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1.0 PROCEDURE FOR EMPLOYER INITIATING A SINGLE
COMPANY AUDIT REGISTRATION

1.1 Initiating the audit registration process

1. The employer navigates to the energysafetycanada.com website and clicks on the [[NF:Xe(e{e]8]\}}
button located on the top right of the screen.

1.800.667.5557 | CustomerService@EnergySafetyCanada.com ABOUT CAREERS CONTACTUS STORE [N

ENERGY
SAFETY
CANADA

The National Safety
Association for
Canada's Oil and Gas
Industry

LEARN MORE >>

2. Next, the Employer enters their login credentials and password, click on the NIe]{}I\| button.

| CustomerService@EnergySafetyCanada.com ABOUT CAREERS CONTACTUS STORE ENITH

ENERGY

SAFETY = o, — o0
CANADA TRAINING =7 RESOURCES 422 STANDARDS & PROGRAMS Q@R COR Er’v] NEWS & EVENTS Q
Home » > My Account =3 Share & Print

Username

Required
Password
Password

Required

G

Forgot username? | Forgot password?

Create a new account
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3. Once logged in, navigate to the left-hand side menu bar, click on the [XS[a ][] Qo] QNN
menu option. From there, select Large Employer Registration.

Home » > My Account
ACCESS CODE
MANAGEMENT ~

ACCOUNT DETAILS N
CERTIFICATIONS N
— AUDITOR PORTAL e

Small Employer Audit
Registration

Small Employer Dashboard

— Large Employer Registration

Auditor Dashboard

4. On the COR Audit Registration page, click on (G [VZ f\EVANe || E N e e [e]y] button. You
are now ready to begin registering your audit.

| CustomerService@EnergySafetyCanada.com ABOUT CAREERS CONTACTUS STORE [Eil« felt)y

ENERGY
SAFETY = o . 40
CANADA TRAINING = RESOURCES A3 STANDARDS & PROGRAMS @ COR [Tu”u] NEWS & EVENTS MY ACCOUNT Q

On behalf of: (SELECT)

ACCESS CODE

MANAGEMENT COR Audit Registration

ACCOUNT DETAILS
Welcome to the Energy Safety Canada Certificate of Recognition Audit Registration Portal for Large and Small Employers. Please

CERTIFICATIONS complete these steps to initiate the audit process.

If you require support in completing the Register an Audit application, please contact the call centre at 1.800.667.5557 ext. 3 or email
CORInfo@EnergySafetyCanada.com.

AUDITOR PORTAL

ESC DATA GATEWAY

INSTRUCTOR AND
PROVIDER PORTAL Request New Audit Registration

EVALUATOR PORTAL

HSA REGISTRATION Audit Registrations in Progress

ASSESSOR PORTAL
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1.2 STEP 1 - Entering Audit Details

1. You are now on the Audit Details page. Begin by selecting the audit type from the drop-
down menu. If you are unsure of the audit type you are registering, refer to Appendix B -
Audit Types.

ENERGY

SAFETY = 9 o &)
CANADA @ TRAINING = RESOURCES A2 STANDARDS & PROGRAMS \:2@ COR E'?“_EJ NEWS & EVENTS MY ACCOUNT Q

o ® ® ® ® o ® ®

Step 1

Audit Details

.
*Certificate Type External Auditor for SECOR Certification
External Auditor for SECOR Maintenance
+Audit Start Date Limited Scope Action Plan

Limited Scope Final Submission
On-Site Audit Review
Single Audit for Multiple Companies Certification
Single Audit for Multiple Companies Maintenance
Site Specific Audit Certification

Site Specific Audit Maintenance
Standard Audit Certification m
Standard Audit Maintenance
Student Maintenance Audit
Student Qualification
Team Audit Certification
Team Audit Certification (Multi-Company)
Team Audit Maintenance
Team Audit Maintenance (Multi-Company)
Verification Audit Certification
Verification Audit Maintenance

2. Next, select your certificate type from the drop-down menu. If you are unsure of the
audit certificate type you are registering for, refer to Appendix C - Audit Certificate Type.

*Is this a single audit covering multiple legal companies?
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ENERGY
SAFETY TRAINING RESOURCES 222 STANDARDS & PROGRAMS @ COR @ NEWS & EVENTS MY ACCOUNT Q

CANADA

Step1

Audit Details

*Audit Type (None)

*Certificate Type (None) v
(None) -
1Year COR 85

*Audit Start Date
1Year SECOR

€ Month COR
COR
SECOR

3. Next, enter the approximate audit start date by clicking on the calendar icon and
selecting your start date.

*|s this a single audit covering multiple legal companies?

ENERGY
SAFETY = 9 — o
CANADA TRAINING RESOURCES A2 STANDARDS & PROGRAMS %ﬁl COR @ NEWS & EVENTS Q

Step 1

Audit Details

*Audit Type (None)
*Certificate Type (None) v
St i B -
*Is this a single audit covering multiple legal companies? ** * August 2023 [

5] M T W T F 5]

30 31 1 2 3 4 5
13 14 15 le 171 18 19
20 21 22 23 24 25 26

27 28 29 30 31 1 2

4. Lastly, select if this is a single audit covering multiple legal companies. If you are unsure
of what a legal company is, refer to Appendix A - Definitions.
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ENERCY
SAFETY = 2 = 40
CANADA TRAINING = RESOURCES AR STANDARDS & PROGRAMS C@E} COR [‘E':ﬂ NEWS & EVENTS MY ACCOUNT Q

Step 1

Audit Details

*Audit Type (None) h
*Certificate Type (None) v
*Audit Start Date i

“Is this a single audit covering multiple legal companies? (None) v -
(None)
e “ m _

5. Click to move to STEP 2 of the audit registration phase.

1.3 STEP 2 - Entering Company Details

Confirm the information including company legal nhame, street address, city, province, postal
code, and phone number that automatically populates is correct. If it is not correct, you will
need to contact corinfo@energysafetycanada.com or by calling 1-800-667-5557 ext.3
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Energy Safety Canada

Company Profile

I
Company Legal Name ENERGY SAFETY CANADA
Street Address 150- 2 SMED LANE SE
City CALGARY :
Province AB
Postal Code T2C4T5
Phone (403) 516-8000 »

*Total Number of Employees

*Total Number of Sites/Locations

The Company Profile must provide context for the audit by outlining the nature of the;
« Employer's work,

« Demographics,

= Geography,

« Facilities

« Vehicle fleet, and

« Offices

Make it specific to the industry code(s) included in the audit

“Company Profile

4000 characters left

BACK

<mm

=l

1. Begin by entering the total number of Employees (this includes all levels, full time, part

time, casual, and all shifts)
Next enter the total number of sites/locations offices etc.

N

3. Lastly, you will need to include a company profile that is specific to the industry code(s)
included in your audit and provides context for the audit by outlining the nature of the
audit including they type of work, demographics, geography, facilities, vehicle fleet and

offices.
4. Click to move to STEP 3 of the audit registration phase.

1.4 STEP 3 - Entering Legal Companies

1. Ensure you see the legal company name you are registering the audit for and confirm the

city and province are correct by clicking on the button.
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ENERGY
SAFETY o = 2, SR e
CANADA @) TRAINING = RESOURCES 22 STANDARDS & PROGRAMS (L:tf__] COR coz] NEWS & EVENTS MY ACCOUNT Q

Step 3

Legal Companies

Please review and confirm Legal Company information by selecting the Edit button.
If this is a Multi-Company Audit, use the 'Add Site' button to add all assaciated Legal Companies to be included in the audit scope.

Additional Companies

Legal Company Name City Province

< 1610635 ALBERTA INC.(GLOBAL ENERGY SERVICES (2011) > Calgary AB m -

2. Enter both the WCB # and Industry Code, then click the :\{2 button to close the pop-up

window.
ENERCGY
JOLLY {5} TRAINING £ RESOURCES 232 STANDARDS 8 PROGRAMS @5 COR  [f31) NEWS & EVENTS MY ACCOUNT Q
CANADA s =& EE)

Legal Company Name 1610635 ALBERTA INC.(GLOBAL ENERGY SERVICES (2011) @

*Province Alberta
“City Calgary

“WCB# _
<4

*Industry Code

3. Click to move to STEP 4 of the audit registration phase.
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ENERGY
gapdvy {©) TRAINING =] RESOURCES  2ja STANDARDS &PROGRAMS 5 COR  [Lf] NEws &EVENTs  EAVIERRLITNG ()
CANADA = = ==

Step 3

Legal Companies

Please review and confirm Legal Company information by selecting the Edit button.
If this is a Multi-Company Audit, use the 'Add Site' button to add all associated Legal Companies to be included in the audit scope.

Additional Companies

Legal Company Name City. Province

1610635 ALBERTA INC.(GLOBAL ENERGY SERVICES (2011) Calgary AB m

= (o B

1.5 STEP 4 - Entering Worksite Breakdown and Sampling Details
1. Click the [XLR\EVASIES button to begin adding worksites in the pop-up window.

ENERCGCY
LTI S {Z) TRAINING =] RESOURCES 27 STANDARDS & PROGRAMS 531 COR (%) NEws & EVENTs  [EONLTNG ()
CANADA = = "

Step4
Worksite Breakdown and Sampling Details
Please add all worksites that will be sampled as part of your audit

Site Parent Company Province Employees

There are no records.

ey e

e Click the Parent Company dropdown and select the company name entered from STEP

3.
¢ Next add the name of your site/location
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i. NOTE: When entering sites/locations ensure your description is clear (i.e. if
you have multiple sites/locations in Calgary for example, ensure you can
tell the difference: Calgary Head Office, Calgary Satellite Office, Calgary
Shop etc.). This is important as it impacts the auditor when entering the
onsite activity data for documentation, interviews and observations.

e Select the applicable province from the dropdown
e Enter the number of workers located at this site/location
e Select the site type from the dropdown:
i. Field

ii. Fixed

iii. Head Office
e Enter the year the last audit was conducted on this site (enter “NEVER” if not

previously audited).

o Click 44
m () TRAINING  E=] RESOURCES 42 STANDARDS & PROGRAMS @52 COR  [£}] NEWS & EVENTS Q

*Parent Company [ [None) \,]

Site/Location

Province (None) e
No. of Workers

Site Type {None) v

Year of Last Audit

e’
[ B
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2. Repeat this step until all worksites that will be sampled as part of your audit scope are
entered and listed here:

ENERGY

SO {C) TRAINING =3 RESOURCES % STANDARDS & PROGRAMS (5% COR  [( NEws & EVENTs  EOVFXCRITNG (O)
CANADA L o )

@ @ @ o @ & ® o
Step 4

Worksite Breakdown and Sampling Details

Please add all worksites that will be sampled as part of your audit

—
Head Office Calgary 1610635 ALBERTA INC.(GLOBAL ENERGY SERVICES (2011) AB 5 m x
S—
Calgary Shop 1610635 ALBERTA INC.(GLOBAL ENERGY SERVICES (2011) AB 5 m x
Add New Site
—

=u [ B

3. Click to move to STEP 5 of the audit registration phase.

1.6 STEP 5 - Selecting an Auditor

1.6.1 Maintenance Audit

If you are in a maintenance year, you may select either an internal or external auditor to
complete your audit.

1. Begin by typing the name of the auditor in the applicable text box. A list of auto populated
names will appear.
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ENERGY
SAFETY {0 TRAINING =] RESOURCES 2% STANDARDS 8 PROGRAMS
CANADA R =1 A

cor  [ff NEwszEvents  ERENSIING O)

Step5

Select Auditor

Please select the Auditor from the Auditor drop down menu. If the Auditor name does not appear, select the “l cannot find the name of the Auditor” check box,
then type the name of the Auditor in the text field. Then select NEXT to continue with the audit registration

Note: When an Auditor is manually entered at the Registration stage, the Energy Safety Canada Safety Audits and Certificates team will validate your Auditor

prior to approving the Audit Registration.

The Employer is responsible to arrange the Auditor to perform the Audit. Energy Safety Canada does not establish, manage or mediate contract relations

between Employers and Auditors.

Energy Safety Canada Auditors must have met the Certified Health and Safety Auditor prequalification requirements and have completed the Certified Health
and Safety Auditor Program to be certified to perform safety system audits

External Auditor

tone 4 (?)

Internal Auditor

(vone) <4

| cannot find the name of the Auditor

2. If the name of the auditor you are looking for does not appear, click on the | cannot find
the name of the Auditor check box. A text field will appear where you can manually enter
the name of the auditor you are wanting to conduct your audit. Energy Safety Canada will
confirm if the auditor is certified or not.

e If the auditor you selected is a certified external auditor for Energy Safety Canada,
an email notifying the auditor they have been selected to complete your audit will be
sent.

e If the auditor you selected is NOT a certified external auditor for Energy Safety
Canada, you will receive notification indicating you need to select a different auditor

to conduct your audit.
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ENERGY
SAFETY {O) TRAINING =] RESOURCES 232 STANDARDS & PROGRAMS OR (%% NEWS & EVENTS MY ACCOUNT Q
CANADA N = ) (888)

Step 5

Select Auditor

Please select the Auditor from the Auditor drop down menu. If the Auditor name does not appear, select the “I cannot find the name of the Auditor” check box,
then type the name of the Auditor in the text field. Then select NEXT to continue with the audit registration.

Note: When an Auditor is manually entered at the Registration stage, the Energy Safety Canada Safety Audits and Certificates team will validate your Auditor
prior to approving the Audit Registration.

The Employer is responsible to arrange the Auditor to perform the Audit. Energy Safety Canada does not establish, manage or mediate contract relations
between Employers and Auditors.

Energy Safety Canada Auditors must have met the Certified Health and Safety Auditor prequalification requirements and have completed the Certified Health
and Safety Auditor Program to be certified to perform safety system audits.

External Auditor

Q)

Internal Auditor

| cannot find the name of the Auditor _

Required field

3. Click to move to STEP 6 of the audit registration phase.

1.6.2 Certification Audit
If you are in a certification year, you must select an external auditor to complete your audit.

1. Being by typing the name of the auditor in the external auditor text box. A list of auto
populated names will appear.

Sensitivity Level: Public

Current approved documents are maintained online. Printed copies are uncontrolled.
Energy Safety Canada-SAC-PRO-099 Page 15 of 41 Revision: 1.0



ENERGY
SAFETY Energy Safety Canada

CANADA Employer COR Audit Registration Procedure

ENERCGY
OOy {G} TRAINING £=) RESOURCES 222 STANDARDS & PROGRAMS @33 COR (%) NEWS & EVENTS MY ACCOUNT Q
CANADA R = = 1222

Step5

Select Auditor

Please select the Auditor from the Auditor drop down menu. If the Auditor name does not appear, select the “| cannot find the name of the Auditor” check box,
then type the name of the Auditor in the text field. Then select NEXT to continue with the audit registration.

Note: When an Auditor is manually entered at the Registration stage, the Energy Safety Canada Safety Audits and Certificates team will validate your Auditor
prior to approving the Audit Registration.

The Employer is responsible to arrange the Auditor to perform the Audit. Energy Safety Canada does not establish, manage or mediate contract relations

between Employers and Auditors.

Energy Safety Canada Auditors must have met the Certified Health and Safety Auditor prequalification requirements and have completed the Certified Health
and Safety Auditor Program to be certified to perform safety system audits.

External Auditor

| cannot find the name of the Auditor

2. If the name of the auditor you are looking for does not appear, click on the | cannot find
the name of the Auditor check box. A text field will appear where you can manually enter
the name of the auditor you are wanting to conduct your audit. Energy Safety Canada will
confirm if the auditor is certified or not.

e |If the auditor you selected is a certified external auditor for Energy Safety Canada,
an email notifying the auditor they have been selected to complete your audit will be
sent.

e If the auditor you selected is NOT a certified external auditor for Energy Safety
Canada, you will receive notification indicating you need to select a different auditor

to conduct your audit.
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ENERGY
SAFETY (@)} TRAINING RESOURCES 222 STANDARDS & PROGRAMS (@57 COR (2 NEWS & EVENTS My account @]
CANADA N = o = =

Step 5

Select Auditor

Please select the Auditor from the Auditor drop down menu. If the Auditor name does not appear, select the "I cannot find the name of the Auditor” check box,
then type the name of the Auditor in the text field. Then select NEXT to continue with the audit registration.

Note: When an Auditor is manually entered at the Registration stage, the Energy Safety Canada Safety Audits and Certificates team will validate your Auditor

prior to e Audit Regist

The Employ ansible to arrange the Auditor to perform the Audit. Energy Safety Canada does not establish, manage or mediate contract relations

between Emplayers and Auditors.

Energy Safety Canada Auditors must have met the Certified Health and Safety Auditor prequalification requirements and have completed the Certified Health

and Safety Auditor Program to be certified to perform safety system audits

External Auditor

1 cannat find the name of the Auditar -
“Entr theicname —

Required field

[ ] [ R—

3. Click the button to move to STEP 6 of the audit registration phase.

1.7 STEP 6 - Uploading your Organizational Chart

Next you will need to upload a current copy of your organizational chart that includes all
positions in the company.

1. Click on button and choose the applicable file. NOTE: allowable formats include
pdf, doc, and docx. The maximum file size is 20 MB.

ENERGY
RO {©) TRAINING =] RESOURCES 2" STANDARDS & PROGRAMS 52 COR (%3] NEws & EVENTs  IOVEENELITNG (O
CANADA h=s = = =

Step &

Upload Organization Chart

Upload a current Organization chart that includes all positions in the company. If this is a Multi-Company Audit you must include all companies
included in the scope of the audit including all positions and should include the total of employees for each company.

*Organization Chart
* - L

+ Allowed file formats are: pdf;doc:docx
« The maximum file size allowed is 20 MB
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1. Click on the button to move to STEP 7 of the audit registration phase.

1.8 STEP 7 - Outline of Roles and Responsibilities Declaration

The following Outline of Roles and Responsibilities sets out the framework for participation in
Energy Safety Canada’s Certificate of Recognition (COR), and Small Employer Certificate of
Recognition (SECOR) programs.

1. Please review the Outline of Roles and Responsibilities by clicking on the link below.
2. Check the “acknowledgement box” to accept the Outline of Roles and Responsibilities
and to continue with the audit registration. By selecting the checkbox, you agree to

adhere to the Outline of Roles and Responsibilities.
3. Click on the button to move to STEP 8 of the audit registration phase.

ENERGY

B E B LT {0} TRAINING =] RESOURCES 222 STANDARDS & PROGRAMS (@52 COR %) NEWS & EVENTS MY ACCOUNT Q
CANADA b (=] a > 888

-
W
é

&

L
P
W
&

Outline of Roles and Responsibilities Declaration

The following Outline of Roles and Responsibilities sets out the framework for participation in Energy Safety Canada’s Certificate of Recognition (COR), and
Small Employer Certificate of Recognition (SECOR) programs.

Please review the Outline of Roles and Responsibilities by clicking on the link below. Check the *acknowledgement box to accept the Outline of Roles and
Responsibilities and to continue with the audit registration. By selecting the checkbox, you agree to adhere to the Outline of Roles and Responsibilities.

- « l acknowledge having read the Safety Audits and Certifications Outline of Roles and Responsibilities document.

1.9 STEP 8 - Submitting your Audit Registration
Thank you for Submitting your COR Registration Application

The Employer portion of the audit registration has been sent to your selected auditor to
complete the auditor portion of the audit registration process. Your Audit Registration will be
submitted to Energy Safety Canada for review and approval once your Auditor has completed
the Audit Registration process.
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Please note that the registration process may take up to seven (7) business days to process, as
we prioritize accuracy and attention to detail. We appreciate your patience, and you can
expect further communication from us once the registration is complete. If you have any
urgent inquiries, please don't hesitate to contact our support team.

Click on RS g RLW-Xls [ |gPEH |TeETfs| Button to complete the audit registration phase.

ENERGY

S {C} TRAINING  [=] RESOURCES 2 STANDARDS & PROGRAMS @572 COR  [£2) NEWS & EVENTS Q
Step 8
Submit

Thank you for Submitting your COR Registration Application

The Employer portion of the audit registration has been sent to your selected auditor to complete the auditor portion of the audit registration process. Your Audit
Registration will be submitted to Energy Safety Canada for review and approval ence your Auditor has completed the Audit Registration process.

Please note that the registration process may take up to seven (7) business days to process, as we prioritize accuracy and attention to detail. We appreciate your
patience, and you can expect further communication from us once the registration is complete. If you have any urgent inquiries, please don't hesitate to contact

our support team

RETURN TO AUDIT DASHBOARD -

1.10 COR Audit Registration Complete

Once you click on the RE{ g WL W e liFEH I :1ge| button, you are redirected to your COR
Audit Registration page where you can see your audit registrations not submitted as well as
any registrations in progress.
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ENERGY

SAFETY T = =Y =R h
CANADA @) TRAINING = RESOURCES AR STANDARDS & PROGRAMS (@ COR 288) NEWS & EVENTS MY ACCOUNT Q

ACCESS CODE

MANAGEMENT COR Audit Registration

Welcome to the Energy Safety Canada Certificate of Recognition Audit Registration Portal for Large and Small Employers. Please
complete these steps to initiate the audit process.

[ — If you require support in completing the Register an Audit application, please contact the call centre at 1.800.667.5557 ext. 3 or email

CORInfo@EnergySafetyCanada.com.

Request New Audit Registration
Audit Registrations Not Submitted _

Audit#  Audit Type Start Date

202300297 Single Audit for Multiple Companies Maintenance 8/2/2023 Finish Registration Cancel Registration
202300294 Standard Audit Certification 8/2/2023 Finish Registration Cancel Registration

Audit Registrations in Progress _

CERTIFICATIONS

ESC DATA GATEWAY

Audit # Audit Type Start Date Registration Status
202300319 Standard Audit Certification 8/8/2023 COR Contact Registered
202300311 Standard Audit Certification 8/3/2023 Payment Needed
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2.0 PROCEDURE FOR EMPLOYER INITIATING A MULTI-
COMPANY AUDIT REGISTRATION

2.1 Initiating the audit registration process

1. The employer navigates to the energysafeycanada.com website and clicks on the
rXeee]¥)]] button located on the top right of the screen.

1.800.667.5557 | CustomerService@EnergySafetyCanada.com ABOUT CAREERS CONTACTUS STORE [EINIDE ?

ENERCY
SAFETY TRAINING =] RESOURCES 233 STANDARDS & PROGRAMS @2 COR  [%}] NEWS & EVENTS
CANADA = AR @R &3 MY ACCOUNT

- —

The National Safety
Association for
Canada's Oil and Gas
Industry

2. Next, the Employer enters their login credentials and password and clicks on the N{e\§I\
button.

| CustomerService@EnergySafetyCanada.com ABOUT CAREERS coONTACTUS sToRE [EMIITN

{C) TRAINING (=] RESOURCES  #fia STANDARDS & PROGRAMS (51 COR  [{if) NEWS & EVENTS Q

Usemname

Required

Password

Required

SN N <4

Forgot username? | Forgot password?

Create a new account
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1. Once logged in, navigate to the left-hand side menu bar, click on the [XS]p]jfe):q el qP:\"
menu option. From there, select Large Employer Registration.

Home » => My Account

ACCESS CODE
MANAGEMENT

ACCOUNT DETAILS

CERTIFICATIONS

— AUDITOR PORTAL

Small Employer Audit
Registration

Small Employer Dashboard

— Large Employer Registration

Auditor Dashboard

2. On the COR Audit Registration page, click on {0\ TR0 e 115414 e]y) button. You
are now ready to begin registering your audit.

| s T sy il L s o ARDUT CADEERE CONTACT UE sToof [T

TRHAIRING —: RESOURCES S BTANDARDS & PROCEAMMS =l Coe + HEWS & EVENTS [ _:'

Oy banbaa® o [RELECT)

COR Audit Registration

Wiekioena 1o the Eneey Saloty Canada Cemifcate of Recopnition Audit Regstration Portal for Larpe and Small Emplopers, Plaass

CEET 1 RAT complete thess deps loiniliste the sudil procea

I il pequiing sappart in completing the Register an Audit application, pleass contact the call centre at LE00USET 5557 et 3 or emall

CORIsle@ mengySaletyCansda com

[T ¢

Audit Registrations in Pregress

NS TEARCTONE AR
PR POBTAL

EVALLIATOS POFTAL

fudite  Audit Type StartDate  Registration Status
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2.2 STEP 1 - Entering Audit Details

1. You are now on the Audit Details page. Begin by selecting the audit type from the drop-
down menu. If you are unsure of the audit type you are registering, refer to Appendix B -
Audit Types.

ENERGY
SAFETY 2 = o0
B i TRAINING RESOURCES 232 STANDARDS & PROGRAMS ~ Goi COR () NEws & EVENTs  EUNEEGEEING (O

® ® ® o © o o o

Step 1

Audit Details

*Audit Type (None) v
2 (None)
*Certificate Type External Auditor for SECOR Certification
External Auditor for SECOR Maintenance
*Audit Start Date Limited Scope Action Plan

Limited Scope Final Submission
On-Site Audit Review
Single Audit for Multiple Companies Certification
Single Audit for Multiple Companies Maintenance
Site Specific Audit Certification

Site Specific Audit Maintenance

Standard Audit Certification
Standard Audit Maintenance
Student Maintenance Audit
Student Qualification
Team Audit Certification
Team Audit Certification (Multi-Company)
Team Audit Maintenance
Team Audit Maintenance (Multi-Company)
Verification Audit Certification
Verification Audit Maintenance

*Is this a single audit covering multiple legal companies?

2. Next, select your certificate type from the drop-down menu. If you are unsure of the
audit certificate type you are registering for, refer to Appendix C - Audit Certificate Type.
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ENERGY
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CANADA TRAINING RESOURCES AgA STANDARDS & PROGRAMS C@/ﬁl COR u NEWS & EVENTS Q

Step1

Audit Details

*Audit Type (None)

*Certificate Type

(None)
*Audit Start Date 1 Year COR

1Year SECOR
€ Month COR
COR

SECOR

*Is this a single audit covering multiple legal companies?

3. Next, enter the approximate audit start date by clicking on the calendar icon and
selecting a start date.

ENERGY
SAFETY = 2 — o0
CANADA TRAINING = RESOURCES 2% STANDARDS & PROGRAMS @ COR @ NEWS & EVENTS Q

Step 1

Audit Details

*Audit Type (None)

*Certificate Type (None) g

«Audit Start Date | . _
"« August 2023 LI

*|s this a single audit covering multiple legal companies?
S M T w T 7 S

30 31 1 2 3 4 5
13 14 15 16 17 18 19
20 21 22 23 24 25 26

27 28 29 30 31 1 2
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4. Lastly, select if this is a single audit covering multiple legal companies. If you are unsure
of what a legal company is, refer to Appendix A - Definitions.

When completing a single audit on multiple companies, you will need to answer the following
questions by entering text into the text fields:

o Describe the organization structure and the relationship between the companies.

e Describe how common management control is exercised. Please list and describe the
responsibilities of any key management positions that are shared between the
employers.

e Describe and list any common health and safety activities, including whether health
and safety personnel are shared between these employers.

NOTE: all questions must be answered to progress to the next stage of registration.

Step 1

Audit Details

“Audit Type (None) v
*Certificate Type (Mone) hd
~Audit Start Date &l

*|s this a single audit covering multiple legal companies? Yes - _

*Describe the organization structure and the relationship between the
companies

L)

4000 characters left Required Field

*Describe how common management control is exercised. Please list and
describe the responsibilities of any key management positions that are
shared between the employers

L)

4000 characters left Required Field

*Please describe and list any common health and safety activities,

including whether health and safety personnel are shared between these «

employers

4000 characters left Required Field

[ macx | Kl e

5. When finished, click to move STEP 2 of the audit registration phase.
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2.3 STEP 2 - Entering Company Details

Confirm the information including company legal hame, street address, city, province, postal
code, and phone number that automatically populates is correct. If it is not correct, you will
need to contact corinfo@energysafetycanada.com or by calling 1-800-667-5557 ext.3.

Company Profile —_
Company Legal Name ENERGY SAFETY CANADA
Street Address 150- 2 SMED LANE SE
City CALGARY >_
Province AB
Postal Code T2C4T5
Phone (403) 516-8000

*Total Number of Sites/Locations

e
+Total Number of Employees _

The Company Profile must provide context for the audit by outlining the nature of the;
= Employer's work

= Demographics,

« Geography,

= Facilities,

« Vehicle fleet, and

« Offices

Make it specific to the industry code(s) included in the audit.

*Company Profile

<=

4000 characters left

=

1. Begin by entering the total number of Employees (this includes all levels, full time, part

time, casual, and all shifts)

Next enter the total number of sites/locations offices etc.

3. Lastly, you will need to include a company profile that is specific to the industry code(s)
included in your audit and provides context for the audit by outlining the nature of the
audit including they type of work, demographics, geography, facilities, vehicle fleet and
offices.

4. Click to move to STEP 3 of the audit registration phase.

N

2.4 STEP 3 - Entering Legal Companies
1. When completing a multi-company audit, you will add all legal companies that are part of
the audit by clicking on the [\Xs[«@jid3 button:
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Step 3

Legal Companies

Please review and confirm Legal Company information by selecting the Edit button.
If this is a Multi-Company Audit, use the 'Add Site' button to add all associated Legal Companies to be included in the audit scope.

Additional Companies

Legal Company Name City Province

1610635 ALBERTA INC.(GLOBAL ENERGY SERVICES (2011) Calgary AB m
wase B ]

= =a

2. Begin by entering the following information in the pop-up window:
o Legal company name (legal entity name registered with WCB)
¢ Full Name (of Company President, Director, or Senior Officer)

e Title

e Email

e Province
e C(City

o WCB#

¢ Industry Code

e Shareholders in Common

e Directors in Common

e Upload Organizational Chart (pdf, doc, docx, max file size 20MB)
e Click after entering each company
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*Legal Company Name ®

Please provide full name and email of Company President, Director, or Senior Officer

*FullName

*Title

*Email

*Province (None) w
“City

“WCB#

*Industry Code

*Shareholders in
Common

* Directors in Common

*Organization Chart
— - _

= Allowed file formats are: pdf:doc;docx
+ The maximum file size allowed is 20 MB

N am

3. Repeat the process above for each company that is included in the audit.

ENERGY

SAFETY = = 2, s e
BRI {Lj} TRAINING = RESQOURCES 208 STANDARDS & PROGRAMS E@;} COR 225] NEWS & EVENTS MY ACCOUNT Q

Step 3

Legal Companies

Please review and confirm Legal Company information by selecting the Edit button.
If this is a Multi-Company Audit, use the "Add Site’ button to add all associated Legal Companies to be included in the audit scope.

Additional Companies

Legal Company Name City Province
1610635 ALBERTA INC.(GLOBAL ENERGY SERVICES (2011) Calgary AB
ESCL Calgary AB x

=N E=E
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4. Once all companies have been entered, click to move to STEP 4 of the audit
registration phase.

2.5 STEP 4 - Entering Worksite Breakdown and Sampling Details
1. Click the [Xe[XEWASITE button to begin adding worksites in the pop-up window.

m <1} TRAINING RESOURCES _% STANDARDS & PROCRAMS i COR NEWS & EVENTS m ':_j

I
K
®
&

® o o

Seep 4

®
@
@

Worksite Breakdown and Sampling Details
Site Parent Company Province Employees

C

e Click the Parent Company dropdown and select each company name entered from

STEP 3 until all worksite breakdowns and sampling details have been entered for each

company.
¢ Next add the name of your site/location

i. NOTE: When entering sites/locations ensure your description is clear (i.e. if

you have multiple sites/locations in Calgary for example, ensure you can
tell the difference: Calgary Head Office, Calgary Satellite Office, Calgary
Shop etc.). This is important as it impacts the auditor when entering the
onsite activity data for documentation, interviews and observations.
e Select the applicable province from the dropdown
e Enter the number of workers located at this site/location
e Select the site type from the dropdown:
iv. Field
v. Fixed
vi. Head Office
e Enter the year the last audit was conducted on this site.
e Click after each entry to close the current pop-up window and begin a new one.
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*Parent Company ‘_wcn.el v
Site/Location 1610635 ALBERTA INC.(GLOBAL ENERGY SERVICES (2011) _
ESC1

Province (None) hd
No. of Workers

Site Type [None) hd

Year of Last Audit

4. Repeat this step until all worksites that will be sampled as part of your audit scope are
entered and listed here:

ENERGY
SAFETY

CANADA () TRAINING w=« RESOURCES 324 STANDARDS & PROCRAMS wa con NEWS & EVENTS MY ACCOUNT {1

Step 4

Worksite Breakdown and Sampling Details

all worksites that will be sanpled a3 part of your 3uda

Head Office Calgary LE10635 ALBERTA INCIGLOBAL ENERGY SERVICES (2011 AB 5 u x
Calgary Shop 1610635 ALBERTA INC (GLOBAL ENERGY SERVICES (2011) A8 5 u x

=0 = R

5. Click to move to STEP 5 of the audit registration phase.
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2.6 STEP 5 - Selecting an Auditor
2.6.1 Maintenance Audit

If you are in a maintenance year, you may select either an internal or external auditor
complete your audit.

1. Begin by typing the name of the auditor in the applicable text box. A list of auto populated
names will appear.

m 2} TRAINING il RESOURCES  20% STANDARDS & PROCRAMS COR NEWS & EVENTS m Q

D
O

( -d
&
¢
&
()

Select Auditor

the Audis

External Auditor

=
<=

I cannot find the name of the Auditor

internal Auditor

2. If the name of the auditor you are looking for does not appear, click on the | cannot find
the name of the Auditor check box. A text field will appear where you can manually enter
the name of the auditor you are wanting to conduct your audit. Energy Safety Canada will
confirm if the auditor is certified or not.

e |If the auditor you selected is a certified external auditor for Energy Safety Canada,
an email notifying the auditor they have been selected to complete your audit will be
sent.

e |If the auditor you selected is NOT a certified external auditor for Energy Safety
Canada, you will receive notification indicating you need to select a different auditor
to conduct your audit.
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Select Auditor

thee Ausditor froen the Auditor drop down men. B the udifor name doss not appear, select the "1 cannot find the name of the. Auditor= dheck bos

Extermad Ausd itor

Il Auditor

| canest find the name of the Aud iter B -
*Enter thelr name -

=l

3. Click the button to move to STEP 6 of the audit registration phase.

2.6.2 Certification Audit
If you are in a certification year, you must select an external auditor to complete your audit.

1. Being by typing the name of the auditor in the external auditor text box. A list of auto
populated names will appear.
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Step 5

Select Auditor

Please select the Auditor from the Auditor drop down menu. If the Auditor name does not appear, select the *I cannot find the name of the Auditor” check box,
then type the name of the Auditor in the text field. Then select NEXT to continue with the audit registration

Note: When an Auditor is manually entered at the Registration stage, the Energy Safety Canada Safety Audits and Certificates team will validate your Auditor

prior to approving the Audit Registration.

The Employer is responsible to arrange the Auditor to perform the Audit. Energy Safety Canada does not establish, manage or mediate contract relations

between Employers and Auditors.

Energy Safety Canada Auditors must have met the Certified Health and Safety Auditor prequalification requirements and have completed the Certified Health
and Safety Auditor Program to be certified to perform safety system audits.

External Auditor

| cannot find the name of the Auditor

2. If the name of the auditor you are looking for does not appear, click on the | cannot find
the name of the Auditor check box. A text field will appear where you can manually enter
the name of the auditor you are wanting to conduct your audit. Energy Safety Canada will
confirm if the auditor is certified or not.

¢ |If the auditor you selected is a certified external auditor for Energy Safety Canada,
an email notifying the auditor they have been selected to complete your audit will be
sent.

o If the auditor you selected is NOT a certified external auditor for Energy Safety
Canada, you will receive notification indicating you need to select a different auditor

to conduct your audit.
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Step 5

Select Auditor

Please select the Auditor from the Auditor drop down menu. If the Auditor name does not appear, select the “I cannot find the name of the Auditor” check box,
then type the name of the Auditor in the text field. Then select NEXT to continue with the audit registration.

Note: When an Auditor is manually entered at the Registration stage, the Energy Safety Canada Safety Audits and Certificates team will validate your Auditor
prior to approving the Audit Registration.

The Employer is responsible to arrange the Auditor to perform the Audit. Energy Safety Canada does not establish, manage or mediate contract relations
between Employers and Auditors.

Energy Safety Canada Auditors must have met the Certified Health and Safety Auditor prequalification requirements and have completed the Certified Health
and Safety Auditor Program to be certified to perform safety system audits.

External Auditor

| cannot find the name of the Auditor -
+Enter their name —

Required field

A

3. Click the button to move to STEP 6 of the audit registration phase.

2.7 STEP 6 - Uploading your Organizational Chart

Next you will need to upload a current copy of your organizational chart that includes all
positions in the company.

1. Click on button and choose the applicable file. NOTE: allowable formats include
pdf, doc, and docx. The maximum file size is 20 MB
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2. Click on the button to move to STEP 7 of the audit registration phase.

2.8 STEP 7 - Outline of Roles and Responsibilities Declaration

The following Outline of Roles and Responsibilities sets out the framework for participation in
Energy Safety Canada’s Certificate of Recognition (COR), and Small Employer Certificate of

Recognition (SECOR) programs.

1. Please review the Outline of Roles and Responsibilities by clicking on the link below.
2. Check the “acknowledgement box” to accept the Outline of Roles and Responsibilities
and to continue with the audit registration. By selecting the checkbox, you agree to

adhere to the Outline of Roles and Responsibilities.

3. Click on the button to move to STEP 8 of the audit registration phase.
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Sep7

Outline of Roles and Responsibilities Declaration

== B

2.9 STEP 8 - Submitting your Audit Registration
Thank you for Submitting your COR Registration Application

The Employer portion of the audit registration has been sent to your selected auditor to
complete the auditor portion of the audit registration process. Your Audit Registration will be
submitted to Energy Safety Canada for review and approval once your Auditor has completed
the Audit Registration process.

Please note that the registration process may take up to seven (7) business days to process, as
we prioritize accuracy and attention to detail. We appreciate your patience, and you can
expect further communication from us once the registration is complete. If you have any
urgent inquiries, please don't hesitate to contact our support team.

Click on (G RL WXl g EETeETs| Button to complete the audit registration phase.
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Step 8

Submit

Thank you for Submitting your COR Registration Application

The Employer portion of the audit registration has been sent to your selected auditor to complete the auditor portion of the audit registration process. Your Audit
Registration will be submitted to Energy Safety Canada for review and approval once your Auditor has completed the Audit Registration process.

Please note that the registration process may take up to seven (7) business days to process, as we prioritize accuracy and attention to detail. We appreciate your
patience, and you can expect further communication from us once the registration is complete. If you have any urgent inquiries, please don't hesitate to contact

our support team

RETURN TO AUDIT DASHBOARD -

2.10 COR Audit Registration Complete

Once you click on the JE I RL WX Te gLl ETfs| button, you are redirected to your COR
Audit Registration page where you can see your audit registrations in progress as well as any

registrations still requiring payment.

ACCESS CODE

MANAGEMENT COR Audit Registration

Welcome to the Energy Safety Canada Certificate of Recognition Audit Registration Portal for Large and Small Employers. Please

complete these steps to initiate the audit process.

Jr— If you require support in completing the Register an Audit application, please contact the call centre at 1.800.667.5557 ext. 3 or email

CORInfo@EnergySafetyCanada.com.

Audit Registrations Not Submitted _
Audit # Audit Type Start Date
202300297 Single Audit for Multiple Companies Maintenance 8/2/2023
202300294 Standard Audit Certification 8/2/2023
Audit Registrations in Progress —

202300319 Standard Audit Certification 8/8/2023 COR Contact Registered

CERTIFICATIONS

ESC DATA GATEWAY
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APPENDIX A: DEFINITIONS

The following table outlines common terms and definitions found throughout this procedure.

Term Definition

External Auditor An auditor certified through Energy Safety Canada that can
complete both internal or external maintenance and certification
audits.

Field Site A worksite located outside. A site where field work is carried out.

Fixed Site A Fixed Site means a single physical location where business is
conducted or where services or industrial operations are
performed.

Full Scope Audit Is a representative sampling of all operations covered under the
provincial jurisdiction the employer would like to obtain a COR
for.

Head Office Site The headquarters of an organization as it relates to the

jurisdiction being audited.

Internal Auditor An auditor that has been trained to conduct internal maintenance
audits on behalf of the company they work for.

Parent Company A parent company is a single company that has a controlling
interest in another company or companies.

Legal Company Name The legal name of your company (not operating name). It can be a
word name or a numbered name (i.e., 123456 Alberta Ltd.)

Limited Scope Audit A limited scope audit is when the score of a certification audit
falls between 70% - 79% and the employer has eligible corrective
actions they can fix and re-audit within an applicable timeframe
to reach the passing score of 80%.

It can also be if a specific element of an audit falls below 50% and
the employer has eligible corrective actions they can fix and re-
audit within an applicable timeframe to reach the passing score
of 50% for that element.
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APPENDIX B: AUDIT TYPES

The following table outlines the various audit types you will see in the dropdown menu when
registering your audit (1.2 STEP 1 - Entering Audit Details and 2.2 STEP 1 - Entering Audit
Details).

Audit Type Definition

External Auditor for SECOR Certification or A Small employer hires an ESC External

Maintenance auditor to complete the small employer
audit for either certification or maintenance
of a SECOR.

Limited Scope Action Plan The action plan that is developed in

consultation with the employer following the
submission of a failed audit between 70% -
79%.

Limited Scope Final Submission The re-audit that is completed by an ESC
Certified auditor on the areas outlined in
the limited scope action plan.

On-Site Audit Review A governing body-initiated audit or CP
initiated audit.

Single Audit for Multiple Companies An employer that has multiple legal entities

Certification or Maintenance commonly owned and chooses to conduct 1

audit on all legal entities to achieve or
maintain a COR or SECOR for all entities.

Site Specific Audit Certification or An employer that chooses to audit only a
Maintenance specific site under the legal entity and is not
auditing a representative sampling of their
WCB account number or industry code. The
audit would be for COR Certification or
maintenance of that specific site only.

This type of audit is not eligible for WCB
Incentives.

Standard Audit Certification or Maintenance | An employer that audits a representative
sampling of employees and worksites that
fall under the WCB account number and
industry code. The audit would be for COR
Certification or maintenance.

Student Maintenance Audit A student auditor who has just completed
the ESC 5 Day Certificated Health & Safety
Audit program and is completing their
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practicum audit to count as their
qualification auditor for auditor certification
as well as to maintain their employers COR.

Student Qualification A student auditor who has just completed
the ESC 5 Day Certificated Health & Safety
Audit program and is completing their
practicum audit to count as their
qualification auditor for auditor
certification.

Team Audit Certification or Maintenance A team of one or more ESC Certified
auditors that has been approved to
complete a team audit for COR Certification
or maintenance.

Team Audit Certification or Maintenance A team of one or more ESC Certified
(Multi-Company) auditors that has been approved to
complete a team audit for COR Certification
or maintenance for an employer that has
more than one entity but are commonly
owned.

Verification Audit A governing body-initiated audit or CP
initiated audit.
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APPENDIX C: AUDIT CERTIFICATE TYPES

The following table outlines the various certificate types available to both large and small
employers (1.2 STEP 1 - Entering Audit Details and 2.2 STEP 1 - Entering Audit Details).

Certificate Type Definition
1 Year COR Less than 1 year of safety documentation available.
1 Year SECOR Less than 1 year of safety documentation available.
6 Month COR This is an administrative audit where the employer does not

have any active fields sites to audit.

Not eligible for BC Program

COR Large employer with 11 or more employees.

SECOR Small employer with 10 or less employees.
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