary notice or other
similar document) or the details of the illness or injury, as the case may be;

ii. facts indicating the relationship between the deceased, ill or injured person and the candidate; and

iii. facts demonstrating that the death, illness or emergency had a material adverse impact on the candidate’s
performance on the Project and/or the Written Examination(s). It is incumbent upon the candidate to establish,
to the satisfaction of the Appeal Panel, that, had the death, illness or emergency not occurred, it is more likely
than not that the candidate would have received a passing result on the Project and/or the Written
Examination.

Circumstance 3: Procedural Irregularities

1) There were major procedural irregularities in the administration of the Practical and/or the Written
Examination; major irregularities in the environment in which the Project and/or the written examination was
completed, while the Project and/or Written Examination were in progress (e.g. equipment malfunction) and;
a. The candidate, before leaving the project/examination room:

i. completed and signed an Incident Report outlining the specific procedural and/or environmental irregularity
complained of;

ii. handed the Incident Report to the College Representative; and

iii. witnessed the College representative sign the Incident Report and enter the incident in the Incident Log
Book located in the examination room;
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Note that this procedure must be followed for each Project and/or Written component. An Incident Report
completed for one Project will not apply for the purposes of appealing results for any other Project(s) andor
Written component(s).

b. The candidate outlines in his/her Request for an Appeal submitted in accordance with Section 3:

i. The procedural and/or environmental irregularities complained of;

ii. the fact that an Incident Report was completed and signed and the incident was entered in the Incident Log
Book; and

iii. facts that demonstrate that the procedural and/or environmental irregularities complained of had a material
adverse impact on the candidate’s performance on the examination. It is incumbent upon the candidate to
establish, to the satisfaction of the Appeal Panel that, had the procedural and/or environmental irregularities
not occurred, it is more likely than not that the candidate would have passed the examination; and

c. Where the environmental irregularity triggered a medical condition, the candidate must also follow the
procedures and requirements outlined in Section 2, Circumstance 1.

Section 3. Pre-requisites to an Appeal

3.1 In addition to the specific procedures and requirements outlined for each circumstance listed in section 2,
the following procedures must be adhered to in order for any Request for an Appeal to be considered. If
procedures and requirements in sections 2 and 3 are not followed, the Request for an Appeal will not be
considered by the Appeal Panel. There is no appeal of this decision.

3.2 The candidate must deliver, to the Registrar, a Request for an Appeal within 30 calendar days of the
release of the relevant examination results. Please note that the 30-day period runs from the date the College
released the candidate’s results regardless of when the results came to the attention of the candidate. It is the
candidate’s responsibility to ensure that he/she receives his/her results in time to take advantage of this
appeal process.

3.3 The Request for an Appeal must be accompanied by a non-refundable administration fee (the
“Administration Fee”) as listed in Schedule of Fees found in the CDTO By-Law No. 5. In addition, the
candidate will pay an Appeal Fee plus applicable taxes for each examination result the candidate seeks to
appeal.

3.4 In his/her Request for an Appeal, the candidate must outline the grounds or circumstances on which
his/her request is based. If the Request for Appeal is not based on one of the three circumstances listed in
section 2, the Request for Appeal will not be considered by the Appeal Panel and no appeal lies from the
decision not to send the Request for Appeal to the Appeal Panel.

3.5 The Request for an Appeal must also contain all of the information, facts, and supporting documents upon
which the candidate intends to rely, including, without limiting the foregoing: the name(s), address(es) and
telephone number(s) of person(s) having relevant information and facts; and a complete outline of the
information and facts that the candidate or other persons have. When the Appeal Panel reviews the
candidate’s results, the Panel will not consider information, facts or documents that were not contained in the
candidate’s Request for Appeal unless the Appeal Panel determines, in its sole and absolute discretion, that
there are exceptional circumstances warranting the consideration of the additional information, facts and/or
documents.

f) State the composition of the committee that makes decisions about registration, which may be called
a Registration Committee or Appeals Committee: how many members does the committee have; how
many committee members are members of the profession in Ontario; and how many committee
members are internationally trained members of the profession in Ontario.

The committee has five members. Three of whom are professional members and two public appointees.

Please identify and explain the changes in your registration practices relevant to this section that
occurred during the reporting year.

The Registration Appeal Policy. We have also changed the number of members on the Registration
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Committee from four to five.

BACK TO INDEX

— Information on Appeal Rights (7 / 13)

This section refers to reviews or appeals that are available after an internal review or appeal. Describe
how you inform applicants of any rights they have to request a further review of or appeal from a
decision.

*** SAME AS LAST YEAR ***

We write a letter of the details of the review process, including the ability to appeal to HPARB. We also include
a copy of the appeal policy.

Please identify and explain the changes in your registration practices relevant to this section that
occurred during the reporting year.

BACK TO INDEX

—Assessment of Qualifications (8 /13)

This category covers your processes for assessing all qualifications, such as academic credentials,
competencies, language ability or practical experience.

a) List the criteria that must be met in order for an applicant’s qualifications to satisfy the entry-to-
practice requirements for your profession.

** SAME AS LAST YEAR ***
COPY COMPETENCY PROFILE.

Individuals applying or intending to apply for registration must satisfy the following entry-to-practice
gualifications requirements:

» Successful completion of Grade 12 or equivalent general education;

« successfully completed an approved program in dental technology at a College of Applied Arts and
Technology in Ontario, or at an educational institution outside of Ontario that the Registration Committee
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considers to be the equivalent to the educational program currently being taught in the Colleges of Applied
Arts and Technology in Ontario, and

» Successfully completion of 1,950 hours of practical work experience in Ontario under the supervision of a
member of the College or the Royal College of Dental Surgeons of Ontario.

» Successfully completed the Registration examinations set or approved by the College, and complied with all
requirements associated with those examinations, including payment of the examination fees.

b) Describe the methodology used to determine whether a program completed outside of Canada
satisfies the requirements for registration.

We request that the candidate send their academic transcripts to ICAS who reviews the document for
equivalency to a community college program offered in Ontario and provides a report to the both the
Candidate and the College. ICAS also provides an evaluation of the program based on the competency profile
provided to them by the College.

c) Explain how work experience in the profession is assessed.

Work experience is obtain under approved supervision. The supervisor provides a letter to the College
certifying that the candidate has completed the required work experience. A form is also available from the
College for completion.

d) Describe how your organization ensures that information used in the assessment about educational
systems and credentials of applicants from outside Canada is current and accurate.

*** SAME AS LAST YEAR ***

The College annually reviews the agreement with ICAS.

e) Describe how previous assessment decisions are used to assist in maintaining consistency when
assessing credentials of applicants from the same jurisdictions or institutions.

The use of ICAS as a third-party agency using the competency profile as a benchmark ensures consistency
in assessing credentials of all applicants.

f) Explain how the status of an institution in its home country affects recognition of the credentials of
applicants by your organization.

The College is concerned with the Program content not status and/or the reputation of the institution.

g) Describe how your organization accommodates applicants with special needs, such as visual
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impairment.

The college makes special accommodation for applicants on a case by case basis. Accommodation is also
outlined in the following section of the College’s Registration Examination:

Section 2.3 Special Testing Accommodations for Examination Candidates with Disabilities:

A candidate with a disability, who needs modification to the usual testing conditions, may request special
testing accommodations to take the registration examination on the regularly scheduled test dates. Such
disability may be physical or mental impairment that substantially limits one or more major life activities e.g. a
visual, orthopaedic, speech or hearing impairment, other health/physical impairment, or a specific learning
disability. Documented evidence with specific diagnosis of such impairment provided by registered or licensed
specialists/experts in the field must arrive at the College office 60 days before the regularly scheduled
examination date.

h) State the average length of time required to complete the entire registration process, from when the
process is initiated to when a registration decision is issued.

The process begins when the applicant submits a complete portfolio of information in application for the
Registration Examination which would occur a minimum of 5 months before the Registration Exam takes place.
An applicant has a maximum of 3 years to submit information and successful complete the exam. Following
successful completion an applicant may apply for registration which is reviewed by the Registration Committee
and a decision rendered within 2 weeks. Appeal to Registration decisions may ext