Member Service Centre (MSC) Entry Guide




Member Service Centre (MSC)

CIPHI Regular Members are required to participate in the Continuing Professional Competencies (CPC)
program in order to maintain their CIPHI membership. This involves obtaining and submitting a minimum
number of Professional Development Hours (PDHs) annually online in the Member Service Centre
(MSC). The Council of Professional Experience (CoPE) administers the CPC program and supports
Members with their ongoing professional development. CoPE recommends that Environmental Public
Health Professionals (EPHPs) consider their own needs for professional development and seek out
relevant PDHSs to fulfill those identified needs.

To meet the requirements of the CPC program, Members must:

« Log activities annually in the MSC by January 31st of the following year. Log at least the minimum
number of eligible PDHSs required, as outlined in the Professional Development (PD) Model.

« Provide a sufficient level of detail, and supporting documentation, where applicable in each entry for the
auditor to approve the entry. See PDH Entry Tool for additional information.
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http://ciphi.in1touch.org/
https://ciphi.ca/professional-development/resources-and-faqs/ciphi-pd-model/
https://ciphi.ca/professional-development/resources-and-faqs/pdh-entry-tool/

First time logging into MSC Portal

Members must reset their username and password when logging into the MSC portal for the first
time.
« Type your email address and press the [Retrieve] button. The system will send you an email
with a ‘temporary username’ to reset your password.

« Use the temporary username to login with your new password. (min 8 characters)

Once you are logged in, please take the time to review and update your profile. This information
will be listed in the Member accessible directory.

If Members opt to keep both business & personal contact information hidden, they will not appear
on the Member directory that other Members may reference.

If you do not have an account or need to reset your account, please contact CIPHI at
office@ciphi.ca.
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Logging into to the MSC Portal

Step 1. Members can access MSC login two Cciphi
ways:
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1) Type ciphi.inltouch.orq into url browser e B}

or

2) VlSlt WWW.CIDtha cg;cipl_” NEWS & EVENTS ~ CAREERS  CONTACT Q

WHAT IS
HOME ENVIRONMENTAL ABOUT CIPHI BRANCHES MEMBERSHIP CERTIFICATION PD%?IEE%?&E:}#
HEALTH?

* Click the yellow button (top right of page), or
» Click the MSC quick access link (bottom)

Quick access: CIPHI national

Member Service Centre TiED

National News ListServe R SIS ETE

Careers office@ciphi.ca

National Annual Education #720-999 West

Conference (AEC)

Broadway

Vancouver, BC V5Z
1K5
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Logging into the MSC Portal

Step 2 - Once you have logged in, it will bring you to the MSC dashboard. Click on Professional
Development.
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PDH Submission

Step 3 - Select ‘PDH
Submission’ from drop down
menu

Professional Development Submissit

My Profile v

PDH Submission

PROFESSIONAL DEVELOPMENT SUBMISSION -I PDH Reduction of Hours ‘

PDH Submission Review | |

ar - | v|
| PDH Appeal B o




How to enter PDHs into the MSC Portal

Step 4 — Within the Professional
Development Submission tab, the member
will be prompted to select the submission
year.

Professional Development Submissii

My Profile ~»

Each activity must be entered into one of

PROFESSIONAL DEVELOPMENT SUBMISSION -

four (4) main categories: —
= ]
. -~ Education !
Education Pricoaon
cations & Presenting
Participation ' Reflective Practice

Publishing & Presentations
Reflective Practice
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Provide Category Type

Step 5 — Provide the category type from
the drop down menu. [e.g] Select
‘Education’ from drop down menu for a
Climate change webinar




Selecting an Education Activity Type

Cciphi

Step 6 — Provide the ‘Education Activity

Type’ from the drop down menu. Select
"Webinar" for the Climate Change webinar
example.

< EAE

Professional Development Submissia% —

My Profile v

PROFESSIONAL DEVELOPMENT SUBMISSION -

Education

Enter all mandatory entry fields (marked E”A“ITC\EQW 2
with an *). Include any additional prmk ———

information such as a web link, supporting e ‘

documentation, or course number. Be O . i
detailed in your description. Then click R ———

n eXt . Description *

This presentation will summarize the health risks associated with climate change on 2 global scale and in Canada, identify the actions needed to address climate change which provide immediate health benefits, and discuss the different ways that public health professionals can

/ help mitigate climate change and/or its harm on the populations they serve.

¢ciphi



Enter PDHs for your Activity

Step 7 — Enter the number of PDHSs for the
activity.

PDH Calculation
One hour of Education earns one PDH. Keep
the PDH Entry tool handy for reference.

Use the drop down menus to enter hour or
minutes (if applicable) for your activities.

My Profile v

Professional Development Submission!} i
Number of PD hours submitted » 1 -
Additional minutes if applicable) ‘ 0minutes il
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Calculating your PDHs

Step 8 — PDH Calculation

One hour of Education earns one PDH. Keep
the PDH Entry tool handy for reference.

Category Maximum - The PDH Entry tool indicates
the maximum number of eligible PDHSs for each of
the 4 main entry categories and subcategories.

Refer to the PD Model for category restrictions.

Entry Tip: Enter more than the minimum
requirement!

Professional Development
Hours (PDH) Entry Tool: 2022

- i " 7Y N
{Entr\r deadline: January 317 2023 J Log into the MSC at

Annual requirement: 30 PDHs*®
ciphi.inltouch.org
-

Entry Categories

Lizasss whio Fawe Submittad 3

*adj o an
FOH Redwcticn of Hours on the MSC

Education Participation
#Maximum 30 FDHs 1. Formal Mentoring
iE.s.curﬂr:rr:nne—, wiebinar, course, self-directed study oM aximum 10 PDHS
#E.g. Frachicum Coondinabar
Publishing & Presenting Z Job Shadowing

sMamimum 5 PDHS

#Maximum 30 POHS total from subotegories:
«E._g. Medical Officer of Health shadowing an
1. Publications EPEHF

2. Presenting at a conference, course, 3. Service on Commigtess and Boards
wehinar, or workshop +Maximum 20 PDHs

2. Reviewing/editing an article for publication +E.g. OPHI branch commttee, Health and
safety Committee

Reflective Practice 4. Con to the ©

eManimum 5 POHs

#E.g. Coaching child's sports team,
redigious cogandration bocerd memibser

#Maximum 5 FOHS tofal from subrategorkes:

1. Learning Plam joptonal temalate)
2. Reflective Writing

#Eg Marrative of a rough enwironmen tal health situatian Refer to the ED Mode| for category and sub-
rcategory definitions.
Entry Tips Additional Resources
f/— 1 hour = 1 PDH for all entries Professional
#Ensune the descrigtion for each entry contains suffickent Developrient Wodel CREEN TR TS
detall for an ausditor to approse it and 1o link the achwity
to CIPHI"s Discipline Specific Competencies.
#Avoed using acronyms. Ausditors from different provences — Contact CoPE
may not be famalar weth them. & FAQs

#Try to enter more than the minimum reguined number of
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https://ciphi.ca/professional-development/resources-and-faqs/ciphi-pd-model/

Review your PD Entry

Step 9 — To review your entry. Under the BEigp ozl

Professional Development tab, select 'PDH Dashboard ty Profile v Professional Development v
Submission Review' from the drop down tab, PoMSbmision
then select next.

PDH Submission Review

Submission

Professional Development Hours

2022 Submission

Reduced Hours 0

Step 10 — Review your entry under ‘PDH e 1

PDH Still Required [e]

Declared.” [e.g] Your Climate change entry

.
Of 1 P D H WI I I ap pear h e re . Category Category Cap PDH Obtained
Publications and presenting No category cap 0
Education No categery cap 1
o

Participation (services on committees and boards) 20 POH
Participation (contributions to the community) 5PDH
Formal mentoring 10 POH
Job shadewing 5 PDI
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Editing a PDH Entry

From the Professional Development
Submission review menu, click on the IR
‘Manage’ button. S— e Mo o

DH SubmMmitted 1

PDH Still Reguired 2=

Professional Development Hours

Selected for Audit wes

My Profile v

& View Profile [# Edit Profile W Additional ~ = Messages [ Invoices [3 Registrations

If you have made an error or need to edit a
PDH entry, click on the ‘pencil’ icon.

PROFESSIONAL DEVELOPMENT SUEMISSION v

To delete an entry, click on the red X’ icon.

1 Professional DevgiPment Submissionfound, = ° n i

r @ Category ¢ Subcategory @ Selecttype Commitiee or Board & Mumber of PDHs submitted  # Auditor Approval & PDH Adjusted by Anditor 2 A

0O #fx=2022 Education 1 Mo



Declaration of Reduction of PDHs

To request an exemption from the standard
minimum PDH requirement, eligible members
must select ‘Declaration of Reduction of
PDHs’ from the Professional Development
drop down menu. Follow the prompts for
submission year, reason for leave, and
number of months on leave.

[e.g] Member took a medical leave for 4
months and worked 8 months in the year.
The number of required PDHs will be pro-
rated and calculated by the system. Here the
reduced hours is 6. Member will be required
to submit 24 PDHs.

DECLARATION OF REDUCTION OF PDHS —

Submission

Professional Development Hours

ubmission

mansge | Reduced Hours

mansge  PDH Submitted

PDH Still Required

Yes

¢
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Declaration of Reduction of PDHs

Upload any supporting documentation with
your declaration of reduced hours into the
portal. ——

Declaration of Reduction of PDHs

DECLARATION OF REDUCTION OF PDHS -

Declaration Reduced Hours -~ ® Yes O No

Attach Supporting Documentation CHOOSEFILE BROWSE

The declaration for reduction in PDHs can
be completed anytime between January 1

of the calendar year in which the leave is

taking place and \]anuary 31 Of the & View Profile [# Edit Profile W Additional - 4 Messages [ Invaices [2) Registrations
following year (i.e. the PDH submission Ao o et o
deadline). Review your entry in ed CH-

submission review.

O #x&2022 Medical leave 4 [ 02/23/2022 09:13
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Questions? Contact CoPE

» This guide was created to support members when using the MSC to enter
their PDHs. Further information can be found in the Resources and FAQs,
under the Professional Development tab on the CIPHI website.

* Questions about the entering PDHs into the MSC Portal can be directed to
the Council of Professional Experience at cope@ciphi.ca.
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