SOR-RL - Children's Residential Licensing Training Video for
Service Providers
Transcript
Module 1: Welcome

Welcome

Serious Occurrence Reporting and
Residential Licensing System

SOR=RL

Children’s Residential Licensing
raining Video for Service Providers

A please check your speakers |

~ thoB

Hello and welcome to the Children’s Residential Licensing training video for service providers.

My name is Lisa. I'm here today to help you understand SOR-RL and how to use it to submit
and manage children’s residential applications and licences.
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Navigation
Navigating Through the Video
H_ Toggle closed-
captioning on/off
Access link to

Zoom (on some documents
screen samples)

Click the red box to
learn about the video

control
Volume Play / Re-play Previous ’
control Pause slide Slide Next Slide

Take a minute to become familiar with the video controls. Just click the red boxes to learn
more. Click the next button when you are ready to begin.

Video Objectives

Video Objectives

[ What SOR-RL is and how to use the system ]

Describe what a profile is and how to create one

How to enter and submit an application for a
Children’s Residence licence

{ Explain what a Director's Approval is and how to

How to view, maintain and renew your licence
How to request a change to your licence

L How to work with conditions and non-compliances J

Legislation or guidelines x

At the end of the video you will know:
What SOR-RL is and how to use the system.

What a profile is and how to create one.
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You'll know how to enter and submit an application for a children’s residence licence.
And what a director’s approval is and how to request one.

You’ll see how to view maintain and renew your licence and how to request a change to your
licence.

It's important to know how to work with conditions and non-compliances. We’'ll cover that later
in the video.

| want to emphasize that | will not be covering any legislation or guidelines in this video. The

video is designed to acquaint you with how to use the system only. To learn more about the
legislation please see the list of guides and videos in the resources link.

Watching the Video

Wihat SOR-RL s nG Now 1 Use the system

Describe what a profée is and how b ¢ reale one

How 10 enler and submit an appiic ion fof a
Chikrer's Resience Icence

Explan what a Direclor's Approval 5 and how o
requestone

How 10 view, maintain and fenew your icence

How 10 request a change 1o your icenco

How 10 work with condibons and non-<omplances

Legs ation or guideines x

The menu on the left outlines how we will progress through the content. Even though you can
jump from topic to topic, | suggest that you review the content in the order presented.

We've tried to keep the content light and give you a chance to participate. If you can't finish the
video in one sitting that's okay. You can rejoin where you left off.

We realize that you will not remember everything from the video, but we hope you get a good
overview of SOR-RL for residential licensing

Bill: Excuse me Lisa? My name is Bill. Should | take notes?
Lisa: It can’t hurt to take notes. However, all the information you are learning today is available
in the SOR-RL Residential Licensing User Guide for Applicants and licensees found on the

portal and via the Resources link. In addition, you can watch this video at any time and review
the material.
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Bill: What should | do if | have questions?

Lisa: Jot down your questions or comments as you go through the video. I'll let you know
where to send your questions in the last module.

Bill: Ok, thanks Lisa!

Agenda

Agenda

Module 1: Welcome

Module 2: Introduction to SOR-RL

Module 3: Performing basic SOR-RL functions
Module 4: Creating your profile

Module 5: Completing an application

odule 6: Working with a submitted application

Module 7: Viewing your licence

The presentation is made up of modules. Here is a brief overview of what we will be
covering in each module.

We're currently in module 1. Module 2 is the introduction where [I'll explain what SOR-RL is.

In module 3, | will demonstrate SOR-RL basic functions such as logging in and understanding
the look and feel of the software.

Then in module 4 I'll show you how to create your profile.

Module 5 is where you’ll see how to create and submit an application for a children’s residential
licence.

Then in module 6 I'll show you how to work with a submitted application.

Module 7 is where you see various things that you will be able to do once you have a licence.
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Agenda (cont.)

Agenda (cont)

Module 8: Director’s Approval

Module 9: Requesting a change to
a licence

Module 10: Working with conditions

Module 11: Viewing inspection reports and
findings

Module 12: Working with non-compliances

Module 13: Renewing your licence

Module 14: Wrap-up

It's very important that you know what a director’s approval is and when to request it. We'll
cover that in module 8.

You'll learn how to request a change to your licence and how to satisfy any conditions and non-
compliances.

You'll have to renew your licence and we’ll do that in module 13.
In the final module, called Wrap-up, I'll talk about next steps.

We have a lot to explore ...so let’s get started!
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Module 2: Introduction to SOR-RL

Introduction

Module 2: Introduction to SOR-RL

Module 2:
Introduction to SOR-RL

U what is SOR-RL and its purpose?
d System design

d System roles and their purpose

In this module I'm going to outline what SOR-RL is and its purpose.

I'll give you a brief overview of how SOR-RL is designed, who will use SOR-RL and when. Tl
also take a bit of time to explain the purpose of roles and how they are used in the system.

What is SOR-RL?

Module 2: Introduction to SOR-RL

SORe&"R L

» Ontario Ministry of Children,
Community and Social Services

»" Used by service providers to
submit serious occurrence y |
reports y / y
/{

» Submit licence applications

Let me start by explaining the acronym.

» Secure web-application ﬂ
—_—
G

‘Waps
» Maintain licence

[

e
-

Children’s Residential Licensing Training Video for Service Providers Transcript



SOR-RL stands for the Serious Occurrence Reporting and Residential Licensing System.
It is a secure web application designed by the Ontario Ministry of Children, Community and
Social services for service providers to submit serious occurrence reports and licensing
documentation online directly to the ministry.

Bill: Does that mean | don’t have to manually send my application and licensing documents to
the ministry?

Lisa: That's correct Bill! Everything, including uploading supporting documents, like zoning
approval, will be done electronically once you have been granted access to the system.

Bill: That sounds terrific! That means that everything is centralized in one location so | can
submit and monitor an application then renew my licence in real time. | will be able to see
exactly what | sent to the ministry and when.

Bill: Will | be able to request changes to my licence online too?

Lisa: Yes. I'll show you how to request changes to your licence in this video.

Bill: | can hardly wait to see how the system works.

System Roles

Module 2: Introduction to SOR-RL

System Roles

Registered Service ' Site .
De:

User Provider signate
Administrator

Before | show you how to work in SOR-RL, | want to explain a bit about who will use the system.

As | mentioned, SOR-RL has various functions but not everyone can perform all of the
functions. In order to control who has access to which feature, we have created different types
of users known as functional roles. In addition, roles are linked to locations; you will only be
able to work with licences for your location.
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When you are an applicant, your role is “Registered user”. Once you receive a licence, your
role changes automatically to “service provider administrator”. A third role that can be granted
is that of a Site designate. This person is designated by the licensee to update information in
SOR-RL on behalf of the licensee, on residents, staff, and anything else related to the licence.
They may respond to ministry requests, including follow up to any inspection, and submission of
director’s approval requests.

Click each role to learn what modules each role can access. Click Next when you are ready to
continue.

Registered User

Module 2: Introduction to SOR-RL

System Roles

= Profile
=Licence
application
=Director's
= ;thai:ms Administrator
= Non-
compliance
= Supporting
documents

Service Site
» Provider . Designate ‘
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Service Provider Administrator

Module 2: Introduction to SOR-RL

plus:
=Licence Renewal
=Serious

System Roles
Same as
registered user
us: )
Registered sLicence . Site .
User Management Designate
=Change Request
= Conditions
Occurrence
= Administration

Site Designate

Module 2: Introduction to SOR-RL

System Roles
=View access to

A f

Registered Service ‘ Full access to '

User Provider ;
B sommsvstor (oo
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Summary

Module 2: Introduction to SOR-RL

Summary

» SOR-RLis an online system

7 Used by applicants and licensees to:

Apply for a new licence

o Monitor and renew existing
licences

o and morel

(8]

» Access to various functions is
controlled by roles

» New functions and roles will be
added to SOR-RL over time

So, in summary, SOR-RL is an online system used by service providers to submit applications

and manage children’s residential licenses.

Access to various functions in SOR-RL is controlled by roles.

New functions and roles will be added to SOR-RL over time.

Module 3: Performing Basic SOR-RL functions

Introduction

Module 3: Performing basic SOR-RL functions

Module 3: Performing basic SOR-RL functions

(J Access SOR-RL
a Navigate around the system
Q Use the menu

U Use the SOR-RL home
page

a Upload supporting
documents
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In this short but very important module, I'll walk you through the basic SOR-RL functions:
I'll start by showing you how to log into SOR-RL .

Then I'll show you how to navigate around the system, use the menu, and use the SOR-RL
home page.

You can upload supporting documents at several points in SOR-RL, so I'll cover it in detail in
this module.

Registration

Module 3: Performing basic SOR-RL functions

Registration

-y

SR

SOR-RL Registration Guide

The first thing you must do is register to become a user in SOR-RL and get your password. I'm
not going to cover the registration process in this video. There is a short guide that walks you
through the process step by step.

Let’s continue to logging in.
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Logging in

Module 3: Performing basic SOR-RL functions

Logging In

e "y

https:/iwww iaccess.gov.on.ca/SORRL/public/login.xhtmi

ﬂﬂlarin@

Enter Verification Code

W sani &

Once you are a registered user, you can log in to SOR-RL.

As | mentioned earlier, SOR-RL is a web application, so the first step is to open a browser like
Internet Explorer or Chrome.

Then enter the website address.

The login page appears where you enter your login ID and password.

Then click Log in.

You will be emailed a verification code.

Copy and paste the verification code from the email to the code field, then click verify.

The first page to appear is the SOR-RL home page. We'll look at that next.
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SOR-RL Home Page

Module 3: Performing basic SOR-RL functions

SOR-RL Home Page —
frangais )

Ontario 6

[ % PrOFILE ] i LICENCE APPLICATION ][ (& DIRECTOR'S APPROVAL ]

-

& INSPECTIONS ] o NON-COMPLIANCE ] K SUPPORTING DOCUMENT

The SOR-RL home page is the jumping off point to various SOR-RL functions. As you learned
in the previous module, the items that appear will vary depending on your system access rights
or your functional role.

If you have been assigned more than one role, you can change the role by selecting it from the
Selected Role dropdown list. In this module, I'll be a registered user.

You can see that as a registered user | have access to the profile, licence application, director’s

approval, inspections, non-compliance and supporting documents sections. I'll describe what
they are when | cover that topic in the video.
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Links / Menu / Logging out

Module 3: Performing basic SOR-RL functions

Links / Menu / Logging out

4 PROFILE I LICENCE APPLICATION & DIRE|

& INSPECTIONS © NON-COMPLIANCE B supy OV

Let’s talk about links next.

Generally speaking, in SOR-RL, blue text represents a link. So click the blue link to jump to the
SOR-RL function.

Another way you can jump to a function is by clicking the menu button. There is one thing I'd
like to point out on the menu, that is not on your home page. That is the Logout function. When
you are ready to end your session, just click the menu then select Logout. We’re not ready to
call it a day just yet so | won’t demo that option.

Before we leave this page, | want to point out that this is where you can toggle the page
language from English to French.

Bill: Excuse me Lisa. I've worked on some systems where, if | don’t work on the system for a
while, it will time out and I'll have to log in again. Does SOR-RL do this too?
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Module 3: Performing basic SOR-RL functions

Links / Menu / Logging out

Ontario @ frangais  EEMENU

Welcome Debi my profile  Selected Role: Regsstered

st Fakec Logie 2019.10.10 0841 AM

PROFILE & LICENCE APPLICATION & DIRECTOR'S APPROVAL
—~ kit
. s

NSPECTIONS B SUPPORTING DOCUMENTS

Lisa: Yes, the system will timeout after several minutes of inactivity. You will need to log in
again to continue.

Do you have any more questions Bill?

Bill: No, I'm good for now. Thanks Lisa!

Accessing the SOR-RL Home Page

Module 3: Performing basic SOR-RL functions

Accessing the SOR-RL Home Page

Wielcome Debi Selected Role: Regst

L PROFILE b LI EA ATION & DIRECTOR'S APPROVAL

& INSPECTIONS © NON-COMPLIANCE B SUPPORTING DOCUMENTS

So, if | click a link, like licence application, it will take me to the application page.
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Module 3: Performing basic SOR-RL functions

Accessing the SOR-RL Home Page

Ontario@

= )

Q search Applications B New Application

My Applications @

Now I'd like to go back to the SOR-RL home page. Can you figure out how to do it?
Well, one way is to select the SOR-RL option from the menu, but I'd like to show you a shortcut.

Notice at the top of the page there is a string of blue text. It is like a map showing you where
you are in the system.

If you want to go to another area on the map, just click it. This functionality is also known as
breadcrumbs.

I'll click SOR-RL and I'm back on the SOR-RL home page.

Module 3: Performing basic SOR-RL functions

Accessing the SOR-RL Home Page q

Ontario @

Q search Applications B New Application

My Applications @

Tip: Click the
section name
(breadcrumb) in
the map to jump
to that section.
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Viewing the Licence Application Sections

Module 3: Performing basic SOR-RL functions

Viewing the Licence Application Sections q

Wekcome Debi e Selected Role: Regstere

4 PROFILE [§ LICENCE APPLICATION (ZDIRECTOR'S APPROVAL

& INSPECTIONS © NON-COMPLIANCE i SUPPORTING DOCUMENTS

To be honest, you aren’t going to spend a lot of time working in the SOR-RL home page, so let’s
move on and take a quick look at the application sections.

Click licence application and the licence application page appears.

Module 3: Performing basic SOR-RL functions

Viewing the Licence Application Sections —

Ontario e

Q Search Applications B New Application

My Applications @ View recently accessed

Depending on your role you can.

Enter a new application.

Search for applications associated with the site or sites that you have been assigned by the
administrator.

And see your dashboard.
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I'll go into more detail about each function during the video.

Supporting documents - technical limitations

Module 3: Performing basic SOR-RL functions

Supporting Documents -Technical Limitations

Graphics

Documents

Spreadsheets

x Executable files like videos °

The file size is limited to 10 megabytes

Uploading supporting documents is something you can do for your profile, application,
complaints, licence renewals, etc. so this is a good time to explain how to upload documents.

Before | show you how to upload a document, | want to outline the technical limitations.
The first limitation is the type of file. You can only upload graphics.

Documents.
And spreadsheets.

Bill: Lisa, does that mean | cannot upload a video?

Lisa: Sorry Bill, executable files like videos are not allowed.

Bill: Are there other limitations?

Lisa: Yes, the file size is limited to 10 megabytes.

Bill: That's a lot. My documents will probably never be that big. How do | upload a document?

Lisa: Let me show you!
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Uploading supporting documents

Module 3: Performing basic SOR-RL functions

Uploading supporting documents

From the supporting documents page, locate the document type that you are uploading.

When you are working on an application, there are two groups of documents that you can
upload: mandatory documents prior to submission of the application and other mandatory
documents. Other mandatory documents are additional documents that will be required for the
licence to be issued, and can be done after the application has been submitted.

I'll click the arrow to open the mandatory documents section.

Module 3: Performing basic SOR-RL functions

Uploading supporting documents

In my scenario, | need to upload the zoning approval document before | can submit my
application.

So I'll click the upload button.
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Module 3: Performing basic SOR-RL functions

Uploading supporting documents

Upload supporting document

Then I'll add a brief description in the comments section.

The next step is to locate the document on the computer you are using to complete the
application. If the file has not been saved on this computer, you will need to do this first. Click
Choose file.

The list of files appears.

Module 3: Performing basic SOR-RL functions

Uploading supporting documents

Find and select the document from the list.
Click Open.
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Module 3: Performing basic SOR-RL functions

Uploading supporting documents —
= ,

Upload supporting document

We’re done. Click Save and now the document appears in the uploaded list.
Bill: Lisa, why is the filename in blue text?

Lisa: That means that the file name is a link. If | click the link, the document will open. This is a
helpful way to verify that you have uploaded the correct document.

Bill: Lisa, | have another question.
Lisa: Sure Bill.
Bill: What if | make a mistake and upload the wrong document?

Lisa: Notice there is a “remove” button. Just click remove and the document will disappear
from the list. You can now upload the correct document.

Bill: Thanks Lisa.

Lisa: If you have another document to add, simply click the upload additional document button
from the supporting documents page then repeat the steps | just demonstrated.

Don’t forget, all this information is documented in the user Guide.

Question 1

This is the first of several questions in the video. Just answer the question then click the submit
button to see the correct answer.
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Module 3: Performing basic SOR-RL functions

Question T

What types of supporting documents can be
uploaded? Click all that apply:

+"| a) Document
+' | b) Graphics
c) Video

+" d)Spreadsheet

+" | e)Plain text .

Executable files such as videos cannot be uploaded.

Question 2

Module 3: Performing basic SOR-RL functions

QRuestion 2

The maximum file size that can
be uploaded is 10 MB.

@) True

False

10 MB is the maximum size
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Summary

Module 3: Performing basic SOR-RL functions

Summary
E/Log in to SOR-RL

E,Navigate

E,Use the menu

& Work in the SOR-RL home T2
page

MUpload a supporting
document

That is all of the basic information that we are going to cover in this module.

In this module you learned how to log in and navigate around SOR-RL, use the menu, work in

the SOR-RL home page and upload a supporting document.

I'll show you more functionality and tips when we look at completing an application.

Module 4: Creating your Profile

Introduction

Module 4: Creating your profile

Module 4: Creating your profile

» Explain what a profile is

» Show you how to complete
your profile

» Describe the two types of
applicants “
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A prdfile is required before you can complete an application.

In this module I'll explain what a profile is and how to complete it in SOR-RL. I'll also describe
the two types of applicants.

Application statuses

Module 4: Creating your profile

Profile Types

Individual:

= Anindi
holds the lice
under their own

fer a
with the
ment and
fthe

Module 4: Creating your profile

Profile Types

Corporation:
‘You must complete and submit an
initial retun to the ministry of
Government and Consumer
Senvices (MGCS) within 60 days
after the date of incorporation. A
copy of the incorporation papers
Individual Corporation must be submitted as part of your
application.

If your corporation is carrying on
business with a name different
than the corporate name, you are
required to register the business
name with MGCS.

When you register to become a user in SOR-RL you enter profile information. This is not the
same as the profile you are going to create for your application.

Your application profile can be for an individual or a corporation. That is the profile I'm referring
to in this module.
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I want to point out that once you submit your application as one type, you cannot change to
another type. The application for each type is quite different. As such, you will have to
withdraw your application then start a new profile and application.

Click on each character to read more about the profile types.

User Guide

Module 4: Creating your profile

U ser guide

=_.
~-SOR=RL_

SOR-RL
Residential Licensing User Guide
for Applicants and Licensees

As | mentioned, you won'’t be able to start an application until you create your applicant profile.
To help you create your profile and work in SOR-RL, we’ve developed a detailed step-by-step
user guide for you to use so you don’t have to worry about taking notes today. A link to the user
Guide is available on the training portal. Just sit back and watch the process and get a feel for
how to create your profile.

Before | start, | want to mention that corporate types are the most common, so I'll be demo that
type today. Instructions for creating an individual profile can be found in the user guide.
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Log into SOR-RL

Module 4: Creating your profile

Log into SOR-RL - Home page

Welcome Debi Edit my prolde  Selected Role: =

[ LICENCE APPLICATION & DIRECTOR'S APPROVAL

aaply for 3 Aesidential Service Licence v for 3 Directors Approval for

& INSPECTIONS © NON-COMPLIANCE | SUPPORTING DOCUMENTS

After you log into SOR-RL the first page to appear is the SOR-RL home page.

Click the Profile link.

Enter the profile information

Module 4: Creating your profile

Enter the profile information...

* Profile * Supporting documents

Profile

Applicant type: *

Preferred language of correspondence: *

After you click “Profile”, a window appears where you input your applicant type, preferred
language of correspondence and other information. You will be able to update this information
at any time however once you submit an application, you will not be able to change the
applicant type.
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For my demo I'll select corporation.

Then I'll select the preferred correspondence language.

Module 4: Creating your profile

Enter the profile information...
Corporation detalls

Corporation number: *
Corporation name: *
Phone number: *
Email: *

Website:

The corporation is: *
Is the corporation a society? *

1s the applicant an existing Transfer Payment Recipient? *

The window expands automatically after | make my selection. The questions that appear
depends on the type of applicant | selected.

| just continue down the page completing the corporation details.
Add address information

Module 4: Creating your profile

Add address information...

Country: *

Street No.: * Street name: * Street type: *

Suita/Unit No:

Additional address information:

Provinge: * Postal code: *

Same as above?: *

Then I'll scroll down and add the head office address and mailing address.
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Add operating name

Module 4: Creating your profile

Add operating name info...

I'll answer the question about the operating name. “Are you operating a business under a name
that is different than your name”. If you Indicate if the corporation is operating under a different
name, the section expands. For the demo I'll answer no.

Add owner details

Module 4: Creating your profile

Add owner details...

The next section involves the owners of the corporation. When | click the add button the owner
details page appears.
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Module 4: Creating your profile

Add owner details...

After | enter the owner details I'll click Save then return.

The owner’s name appears in the table.

Add directors

Module 4: Creating your profile

Add directors...

The next section is where the corporate directors are entered.

I'll click the Add button and enter the information for the first director.
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Module 4: Creating your profile

Add directors...

Most of the information required is self-explanatory. However, there is a field called “Signing
authority” that I'd like to tell you more about. There must be least two directors or officers with
signing authority entered in SOR-RL before you will be able to submit an application.

When I’'m done entering the director, I'll click Save and then I'll click return. You can see the
director’s name in the table.

Module 4: Creating your profile

Add directors...

You would continue adding all the directors. Today, I'll just enter one director.

Before | leave this page, | want to point out in the table another field “Authorized to receive
ministry communications on behalf of licensee”. You will see this same field when we complete
the officer information. You must have at least one director or officer authorized to receive
ministry communications.
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Add officers

Module 4: Creating your profile

Add officers...

And now we do the same thing for the officers.
I'll click the Add button then enter the information for the first officer.

Module 4: Creating your profile

Add officers...

When I’'m done, I'll click Save and then click return. You can see the officer's name in the table.
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Module 4: Creating your profile

Add officers...

| could enter another officer if applicable but for the demo I'll only add one officer.
I've completed this page, so I'll go on to the next section.
Add supporting documents

Module 4: Creating your profile

Add supporting documentation...

Supporting documents

This page is where I'll upload the required supporting documents. The documents required
depend on the type of applicant you are. As | previously mentioned, there are some mandatory
documents that must be uploaded prior to submitting your application, while others must be
uploaded before a licence can be issued.

| showed you how to upload a supporting document in module 2 so I'll skip that in my demo.
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Summary

Module 4: Creating your profile

Summary

» There are two applicant types:
Individual and Corporate.

» You can update your profile at
any time.

And that is all you do to create your profile.

| want to mention that you can add profile documents and add or change directors and officers

at any time.

Module 5: Completing an application

Introduction

Module 5: Completing an application

Module 5: Completing an application

» Understand the two types of
licences

» Complete and submit an
applic ation for a Children's
Residence

Xxx Deb you have changed the screen contents
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Now that you have completed a profile you can start your application.
In this module I'll explain the two types of licences.

And | will walk through the basic application process for a Children’s Residence licence.

Licence application process overview

Module 5: Completing an application

Licence application process overview

Log in to SOR-RL

Creste your profile

Start the applicstion and upload = Status is “Draft” until the
mandstory documents application is submitted

=An application can be
withdrawn at any time

Submit to ministry

Upload remsining
documents and‘or add
additional information if

requested
Ministry review

)

Here is a high-level overview of the application process.

Before you can start an application, you must have a profile as an individual or corporation.
This is done in SOR-RL.

Once you have your profile you can start your application. While the application is being
entered, the status is draft.

You don’t have to complete your application all at once. You can work on it, save it and
continue working on it at any time. In addition, you can withdraw a draft application at any time.

Depending on the type of application, you may be asked to upload mandatory documents with
your application. Other documents can be uploaded later.

When the information is complete, it is submitted to the ministry for their review.
The ministry may request additional information. While the ministry is reviewing your
application, you can submit the other documents. You will have to submit all required

documents before your licence will be issued.

Take some time to review the flowchart. Click next when you would like me to continue.
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Application statuses

In the previous slide | mentioned application statuses. As you work on your application, the
application status will change. Click on each status to learn more.

Module 5: Completing an application

Application Statuses

Draft

Under ministry review

Draft
= The application has not
yet been submitted

Approved

Incomplete The application can be
updated, withdrawn or

Withdrawn submitted

Not approved

Module 5: Completing an application

Application Statuses

Draft

Under ministry review Under ministry review:
= The ministry is currently
reviewing the

Approved g
application.

Incomplete

Only some changes can
be made by the
Registered User

Not approved
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Module 5: Completing an application

Application Statuses

Draft

Under ministry review

Approved

Approved: The licence

application has been

Incomplete approved.

Withdrawn

Not approved

Module 5: Completing an application

Application Statuses

Draft
Under ministry review

Approved Incomplete: The ministry

requires additional
Incomplete information

Withdrawn

Not approved
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Module 5: Completing an application

Application Statuses

Draft

Under ministry review

Approved

Withdrawn: The application

has been withdrawn by the

Incomplete registered user.

Withdrawn

Not approved

Module 5: Completing an application

Application Statuses

Draft
Under ministry review

Approved
Not approved: The

application is not approved

Incomplete

Withdrawn

Not approved
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Licence types

Module 5: Creating and submitting an application

Licence

Children’s Residence

A Children’s Residence means any of
the following where children live and
receive residential care:

= Aparent model residence having 5
or more children not of common
parentage; or

A staff model residence having 3 or
more children not of common
parentage, including a place of
temporary detention, of secure
custody or of open custody.

The most commonly issued residential
licence is for a staff model Children’s
Residence

Types

Parent Model Foster Care

A Foster Care Agency requires a
Parent Model Foster Care licence
when providing residential care, directly
or indirectly, for three or more children
not of common parentage in one or
more homes in which parent model
foster care is provided.

Staff Model Homes

Application for a staff model homes
licence cannat be completed in
SOR-RLat this time. For information
on applying for this type of licence
contact a regional office.

—

The first decision you must make is the type of licence you want to apply for. There are three
types of licences. Children’s residence. Foster care agency. And Staff Model Homes.

Click on each type to learn more.

Start the application

Module 5: Creating and submitting an application

Log into SOR-RL — Home page
Welcome Debi

2 PROFILE

& INSPECTIONS
O Spection reports a fin

‘ I LICENCE APPLICATION
ply for a Apply for a Residential Service Licence
ce or update

© NON-COMPLIANCE
earch for Comy nce Issues

Editmy profile Selected Role: Regist
st
Lot Falled

& DIRECTOR'S APPROVAL
Apply for a r's Approval for

i SUPPORTING DOCUMENTS
Supporting Documents

I’'m going to start the application now.

From the home page, I'll click the licence application link. The application menu appears.
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Module 5: Creating and submitting an application

Log into SOR-RL — Home page —

Q search Applications B New Application

SachAppScasons

My Applications © View recently accessed

Then I'll click new application.

Notice of collection of personal information

Module 5: Creating and submitting an application

Notice of colletion of personal information

Notice of collection of personal information

The notice of collection of personal information appears.

Read the notice, then click next.

Tips when working on your application

The licence information page appears.
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Module 5: Creating and submitting an application

Tips and tools

Licence information

Please select the Licence type you are applying for: *

Preferred Language of ence .

Before | continue entering the information, | want to show you some helpful tips and tools.

Do you see that some fields have a red asterisk? The asterisk indicates that the field is
mandatory. | will have to enter information in the field before | will be able to go to the next

page.
Bill: What if | don’t have all the information yet?

Lisa: All of the fields marked with a red asterisk are the minimum entries required before you
can submit the application to the ministry. Enter the mandatory information now and then you
will be able to add the other information as it becomes available, or when requested by the
ministry.

Bill: That makes sense.

Lisa: Another helpful feature appears along the top of the application pages. The top section
outlines the steps that you will take to enter application information. As you complete a section,
a green checkmark will appear. Incomplete sections appear with a red exclamation mark.

Bill: Lisa, does a green checkmark mean that my information is correct?

Lisa: No Bill. The green checkmark only indicates that the mandatory fields have been
completed. The system won'’t check for the “correctness” of the information until you click the
submit button.

Bill: Ok thanks for clarifying that for me.

Lisa: Do you remember in module 2 that | mentioned that links are blue? The steps are links so
if you want to jump to another section or step, just click the blue link.

If you want to see more information on your screen, you can hide the steps by clicking the hide
steps link.
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Module 5: Creating and submitting an application

Tips and tools

Tip: Click the
Hide steps
link to collapse
the steps
section

Licence information °

Appin 2tr0n 10 - Closed date

P . Peorsiom . I

Pegon

Please select the Licence type you are applying for: *

Prefecred language of Ucence *

Another tool is a Help link that appears on most pages. If you click the help link, a screen pops-
up with tips on entering information on this page.

Let’s start entering the details.

Enter the licence information

Module 5: Creating and submitting an application

Enter the licence information

Licence information

Appication 10
Application status

Regron

The licence information is where you enter the licence type, funding type and licensing history.

There is a lot of information on this page. To make things simpler, | will expand the section as |
explain it.
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Module 5: Creating and submitting an application

Enter the licence information

Please select the Licence type you are applying for: *

Preterred language of Licence *

The first section is about the licence type. This is where you indicate the type of licence you
want to apply for. It is really important that you make the correct selection now because the two
applications are different. | showed you the difference between the two licence types a bit
earlier.

A children’s residence licence is the most common so I'll use that in my demo.
In the next field, enter the preferred language of the licence.

Module 5: Creating and submitting an application

Enter the licence information

Please select the funding type of the Licence you are applying for (Check all that apply) *

The second section is about the funding type. You can select more than one funding type.
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Module 5: Creating and submitting an application
Enter the licence information —

1 currently Rave 2 licence to provide Residential Care puriuant (o sectson 244 of the Chid. Youth and f amdy
Services Act. 2017 [Note: this inchudes either 2 licence to operate a Children's Residence or 2 lcence to provide
Residential Care. directly or indurectly. (o three o mare Children not of Common Parentage in places that are not
Children's Residences.): *

1 Rave previously applied for 3 cence to provide resdential (are under section 244 of the Chid. Youth and Famdy
Services Act. 2017 or its predecessor. the Chid and Family Services Act: *

The Director previously revohed. suspended or refused (0 isue of renew my Ience for 3 Chidren s residence of to
provide resdentisl (are under the suthority of » Ience *

1 Rave voluntardy returned my bcence to the Ministry to close mry Chidren s Residence o Foster Care Agency *

Are you operating any wtes/ agencues other than thote knted below? *

Ucence number If  Likence type  Site/Agency name  Address  Licence status  Licence expiry date

The last section concerns your licensing history. Today I'll answer No to all of the questions.
More questions may appear based on your answers.

Module 5: Creating and submitting an application

Enter the licence information

The first page is complete. On most pages you will see both a save, and a “save and next”
button. Click the save button if you want to save the information and remain on the current
page. Click the “save and next” button to save and go to the next page.

| want to remind you that as you save your application, it is saved as a draft that you can return
to at any time.

| think this is a good time to show you how to open a draft application.

I'll click the save button so | don’t lose what | have entered.
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Opening a draft application

Module 5: Creating and submitting an application

e — ‘—

Application

Q search Applications B New Applicatio
s sting Residential Service Licence Application Apply for a Residential Service L

Search for existing Re

S fppi o

View recently accessed

Back on the applications menu page I'll click “See dashboard”.

Module 5: Creating and submitting an application

Opening'arait appiication —

Q Search Applications B New Application

My Applications @ View recentdy scessed

The draft application appears in the action required section. I'll expand the action required
section and you can see it in the table. Notice the application has an ID starting with the letters
L A, meaning licence application.
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Module 5: Creating and submitting an application

Opening a draft application

Q search Applications | New Application

ey

My Applications @ View recently acessed

Now I'll click the select button and the application summary page appears.

Module 5: Creating and submitting an application

Opening a draft application

Look at the steps section. You can see that there is a green checkmark next to the licence
information link. All the other sections of the report have a red exclamation mark because they
are not complete.

You can enter the information in any order. Just click the link of the section that you want to
work on. Today, I'll just continue in the order presented.

I'll click the applicant profile link next.
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Verify your applicant profile

Module 5: Creating and submitting an application

Applicant profile

The applicant profile page appears.

The information on this page is what you entered before you started the application. All you do
now is verify the information in each section. If everything is correct, you'll click next to continue
to the next step.

If there is missing or incorrect information, click the update profile button and make the changes.

I’ll click next.

Add residence information

Module 5: Creating and submitting an application

Add residence information
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Now we are on the page where the residence information is entered.

Again, I'll just expand the section as | describe it.

Module 5: Creating and submitting an application

Add residence information

The resdence il be located in the folowng mund paity *

Munipabty

I'll enter the children’s residence information.

Module 5: Creating and submitting an application

Add residence information

Then the children’s residence address and mailing address.

And then I'll answer the question about the drinking water.
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Module 5: Creating and submitting an application

Add residence information

In the last section | have to provide a list of all the residence contacts.

The process is similar to adding a director or an officer. I'll click the add contact button and the
contact information page appears.

Module 5: Creating and submitting an application

Add residence information —

Residence contact details

I'll complete all the information on the page. Remember that any field with a red asterisk is
mandatory.

I'll click save and return. You can see the contact name is in the table.
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Module 5: Creating and submitting an application

Add residence information

Bill: Lisa, | assume that the garbage can icon is to delete the entry. And the pencil icon is what
| can click to edit my entry.

Lisa: Yes you are correct Bill. You will see these two icons in tables throughout SOR-RL.
Bill: 1t makes sense. Thanks Lisa.

When [ click save and next the operation information page appears.

Enter operation information

Module 5: Creating and submitting an application

Add operation information

© Operation

Operation information

The next page in step 3 is where you enter the operation information including the premises,
program and capacity.
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Module 5: Creating and submitting an application

Add operation information

information

Operation information

Enter a brief description of the premises.

Module 5: Creating and submitting an application

Add operation information

Next enter the program information.
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Module 5: Creating and submitting an application

Add operation information

And lastly enter the capacity. You will do this by adding a description of each bedroom to be
used.

Click add.

Module 5: Creating and submitting an application

Add operation information

Room information

Now enter the information.

When you are done, click save and return and the room appears in the table. Repeat this for all
bedrooms.
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Module 5: Creating and submitting an application

Add operation information

In the demo | have 1 bedroom, so I'll go on to the next step.

Upload supporting documents

Module 5: Creating and submitting an application

Upload supporting documents

In step 4 you upload the documents to support your application. | showed you how to do this in
Module 3, but I'd like to point out a few things.

There are two groups of documents: mandatory documents and other mandatory documents.
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Module 5: Creating and submitting an application

Upload supporting documents

Mandatory documents must be submitted with the application. You will see a list of mandatory
documents on the page. Here is an example of the mandatory documents for my application.

Module 5: Creating and submitting an application

Upload supporting documents

The other group of documents are also required and must be submitted before you will receive
your licence. Your ministry contact will indicate which documents are required. This is an
example of what the partial list looks like at this point of the application process.
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Review your entries

Module 5: Creating and submitting an application

Review your entries

Application summary

Now we’re on the last page of the application called the application summary. Before you
submit your application to the ministry, it is very important that you review the information and
ensure that it is complete and correct.

In addition, be sure to verify that all the mandatory information has been entered.

Bill: Lisa, what is the easiest way to do that?

Lisa: What | do Bill is look at the steps section. If there is a red exclamation mark, | know there
is missing information in that section.

In my case it looks like | missed a mandatory entry on the residence information page.

So I'll click the Residence information link from the steps section.
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Module 5: Creating and submitting an application

Review your entries

And look for a missing field with a red asterisk.
Yes, | missed selecting the Safe drinking water checkbox. I'll do that now.
| save my changes and return to the application summary.

Bill: Lisa, | noticed the withdraw button at the bottom of the page. Is this what | should click if |
decide not to submit this application?

Lisa: Yes Bill.

Submit the application

Module 5: Creating and submitting an application

Submit the application
Mandatory fields
completed

Mandatory supporting
documents uploaded

Directors / Officers
have signing
authoritiy

Director/officer
designated to

receive Ministry
correspondence

After reviewing everything it appears that the application is complete and correct, so I'll click the
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submit button.

SOR-RL will verify the entries to ensure that all the mandatory fields are completed. It also
checks that the mandatory supporting documents are uploaded. In the case of a corporation
application, SOR-RL verifies that directors or officers have signing authority, and that one
director or officer has been designated to receive correspondence from the ministry.

If there is a problem with your entries, a message appears at the top of the summary page.

Otherwise the declaration and consent page appears.

Module 5: Creating and submitting an application

Submit the application

There are two sections that you must agree to after you read the declaration.
I'll click agree to both of them, then I'll click the confirm button.

A confirmation page appears.
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Module 5: Creating and submitting an application

Submit the application

Confirmation

Nome of Chidren's Residence

I'll click the back to module dashboard button.

Module 5: Creating and submitting an application

Submit the application

| can see my application is under the submitted heading.
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Summary

Module 5: Creating and submitting an application

Summary

» Mandatory information must be
included before you can submit

» Save your work as you go.

#» You can find your draft
application in your dashboard

In this module you saw how to complete and submit an application

Bill: That was pretty easy. You just start at one page and work through completing the
information. If you don’t know something right now, you can skip it and add it later. If you are
missing mandatory information the system will show a red exclamation mark in the steps
section. In fact, the system won't let you submit if you are missing something critical.

Lisa: That's correct Bill. Don’t forget that you should save your entries and when you are ready
to resume your application, just open it from your dashboard.

In the next module you will see how to work with a submitted application.
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Module 6: Working with a submitted application
Introduction

Module 6: Working with a submitted application

Module 6: Working with a submitted
application

Updating

Viewing and responding
to Ministry feedback

Licence statuses

Now that you have submitted the application, let’s look at what can happen next. You can view
your application, update it, view and respond to ministry feedback. In addition we’ll look at
various licence statuses.

Viewing / withdrawing / editing

Module 6: Working with a submitted application

Viewing / withdrawing / editing "

Licence Application

Q search Applications i New Application

My Applications @

In the previous module you saw that your submitted application appears with in your application
dashboard with the status of “Under Ministry Review”. This status indicates that your
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application has been forwarded to a Licensor for review.

If you want to see your submitted application, simply click the Select button.

Module 6: Working with a submitted application

Viewing / withdrawing / editing
o deslicationsummary *Supperting decuments

Application summary

Name of Children's Residence: r

When you open your application, you will notice that there is no “steps” section at the top of the
page. Generally, you can’t make any changes to your application once it is submitted, however,
you can add supporting documents as | mentioned in the previous module. You can also
update the owner, director and officer information.

If you do not want to continue with the application, you can withdraw it at any time.

Editing an incomplete application

Module 6: Working with a submitted application

Viewing / withdrawing / editing —

[Frm—

What should | do if | see
an error?

Bill: Lisa, what should | do if | see an error?
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Lisa: You can contact the ministry and let them know. Your licensor can change the status of
your submitted application to “incomplete”.

The licensor may also change the status of your application to incomplete during their review.

Module 6: Working with a submitted application

Viewing / withdrawing / editing

Licence Application

Q search Applications & New Application

Here is an example of how an incomplete application appears in your dashboard. Notice it is
under the Action Required heading. Any time you see something under the action required
heading, that means that the ministry is waiting for you to do something like make a correction,
add more information or a document.

Bill: How will I know what is required?

Lisa: That’s an important question Bill. It will be easier if | show you.

Click the select button and the Application Summary page appears.
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Module 6: Working with a submitted application

Viewing / withdrawing / editing

Scroll down to the History of ministry comments section. That is where you can read why the
application has been marked “Incomplete”.

Bill: Hey Lisa, | see that the steps section is back again.
Lisa: Yes Bill. When the application is open for you to update, the steps section appears. Just
continue working on your application as you did before. When you have dealt with the issue,

click Submit.

Bill: Lisa, | was wondering how | am going to know that the status of my application has
changed?

Lisa: There are a few ways.

Module 6: Working with a submitted application

Viewing / withdrawing / editing

Firstly, you will receive an email notification. You can click the link in the email to quickly open
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SOR-RL.

Module 6: Working with a submitted application

Viewing / withdrawing / editing

Secondly, if you are in SOR-RL, you will see a number on the home page. The number
indicates the number of items requiring action. In this example you can see that there is 1
action item in the Licence Application module.

Bill: So when | submit my changes, the number will disappear?

Lisa: That is correct.

Question 1

I've got two more questions for you to try answering.

Module 6: Working with a submitted application

Question 1

What information can be updated in a submitted application?

a) None
b) Comments

¢) The ministry will open the application for you
to make updates

@) d) b)andc)
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Feedback when correct:

That's right! You can add comments however the ministry must open the report for you to make
updates.

Feedback when incorrect:

The correct answer is d). You can add comments however the ministry must open the report for
you to make updates.

Question 2

Module 6: Working with a submitted application

Question 2

When can an application be withdrawn?

a) Only before you submit it (while its status is
“Draft”

b) Only when the status is “Submitted”

c) Only when the ministry changes the status to
“Incomplete”.

@) d) Anytime ’

)

\

The correct answer is d). You can withdraw your application at any time.
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Summary

Module 6: Working with a submitted application

Summary

Open [ view a submitted
application

Make minor edits

In this short module | showed you how to open your submitted application and make minor
changes. | will show you how to submit a Change request later in the video.

7. Module 7: Viewing / Editing licence information

Introduction

Module 7: Viewing / editing licence information

Module 7: Viewing / editing licence information

Ontanoe . B
e roa L '
L PROFILE B UICENCE APPLICATION @ & UCENCE MANAGEMENT

C UCENCE RENEWAL 7 CHANGE REQUEST & DIRECTOR'S APPROVAL

© conDITIons & INSPECTIONS © NON-COMPLIANCE

B SUPPORTING DOCUMENTS | B ADMINISTRATION I B SERIOUS OCCURRENCE @

Once you have been issued a licence, when you log into SOR-RL, you will notice that your
SOR-RL menu page is different in several ways.
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The first thing you'll see is that your role in SOR-RL has changed from registered user to
Service Provider Administrator. In your new role, you will see links to additional SOR-RL
modules.

This includes licence management, licence renewal, change request, conditions, administration
and serious occurrence.

In this module | will show you how to view your licence and make minor edits to your profile like
directors, staff, etc.

Viewing the list of licences

Module 7: Viewing / editing licence information

Viewing the list of licences

Ontario e

I'll click the licence management link.

Module 7: Viewing / editing licence information

Viewing the list of licences

Licence Management

Children’s Residential Licensing Training Video for Service Providers Transcript 66



A list of licences appear showing the licence number that begins with the letter L. The licence
type, the name of the site or agency, the address, the licence status and the current expiry date.

You will also notice that there are two buttons in the table: Select and View history.

Let’s look at view history first.

Viewing the licence history

Module 7: Viewing / editing licence information

Viewing the licence history

Licence Management

Click the View History button the history of the licence appears.

Module 7: Viewing / editing licence information

Viewing the licence history

Licence history

The list is in descending order by date. In my example, you can see that this application was
submitted October 17th, a change was put through on the 18th, the renewal was the 19th, an
amendment was made the 23rd and a renewal application was submitted on the 24th. In real
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life these events would not happen this quickly nor in this order. | just wanted to show you the
types of information that appears in the history. In our scenario, the only event in the list would
be Licence application.

If you want to see more detail you can click the select button.

There is another link at the top of the page called licence inspection reports. I'll click the link.

Module 7: Viewing / editing licence information

Viewing the licence history

Licence inspection reports

Whenever an inspection is made of your premises, for any reason, you are given an inspection
report. This section houses all the reports in one area. Again, if you want to see the content of
a report, just click the select button. In our scenario at this point there would only be one
inspection for the new application.

Today I'll return to the list of licences.
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Viewing the licence contents

Module 7: Viewing / editing licence information

Viewing the licence contents

Licence Management

Now we’re back on the list of licences page. This time, I'll click the Select button and the licence
summary page appears.

Module 7: Viewing / editing licence information

Viewing the licence contents

Licence summary

Let’s start at the top of the page. The first page to appear is the licence summary. From here
you can jump to update residence details and supporting documents. We’'ll talk about them
later.

The licence summary page has several sections.

The top section contains important information about your licence including the licence number,
issue and expiry date.

I'll expand the licence information section.
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Module 7: Viewing / editing licence information

Viewing the licence contents

Here you will see your licence and any relevant letters and reports related to the licence. You
can view your licence by clicking the select button, but you will also see there are blue links that
say “print friendly version”. I'll click that link.

Module 7: Viewing / editing licence information

Viewing the licence contents

A PDF version of the licence opens. To print it I'll either use the menu or pressing Ctrl+P will
open the print menu.

When done, just close the window.
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Module 7: Viewing / editing licence information

Viewing the licence contents

Licence summary

Bill: Lisa, can | make any changes to my licence at this point?

Lisa: No Bill, you cannot make changes to your licence. Any corrections to your licence must
be made by the ministry. However, you can make the following edits.

Module 7: Viewing / editing licence information

Viewing the licence contents —

In the Children’s residence section, you can edit and add contacts.
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Module 7: Viewing / editing licence information

Viewing the licence contents —

In the operation information section, you can update and add children.

Module 7: Viewing / editing licence information

Viewing the licence contents —

In the Staff summary section, you can update and add staff.

Bill: Lisa, why do | need to keep this information up-to-date?

Lisa: This information will be reviewed by ministry staff in preparation for an inspection. It could
be used to determine which staff and children files will be reviewed, and who they may decide to
interview. It also will track which files, as well as who has been interviewed, during previous
inspections.
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Updating residence details

Module 7: Viewing / editing licence information

Updating residence details

Licence summary

Next, let’s click the update residence details link.

Module 7: Viewing / editing licence information
Updating residence details —

Update residence details

On this page you can update the phone number and other residential information including the
mailing address and the safe drinking water act information.
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Viewing supporting documents

Module 7: Viewing / editing licence information

Viewing supporting documents

Licence summary

And the last link at the top is for supporting documents.

Module 7: Viewing / editing licence information

Viewing supporting documents

Supporting documents

This is where you can view all the versions of all the documents you have submitted. This list
displays the documents including the expiry dates.
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Question 1

Module 7: Viewing / editing licence information

Question 1

What information can be edited through the License
Summary page?

Contacts
Children
Staff

Residence information

Allof the above ’

The correct answer is All of the above.

Summary

Module 7: Viewing / editing licence information

Summary

Licence Management

In this module | showed you all the information that is available for your licence.

You also learned that some information can be updated in the Licensing Summary screen. More
complicated changes require the use of a change request. That's-whatwe willlook-at-inthe-next-medule.
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Module 8: Director's Approval

Introduction

Module 8: Director’'s approval

Module &: Director’s approval

What is Director’s approval?

Types of Director’s approval
Requesting approval

A situation may arise when you require Director’s approval. In this module I'll explain what
director’s approval is, types of approvals that can be submitted and how to request approval.

What is Director's approval?

A situation may arise where you may need to request approval to temporarily do things that are
not permitted by legislation or regulation. This is referred to as a Director Approval. Examples
could be using a bedroom in a basement, having more children at the residence than allowed by
your licence, going on a wilderness trip, etc.

A director’s approval can be submitted after you have a licence or during the application
process.

Bill: Lisa, what if I'd like to request more than one type of approval?

Lisa: You can request more than one type of approval from the Ministry Director, however you
will have to submit a separate request for each one.

Click on each type of licence to see what type’s of director’s approvals can be requested.
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Module 8: Director's approval

Children’s Residence

Children’s Residence
- Youth Justice

Foster Care Agency

Types of Director’s approval

Secure de-escalation

Sleeping accommodation - sharing
a bedroom, 7 years of age or older,
opposite sex

Sleeping accommodation -
basement bedroom

Overcapacity
Altemative to outdoor play space

Module 8: Director’s approval

Children’s Residence

Children’s Residence
- Youth Justice

Foster Care Agency

Types of Director’s approval

Mechanical restraint equipment
Secure de-escalation

Sleeping accommodation -
basement bedroom

Sleeping accommodation - altemate
amangement

Altemative to outdoor play space
Electronic surveillance

Wildemess trip

Overcapacity
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Module 8: Director’'s approval

Types of Director’s approval
T —T————

than four

Children’s Residence Placement in foster home - more
-Youth Justice than two children under 2 years of
age

Sleeping accommodation -
Foster Care Agency bedroom (no window, detached
attic, basement, stairway, hall)

Sleeping accommodation - no bed,
mattress, bedding suitable to age
and size

Sleeping accommodation - Shared
bedroom, aged 7 or over

Sleeping accommodation - Sharing
bed or room with aduit

Starting the Director’s approval

Module 8: Director’s approval

Starting the Director’s approval

AL PROFILE [ LICENCE APPLICATION & DIRECTOR'S APPROVAL

& INSPECTIONS © NON-COMPLIANCE B SUPPORTING DOCUMENTS

From the SOR-RL home page, click the Director’s approval link

appears.

. The director’s approval page
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Module 8: Director’s approval

Starting the Director’s approval

Q search Director's approvals I New Director's approval
. . o= . .

My Director's approvals ©

This is the menu where you can create, search for and view directors approvals.

Since I'm creating a new director’s approval request, I'll click the new Director’s approval button.

Linking to an application / licence

Module 8: Director’s approval

Linking to an application / licence

Select Application/ Licence

A director’s approval can be linked to an existing application or a licence. I'll select my licence.
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Indicate the type of Director’s approval

Module 8: Director’s approval

Indicate the type of Director’s approval

New Director's approval

What type of Director's approval are you requesting? *

The first page asks you to select the type of director’s approval.

Only one request can be selected. If you want approval of more than one type, you must submit
a separate request for each one.

Today I'll select the request to have an alternative to outdoor play space.

Then I'll click Next.

Read the notice

Module 8: Director’s approval

Read the notice

Notice of collection of personal informatson

Read the notice of collection of personal information then click next.
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Enter the details

Module 8: Director's approval

Enter the details

0 e

Director's Approval details

The next step is to enter the director’s approval details. | want to mention that the page that
appears depends on the type of director’s approval you are requesting.

In my scenario, I'm requesting an alternate to the outdoor play space.
Look at the top of the page. There is a step section just like the one you saw when we
completed the application. Again, as you complete the mandatory information in a section, a

green checkmark will appear.

I'll just complete the information starting at the top. Then I'll click the Save and next button to go
on to step 2.
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Upload supporting documents

Module 8: Director's approval

Upload supporting documents

Y. )

Supporting documents

Step 2 is where you upload supporting documents. In my scenario, | need to upload 2
documents.

You learned how to do that in module 3, so I'll quickly upload the documents then go on to the
next step.

Review and submit

Module 7: Director’s approval

Review and submit

Director's Approval summary

The last step is where you review the information and make edits if required.

Notice that you can also withdraw the request at this point.
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Before you click Submit, make sure all the steps have a green checkmark.

When everything is complete and accurate, I'll click the submit button.

Module 7: Director’s approval

Review and submit

Declaration & consent

SOR-RL will check the entries and if everything is correct, the declaration and consent window
appears.

I’ll complete the declaration and consent then click confirm.

Module 7: Director’s approval
Review and submit
Director's Approval

Q search Director's Approvals [ New Director’s Approval

the director’s approval appears in the submitted section of your dashboard with the status
“under ministry review”.
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Reviewing the ministry decision

Module 8: Director’s approval
Review the ministry decision

Director's Approval

Q search Director’s Approvals [ New Director's Approval

You will be notified by email when a decision has been reached.
Bill: Lisa, will you send me a new licence?

Lisa: No Bill. A director’s approval results in a letter. Let’s open the ministry decision and I'll
show you.

Module 8: Director’'s approval

Review the ministry decision

Director's Approval summary

The director’s approval summary page has a letters section. You can click the blue link to open
the letter and print it.
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Question 1

Module 8: Director's approval

Question 1

A Director’s approval can be linked to either a
submitted application or a licence.

® a) True

b) False

J

A

The correct answer is “True”. A Director’s approval can be linked to either a submitted
application or a licence.

Question 2

Module 8: Director’'s approval

Question 2

How many types of Director’s approval can be
requested in one request?

® a) One
b) Two

c) Three

D) Unlimited ’

J

0

Feedback when correct:
That's right! Only one type of Director’s approval can be in one request.

Feedback when incorrect:
The correct answer is a). Only one type of Director’s approval can be in one request.
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Summary

Module 8: Director’s approval

Summary

A Director's Approval is linked to a

submitted applic ation or licence

Only one type of requestcan be
included in the request

The process is similar to creating
an application

An approved request results in a
letter

In this module you learned that a director’s approval can be linked to either a submitted
application or an existing licence.

You also learned that you can only include one type of director’s approval per request, and the
details that you enter vary depending on the type of request.

You saw that the process of requesting a director’s approval is similar to creating an application.

And you learned that an approved director’s request does not result in a new licence but a letter
outlining the approval.
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Module 9: Requesting a change to your licence

Introduction

Module 9: Requesting a change to your licence

Module 9:
Requesting a change to your licence

When is a Change Request
application required?

How to submit a Change
Request

In previous modules you saw that some information can be changed without a change request.
In this module I'll review when a change request application is required and how to submit one.

When is a change request required?

Module 9: Requesting a change to your licence

When is a change request required?

A Change Request application is required for the
following changes:

~ Capacity
~» Program description
~ Site or floor plan or renovations

~ Name of the Children’s residence or
Foster Care Agency

~ Foster Care Agency lead office address

Closing a licence

Any change that can affect your licence requires a change request application. This
includes changing the capacity, the program description, the site or floor plan, the name
of the Children’s residence or Foster care agency, the Foster Care agency lead office
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address, and surrendering a licence.

Let’s walk through a scenario where you change the capacity.

Starting the change request application

Module 9: Requesting a change to your licence

Starting the change request application

L PROFILE B LICENCE APPLICATION ©

T UICENCE RENEWAL ’/'w:.r‘m REQUEST Z DIRECTOR'S APPROVAL

© CONDITIONS & INSPECTIONS NON-COMPLIANCE

B SUPPORTING DOCUMENTS I ADMINISTRATION SERIOUS OCCURRENCE @

From the home page I'll click the Change Request link.

Module 9: Requesting a change to your licence

Starting the change request application

Select Licence

Then I'll click the select button of the licence | want to change.
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Module 9: Requesting a change to your licence

Starting the change request application

Request new changes

A list of possible changes appears. | want to mention that this list will be different if you are a
Foster Care Agency. My scenario today is for a Children’s residence.

I’ll click the change capacity checkbox.
Bill: Lisa, can | select more than one change?

Lisa: Yes Bill. The only exception is that a licence closure cannot be combined with any other
request.

Bill: That makes sense.
Lisa: Now I'll click the next button.

Module 9: Requesting a change to your licence

Starting the change request application

Read the notice of collection of personal information, then click next.
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Step 1: Enter changes

Module 9: Requesting a change to your licence

Step 1: Enter the changes requested

Change capacity

The pages that appear and the information required depend on the changes you requested in
the previous step.

In our scenario, there are 3 steps outlined in the steps section. We'll enter the changes. Then
upload documents if required, then review and submit the change request.

I'll open each section on this page and enter the changes requested.

I'll click Save and next.
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Step 2: Upload supporting documents

Module 9: Requesting a change to your licence

Step 2: Upload supporting documents

Supporting documents

On this page | can upload any supporting documents.

Let’s go on to the next step.

Step 3: Review and submit

Module 9: Requesting a change to your licence

Step 3: Review and submit

Change Request summary

Review the information in the change request summary page.
If you want to make a change, either click the edit link or click the link from the steps section.

Everything looks OK to me, so I'll click the submit button.

Children’s Residential Licensing Training Video for Service Providers Transcript 91



Module 9: Requesting a change to your licence

Step 3: Review and submit —

The declaration and consent page appears. I'll answer the questions then click Confirm.

We’re done.

Question 1

Module 9: Requesting a change to your licence

Question 1

What information change does NOT require a change
request?

@ ' Agency head office
Foster Care A gency lead office address

Residence capacity

\

The correct answer is Agency Head Office. A change request must be submitted for changes in
the location of the lead office of a Foster Care Agency and the capacity of a residence.
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Summary

Module 9: Requesting a change to your licence

Summary

Change capacity

In this module you learned when a change request application is required and how to submit
one.

Module 10: Working with Conditions

Introduction

Module 10: Working with conditions

Module 10: UWorking with conditions
Types of conditions
Viewing conditions

Adhering to a condition

Viewing completed conditions

When your licence is approved, there may be one or more conditions attached to the licence. In
this module, I'll explain the types of conditions, how to view them and how to indicate they have
been adhered to in SOR-RL. Lastly, I'll show you how to view the completed conditions.
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Types of conditions

Module 10: Working with conditions

Types of conditions

Deliverable condition — with
one or more occurrences that

must be reported within a
stated time period

— —

ﬁ - ?

& .« Standing condition — ongoing

- for the duration of the licence
or until the condition is

removed by the Director

The easiest way for me to describe the types of conditions is by an example.

Let’s say that during an inspection, the licensor saw that the window in the bedroom was
broken. As a result, the licensor put on a condition for you to replace the window. This would
be called a deliverable condition and there would only be one reporting on occurrence required;
that is, you’d only have to do it once and notify the ministry that it is done - usually within a
specified time period or date.

However, let’s say that the Director decided that the licensee will need to advise their ministry
licensor, each time a foster parent or parents have been approved to provide foster care. In this
case it would also be a deliverable condition with more than one occurrence.

The second type of condition is a standing condition. This is a condition that must be adhered
to for the duration of the licence. An example of this would be in the case where a residence
had a swimming pool on the grounds, the Director may decide to place a condition on the
licence that would require the licensee comply with all applicable by-laws and public health
requirements respecting the pool.

Let’s go into SOR-RL and I'll show you more about conditions.
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Viewing a list of conditions/occurrences

Module 10: Working with conditions

Viewing a list of conditions —

Licence summary

Next I'll show you how to identify any conditions on your licence.
Open your licence, then scroll down to the conditions section.

You can see that this licence has 3 conditions. To view the condition details just click the select
button.

Bill: Lisa, how can | tell if they are deliverable or standing conditions?

Lisa: Look at the frequency column. Conditions 80 and 78 display frequencies, so that is a
deliverable condition.

Condition 79 says not applicable, so that is a standing condition.
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Understanding standing conditions

Module 10: Working with conditions

Understanding standing conditions —

Let’s talk a bit more about a standing condition.
I'll open it to show you the details.

Module 10: Working with conditions

Understanding standing conditions —

Condition summary

As | mentioned earlier, standing conditions apply for the duration of the licence or until the
Director removes it.

Bill: Do | have to do anything?
Lisa: No, unless you are requested to do so. You don’t have to do anything in SOR-RL, but

you do have to be cognizant of the condition and ensure that it is met. Your licensor will be
checking for it while performing an inspection.
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Bill: Ok, thanks Lisa.

Working with deliverable conditions

Module 10: Working with conditions

Working with deliverable conditions

Onlarlo@
Wekcome 0eb
B LICENCE APPLICATION® (& LICENCE MANAGEMENT

T LICENCE RENEWAL # CHANGE REQUEST & DIRECTOR'S APPROVAL

© CONDITIONS & INSPECTIONS © NON-COMPLIANCE

SUPPORTING DOCUMENTS I ADMINISTRATION 8 SERIOUS OCCURRENCE @

Next let’s look at deliverable conditions.

Do you remember | said that deliverable conditions require you to do something?
Bill: Yes. You also said that it can be one or more times.

Lisa: That's correct Bill. That is called an occurrence.

Bill: How do | know what | have to do?

Lisa: In this case Bill, | suggest that you click the conditions link.

Children’s Residential Licensing Training Video for Service Providers Transcript 97



Module 10: Working with conditions

Working with deliverable conditions

Conditions

Q search conditions

Search conditions

[ Condition - Occurrence workload 4

Condition ©@

The conditions menu page appears. You can see that there are 5 items outstanding in your
condition dashboard. I'll click the blue see dashboard link. and the list of conditions requiring
action appears.

Module 10: Working with conditions

Working with deliverable conditions

So Bill...

Bill: Yes Lisa?

Lisa: Can you tell me how many deliverable conditions there are?

Bill: This sounds like a tricky question.

Lisa: Sort of. You may want to say 5 conditions but, in fact, there are only two.

Bill: Oh, | see it now. The first condition has three occurrences, which means it has to be done
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three times. February 5", March 5" and April 6th.

Lisa: That's correct Bill. If you look at the Occurrence ID number, the condition number is the
same, but there is a hyphen showing each occurrence.

Bill: So the second condition has 2 occurrences.

Lisa: Thatis correct. There is other valuable information in the table including the comply by
date.

Also, both conditions were put on during an amendment.

Let’s take a closer look at the first condition occurrence.

Viewing a condition occurrence

Module 10: Working with conditions

Viewing a condition occurrence

Supperting
documents

Occurrence summary

After you click the select button, the Occurrence summary appears.

At the top of the page you can see that there are 2 additional pages: Supporting documents
and confirmation. I'll talk about them in a minute.

In the occurrence summary you can see some of the information that was in the table.

I'll expand the occurrence details section so you can see it.
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Module 10: Working with conditions

Viewing a condition occurrence —

This section explains what you need to do, for what time period, and why. So, for the period
starting January 1st to the 31st, you have to complete the directions of the condition and submit
a supporting document. This must be done by February 5th.

Module 10: Working with conditions

Viewing a condition occurrence —

Supporting

Occurrence summary

When you are ready to start confirming that you performed the action required in the
occurrence, you need to click the assign to me button.

Because the condition includes sending a supporting document, I'll click the supporting
documents link.
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Uploading supporting documents if applicable

Module 10: Working with conditions

Uploading supporting documents if applicable—

firmation

The supporting documents page indicates that a document is required. If no document was
required, there would be no upload button.

Your licensor will make it clear what type of document is required. Let’s say the condition is for
you to upload a copy of a new insurance policy. Then you would upload the document.

But, in the scenario of the broken window, you may decide to send a photo of the new window,
or perhaps an invoice from the window installer. Basically, a supporting document is proof that
the condition was satisfied.

Since you've already seen how to upload a document, I'll click upload and quickly upload one.

Next, I'll click the confirmation link.
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Confirming the condition has been satisfied

Module 10: Working with conditions

Confirming the condition has been satisfied

Confirmation

The confirmation page is where you confirm that the condition was satisfied.
When | click the Yes radio button, the confirm button appears.

When | click the confirm button, a message appears indicating that the confirmation was
submitted successfully.

Module 10: Working with conditions

Confirming the condition has been satisfied q

Confirmation

When | go back into the condition action list, you can see that there are now 4 occurrences left.
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Module 10: Working with conditions

Confirming the condition has been satisfied

When can a condition be confirmed?

Module 10: Working with conditions

When can a condition be confirmed? —

Bill: Lisa | was wondering if | can satisfy a condition in advance. What | mean is, that if the
period covers January 1st to the 31%, can | send the confirmation on January 30th?

Lisa: No Bill. SOR-RL will not let you update the condition until the period is over. Your
licensor will allow you time after the period is over to satisfy the condition. You can see the due
date in the comply by date column.
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Question 1

Module 10: Working with Conditions

Question 1

A condition can be placed on
all types of licences.

@ True

False

The correct answer is true. A condition can be placed on all types of licences.

Question 2

Module 10: Working with Conditions

Question 2

A Director may remove a
condition.

@ True

False

A director can remove a condition.
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Question 3

Module 10: Working with Conditions

——

Question 3

A deliverable condition may
have one or more occurrences

@ True

False

The answer is True. A deliverable condition may have one or more occurrences.

Summary

Module 10: Working with conditions

Summary
Any licence type can have a condition =)
. Lv‘ q
A standing condition remains in effect =F
forthe duration of the licence or until it

is removed by a director w

A deliverable condition can have one
Oor more occurrences

Deliverable occurrences appear as
an action itemin your conditions link

Xxx deb you changed scrren too
Bill: Let me see if | understand conditions.

Any licence type can have a condition.
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A standing condition remains in effect for the duration of the licence or until it is removed by a
director. The condition must be complied with and it will be monitored by the licensor.

A deliverable condition can have one or more occurrences. The deliverable can be an action

and or uploading a document. A deliverable condition cannot be fulfilled before the period end
date.

Did | miss anything?

Lisa: That was great Bill. The only thing I'd add is that if an occurrence is ready to be
confirmed, it will appear as an action item in your conditions link.

Module 11: Viewing inspection reports and findings

Introduction

Module 11: Viewing inspection reports

Module 77: Viewing inspection reports

Accessing

Viewing

After a licensor performs an inspection, he or she will create an inspection report. You can view
inspection reports at any time. In this module I'll show you how to access and view an
inspection report.
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Opening an inspection report

Module 11: Viewing inspection reports

Opening an inspection report

Ontavlo@ Cangws BAENU

Vivicome jim

L PROFILE

C LICENCE RENEWAL / CHANGE REQUEST ©@

@ INSPECTIC u.‘
ADMINISTRATION

From the home page, click the Inspections link.

Module 11: Viewing inspection reports

Opening an inspection report —

Inspection

Q search for an Inspectior

Click Search for an inspection.
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Module 11: Viewing inspection reports

Opening an inspection report

Search for an Inspection

Click Search.
A list of inspections appears.

Module 11: Viewing inspection reports

Opening an inspection report —

Click the select button.
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Opening an inspection report

Inspection summary

The Inspection Summary appears.

Inspection details

Module 11: Viewing inspection reports

Inspection details —
°

Inspection summary

The inspection summary has several sections. I'll expand each section as | explain it.
The top section shows what residence was inspected, the type of inspection and who the
licensor is. There are more details in the inspection details section including when the
inspection was started and when it was completed.

Bill: What is stage one and stage 2.

Lisa: Stage 1 is when the onsite inspection was completed. Stage 2 is when all reports are
finalized.
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Non-compliances

Module 11: Viewing inspection reports

Non-compliances

Inspecnon summary

Next, I'll expand the non-compliances section. In our scenario, the licensor noted a non-
compliance during the inspection.

Module 11: Viewing inspection reports
Non-compliances

Inspecnon summary

In the table you can see a description of the non-compliance, the number of findings and the
date the non-compliance must be resolved. To see more information about the non-compliance
| would click the select button. Since we’ll be covering non-compliances in detail in the next
module, | think I'll go on to the next section of the inspection report.
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Comments and recommendations

Module 11: Viewing inspection reports

Comments and recommendations

Inspection summary

I'll click the comments and recommendations section to view any comments and
recommendations the licensor noted during the inspection.

Module 11: Viewing inspection reports

[ P P —— —

Inspec(lon summary
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Inspection documents

Module 11: Viewing inspection reports

Inspection documents

Inspection summary

I'll expand the inspection documents section.

Module 11: Viewing inspection reports

Inspection documents

lnspectlon summary

You can view inspection documents by clicking the blue link.
Bill: What does the view history button do?

Lisa: In some cases, there may be more than one version of the report. Click the view history
button to open previous versions.
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Records to inspect

Module 11: Viewing inspection reports

Records to inspect —

Inspection summary

I'll expand the last section.

Module 11: Viewing inspection reports

Records to inspect —

Inspecnon summary

This section outlines all the staff and children that were interviewed during the inspection. If this
is a new application, like the one on the screen, this section will be blank.
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Summary

Module 11: Viewing inspection reports

Summary

Inspection summary

In this short module | showed you the sections in an inspection report.
The sections may be different depending on the type of inspection that was done.

Your licensor will explain any findings with you when your inspection is completed.

Module 12: Working with non-compliances

Introduction

Module 12: Working with non-compliances

Module 12: Working with
non-compliances

Viewing non-compliances

Updating SOR-RL
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During an inspection, the licensor may document one or more non-compliances. The non-
compliances must be addressed before your licence can be issued.

In this module I'll show you how to view non-compliances and how to indicate their resolution in
SOR-RL.

Viewing a list of non-compliances

Module 12: Working with non-compliances

Viewing a list of non-compliances

On!avlo@ L MENU

Weécame m

2 PROFILE

(& DIRECTOR'S APPROVAL @

NON-CC '.vv.l:.-mo«
RIOUS OCCURRENCE

There are two ways to access a list of non-compliances for your licence: Through the Licence
management link and the non-Compliance link.

Module 12: Working with non-compliances

Viewing a list of non-compliances —

Non-compliance

Q search Non-compliances

Non-compliance(s) ©

In the video I'll select the non-compliance link.
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From this link you can search for non-compliances, view non-compliances that you viewed
recently and work on non-compliances.

I'll search for the non-compliances for my licence and a list appears.

Module 12: Working with non-compliances

Viewing a list of non-compliances

To see the non-compliance details, click the select button.

Understanding the non-compliance summary

Module 12: Working with non-compliances

Updating the non-compliance —

Non-compliance summary

The non-compliance information has 2 pages: the non-compliance summary page and the
supporting documents page where you can upload documents to show that the non-compliance
was resolved.

After you resolve the non-compliance, click the Assign to me button.
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Module 12: Working with non-compliances

Updating the non-compliance —

Non-compliance summary

The page updates with a comments section where you must enter a note to the licensor
confirming what action has been taken.

If required, click the supporting documents page and upload documents as required.

When you are done, click submit.

Summary

Module 12: Working with non-compliances

Summary

Non-compliance summary

In this module you learned how to view non-compliances and how to indicate in SOR-RL that
they have been resolved.

You also learned that a licence, renewal, etc. will not be able to be processed until all non-
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compliances are resolved.

Module 13: Renewing your licence

Introduction

Module 13: Renewing your licence

Module 13: Renewing your licence

Your licence will be issued for a set period.

In this module I'll show you how to renew your licence in SOR-RL.

Renewal information

Module 13: Renewing your licence

Renewal Information

Licence Renewal °

Q search Renewal Application
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You will be sent an email reminder 120 days before your licence expires.

During that time, you must submit your licence renewal application. Supporting documents can
be submitted after the renewal is submitted.

Renewals can be found in the Upcoming Renewals section of your dashboard if:
= you have not submitted a renewal, and
= the licence expiry date is equal to or less than 120 days.

Completing a renewal is similar to creating a new application except that the majority of fields

are already completed. All you do is review and edit the information as required and upload
documents as necessary.

Starting the renewal

Module 13: Renewing your licence

Starting the renewal

From the SOR-RL home page, click the licence renewal link. The Renew Licence menu page
appears displaying all licences that will expire within 120 days.
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Module 13: Renewing your licence

Starting the renewal

Licence Renewal

Q Search Renewal Application

I'll click the renew button.

Module 13: Renewing your licence

Starting the renewal

Notice of collection of personal information

The notice of collection of personal information page appears.

Read the notice then click next.
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Update the licence information

Module 13: Renewing your licence

Update the licence information

Licence information

The licence renewal page appears.

You can see that there are 5 steps in the renewal process. As you complete each section, a
green checkmark will appear. Just like it did when you were completing your application.

We are currently on the licence information page.
Expand each section and answer the questions and update the information as applicable.

When you are done, click Save and next.

Update the applicant profile

Module 13: Renewing your licence

Update the applicant profile

Applicant profile
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The applicant profile page appears.

Review the information in each section. If changes are required, click the Update profile button
and make the updates. Remember that some information cannot be changed without a formal
change request application.

When you are done, click next.

Update the residence

Module 13: Renewing your licence

Update the residence info

Residence information

Expand each section on the residence information page.

Update the information as required.
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Update the operation information

Module 13: Renewing your licence

Update the operation info

Review and update the operation information.
Upload supporting documents

Module 14: Renewing your licence

Upload supporting documents

Supporting documents

The supporting documents page appears.

Upload supporting documents as required.

When you are done, click next to continue.
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Director’s approval

Module 13: Renewing your licence

Director’s approval

Director's Approvals

The director’s approval page appears.
Review and update the information as required.

When you are done, click next.

Review and submit

Module 13: Renewing your licence

Review and submit

Renewal application summary

We are now on the last page. Review the information.

If changes are required, return to the section using the links in the steps section.
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When you are done, click Submit.
Read the declaration and consent then click confirm.

Module 13: Renewing your licence
Review and submit

Declaration & consent

Module 13: Renewing your licence

Review and submit

Confirmation

Click Back to module dashboard.
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Module 13: Renewing your licence

Review and submit

Licence Renewal

R search Renewal Application

The renewal application can be found in the submitted renewals section of your licence
renewals dashboard.

Question 1

Module 13: Renewing your licence

Question T

What information can be updated as part of the renewal
application?

All the information in the Applicant Profile
section
Increase in capacity

@ Update the staff list

Nane of the above

(

Feedback when correct: That's right! The staff list can be updated.
Feedback when incorrect: The staff list can be updated during a renewal application.
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Summary

Module 13: Renewing your licence

Summary

In this module you saw that renewing your licence involves reviewing all the existing licence
information and updating it where required.

Bill, you were very quiet in the last module.
Bill: Yes, I've been paying close attention. | realized that the renewal process is similar to
creating an application. You basically start at step one and work through the renewal one page

at a time.

Lisa: We wanted to keep the system intuitive and easy to use.
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Module 14: Wrap-up

Summary

Module 14: Wrap-up

Summary

v Create your profile m
-
LR lh I

v Submit an application /

v Renew your licence

4 View and handle
non-compliances

v Director's approval

That was a lot of important information. During the video you learned how to create a profile,

submit an application and renew your licence.

You also saw how to view and handle non-compliances.

You learned what a director’s approval is and when to request it.

Next Steps

Module 14: Wrap-up

region

O Re-watch this
video

c 2
PuSy O watchthe
g b Children’s
To-Do Residential
il Licensing
« Orientation Video
7
O Read throughthe ©==® {
SOR-RL PR Q For questions and
Residential technical support
c 2
Licensing Guide contact the ministry
for Service & support personnel
Providers < 2 dedicated to your
€ 2
c 2
c 2
¢ 3
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Bill: You know Lisa, | found that SOR-RL is pretty easy to use. | especially like the steps at the
top of the screen that help me to monitor my progress.

Lisa: I'm glad you like it.
Bill: What do you suggest that | do next?

Lisa: Earlier in the video | mentioned that there is a SOR-RL guide for service providers. You
should read through it and have it handy when you use the system.

Don’t forget that there is another video everyone should watch entitled Children’s Residential
Licensing Orientation. It covers the legislation and other non-system topics that | did not cover
today.

Bill: Ok, thanks for the reminder Lisa.

Bill: What should | do if | have questions while I'm working in the system?

Lisa: For questions and technical support contact the ministry support personnel dedicated to
your region. And, don’t forget that you can watch this video at any time.

| hope to see you again soon!
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