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CCA REGISTRY- HOW TO: 

How to Renew Your Membership 
The CCA Registry has gone through a significant upgrade. Registration, renewals, and profile 
updates are now completed online. Please find below instructions on updating your CCA 
Registry Profile.  

*Note – this document is for any CCA who is currently a member of the CCA Registry, 
and is looking to renew their membership.  
 

1. The CCA registry website can be located on the CCA website www.novascotiacca.ca 

under the CCA Registry tab and scroll to the bottom of the page for Membership 
Login. 

 
2. This will take you to the CCA Registry login portal: type in your email address and 

password that you created when you signed up for the CCA Registry. Click “Login”.  
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3. If you have forgotten your password, you can reset it by clicking “Forgot your 

password?” 

 
4. Once you have logged onto the CCA Registry website you will see the home page.  

 

5. Under the complete your renewal section you will see the link to renew, click Renew 

next to active. 
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6. This will begin the renewal process; the first step is to update your profile 

information: 

 

 

 

 

 

 

 

 

7. There are 8 sections on the Profile Update form. 

a. Personal (name, address, contact information) 

b. Credentials 

c. Year End Employment Status 

d. Employment 

e. Courses 

f. Potential Employers Consent 

g. Email Consent 

h. Other Information 

 
8. In each section carefully review the information to make sure it is correct and 

up to date.  

To make changes to any sections of the form click the “Add” button at the bottom of 
the section. 

E.g. Changing your address 
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9. Ensure all fields with a * are completed – these are required fields. If you forget to fill 

in one of these fields you will be prompted with an error to go back and complete that 

section. 

 

10. To make updates to your current employment record click Yes under “Do you need to 

make changes to the above employer?” This will open a drop down where you can 

make changes to this record. It is very important to ensure that your current 
employer is listed in this field. 

*Note – if you are still currently employed leave the end date blank. 

 

 

 

 

 

 

 

 
11. If you are having any issues or problems entering information please contact us at 

ccaregistry@healthassociation.ns.ca or 1-866-265-9900 

 
12. Once you have reviewed the form and checked to make sure all information is 

complete and has been updated correctly, click “Next”. This will take you to step 2, the 

renewal.  
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13. Review the Declarations section and check both acknowledgement boxes and click 

“Submit” to complete the renewal process 
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14.  You will now get a notification that your renewal is complete. If you are a 
conditional hire, or you have requested to change your address, name, or 
credential, your renewal will require approval from CCA Registry 
Administration.  

15. You will be brought back to the main page where you can view your newly renewed 

license for the upcoming registry year.  

 

*Please note that the CCA Registry is completely free, while there are references 

to invoices on the website you are never required to pay for the CCA Registry, 

therefore invoices and tax receipts do not apply to you.  

 

Please contact CCA Registry Administration should you have any 
questions or concerns regarding the CCA Registry. 
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