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Registering for My Career Hub

If you have not already registered for a My Career Hub account, you will need to register for one
now.

To register, go to mycareerhub.sait.ca
e C(lick on the 'Students & Alumni’ button on the top of home page
e Select 'Student & Alumni Registration’ from the dropdown menu
e (Complete all mandatory fields on the registration form
e Submit registration for review

Student Login and Dashboard

Once your account has been approved, you'll be able to log in using your student ID
and the password you entered when you registered.

On your My Career Hub dashboard, select “Co-Curricular Record” from the side menu
to begin.

Welcome Lara Test Schuelke

Co-Curricuar Record

Appointments Dashboard | Co-Curicular Record | Documents  Postings/ Applications  nleniews  Appointments  Event Registration

Events & Workshops n
My Account

Rescurces

Welcome 1 My Career Hubl Your tasniboard wil keep you up 1o dale on amylfing you've got coming u
" it I IR e Upcoming Events | Warkshops
The SAIT Caress Fair i néxt week!
Tris years fas career fair will e ekt In e irene Lewis AInum. S1an Grad Centre on Tussoay, Nov. 21 from 10 am - 2
pm. This networking style event is a great opportunity for you 1o meet with employers wha are looking to promote their Monday, November 20. 2017

arganization, and any UpECAING Career oppOMUNtes. 1200 PM-01.00 PM Algenquin Reson. [ Rogistiaton Required

Career Everils & Workshops  Gass
Rogistration Required

o 00T Nead 10 Tegister 1o anend - st Make SUre you Oress 10 IMQFEss and BN Copes of your polished fesumél
0330 PM-05:00 Fi

DCownioad the empiayer kst and booth map Carger Events & Worshops
Got 2 quastion?
Contact the Student Emgioyment and Career Centre at 405 210.5730 of siugent empiymenigisal ca Tuesday, Nowember 21, 2017
0000 A - 0200 Fid SAIT Fall Career Fair m
Your Upceming Schedule Career Everils & Workshops  irene Lewis atmem, St Grad Cantrs
No upcoming schedules. Wednesday. November 22, 2017

1200 PM-01.00 PM Intermational S0 Roghssation Required
Career Everils & WOShops  Ormeus Traawe, Campus Conim
Monday, December 4, 2017

600 Al - 01.00 PR Pop-Up Career Services
Carneer Evens & Wonsnops Jahnson-Cobbe Eneegy Cenve.
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Adding a Co-Curricular Activity to Your Record

On your My Career Hub dashboard, select “Co-Curricular Record” from the side menu.

Welcome Sait Student Tester

Uploac e Create Application Package | Search Postings

4 Co-Curmicular Record

Int

Event

Appositments Dashboard Co-Curricular Record Documents. Postings / Applications

[ -

Welcame to My Career Hubl Your dashboard will keep you up to date an anything you've got coming up.

Events & Workshops

Please be advised that we are experiencing some technical difficulties with job postings. We appreciate your
patence as we work 1o fix these issues as quickly as possible.

Need help? Contact the Student Employment and Career Centre at 403 210 5730
or student employment@sait ca

Your Upcoming Schedule

Mo upcoming schedules.

Upcoming Events | Workshops

Tuesday, January 23, 2018

04:30 PM - 05:30 PM Deloitte - Cyber Risk. Risk Advisory Hiring
Career Events & Information Session

Workshops MC37

Monday, January 29, 2018
12:00 PM - 01:00 PM
Career Events &
Workshops

Lunch and Learn: Co-Curricular Record [P Sy

ME223, Stan Grad Centre

Then click on the blue “Add a Position to my CCR" button at the top of the page.

Southern Alberta
.‘ Institute
K of Technology

Dashboard

Job Postings

Co-Curricular Record

Add a Position to i N

~ My Record

Record # Home

Involvement Directory

My Record
Appointments

Events & Workshops .
Wy Positions at a Glance

Resources

Approved Positions: 0
Positions with no competencies: 0
Pending Positions: 0
Declined Positions: 0
Reflections: 0

Missing Reflection: 0

Co-Curricular Module: Student Home

Recently Added Positions

Vice Chair ¥
The responsibilities of the Vice Chair shall be to maint
SAITSA Strategic Planning Committee

Committees of SAITSA's Board of Directors consist of
the duties of the Board

The Strategic Planning Committee is responsible for t



From here you can search for an activity or position. You can either enter the name of the activity or
position at the top of the page, or search by time period and school/department by navigating
through the selection boxes at the bottom.

*Please note if you know the name of the activity and the position you are adding, using the search
box at the top of the screen will add it automatically to your record.

Quick Position Search € Back to My Co-Cumcular Record

Job Postings
e ICK POSITION SEARCH

Record
You can search for an actily o position by typing in the name. Search starts once you have typed in at least 3 lettersinumbers and wil display the most relevant results. Select one to view the detai
Coming Soon
Activity or Position Name
_ This search box will automatically add the activity and the position to your record.
Events & Workshops
Resources
@ Navigate through the selection boxes 1o namow down your results
Period Deparzment Activity
2017 - 2018 - Learner and Academic Services Business Case Competitions A
MacPhail School of Energy Competitor, EDGE Case Competition
SAITSA Legal Assistant Society
School of Business PAC Student Member
School of Construction Professional Mentorship Mentee- School of Business
.. School of Health and Public Safety SAIT Supply Chain Management Club (SCMC)
If you are unsure of what your activity is called School of Hospitality & Tourism School of Business Ambassador
d h fth - if School of Information & Communications Technology
and/or the name of the position, or if you are School of Information and Communications Technology
School of Manufacturing and Automation S -

looking for an activity to participate in, use these =
navigation boxes to search the directory of

registered activities.

Once you have selected an activity, the positions associated with that activity will populate at the
bottom of the screen. From here you can view the activity overview and/or the position.

Period Department Activity
2017 - 2018 = Learner and Academic Services = Business Case Competitions -

MacPhail School of Energy Competitor, EDGE Case Competition
SAITSA Legal Assistant Society
Schoeol of Business PAC Student Member
Scheol of Construction Professional Mentorship Mentee- School of Business
School of Health and Public Safety
Scheol of Hospitality & Tourism School of Business Ambassador

Scheol of Information & Communications Technology
School of Information and Communications Technelogy
Scheol of Manufacturing and Automation = =

Positions Found: (6)

Activity Position Position Status. st

AIT Supply Chain Management Club (SCMC)

SAIT Supply Chain Management Club (SCMC)

Click to view Click to view
the activity

overview

e
View Position l Add to record

2017 - 2018 SAIT Supply Chain Management Club (SCMC) VP Events Approved Active
2017 - 2018 SAIT Supply Chain Management Club (SCMC) VP Membership Approved Active

President Approved Act

the position
description

2w Position

VP Communication Approved Ac

2017 - 2018 SAIT Supply Chain Management Club (SCMC) VP Finance Approved Active View Position
2017 - 2018 SAIT Supply Chain Management Club (SCMC) General Member Approved Active Paosition Add to record




Each activity overview will include:
e Description of the activity
e Minimum requirements to be involved
e Minimum hours per semester
e How to sign up for the activity
e Ifthereisacostinvolved

Activity Overview: SAIT Supply Chain Management Club < Back to My Go-Curricular Record
(SCMC)

Overview Total # of Positions: a
Time Period: 2017 -2018
Department: School of Business

List of Positions

Activity: SAIT Supply Chain Management Club (SCMGC) General Member
Activity Details President
Activity Description This is a Business club on campus that's aims to provide opportunities for students and VP Communication

enrich learning.

Avre there minimum requirements that Must be a full-time student within the School of Business, and available for two VP Events
a student must have to be involved consecutive semesters.

. VP Finance

What are the minimum hours per 20

semester reqguired .
VP Membership

How do students sign up for this Students will be notified through the school to join as general members. Executive
activity/program positions are elected through the club

Is there a cost to students who No

participate

Each position overview will detail the position description and responsibilities.

Q SAIT of Techn

Dashboard Position Overview: SAIT suppw Chain Management Club £ Back to Add Pasition to My Record € Back to My Co-Curricular Recerd
O Eois (SCMC) - General Member
s Position Info / osition To My Co-Curricular Record
Hato Time Period 20172018
Depariment School of Business
Activity SAIT Supply Chain Management Club (SCMC)
Appointments.
Position General Member
Events & Workshops
Resources Position Details

Position Trle (Positions within the General Member

CCR actwity 1. President of the

club, tutor, participant, volunteer, etc )

Position Description (Responsibilities  General Members primary roles are to engage in club events, aciively provide feedback,

ar requirements for the position) and to vote in their executive team. Beyond that General Members have apportunities to
wvolunteer at Chub events and to attend full chub town-hall style meetings. The volunteer

roles are to assist with setup and conducing of events.

Include in the Directory Yes




Once you have found your position, click the blue “Add Position to My Co-Curricular Record” button.

Southern Alberta
Institute
of Technology

Dokiban Position Overview: SAIT Supply Chain Management Club ¢ Backto Add Positon to My Record € Biack to My Co-Cumcular Record

(SCMC) - General Member

Pasition Info

Time Pesiod 2017 -2018
Coming Soon Department School of Business

Activity SAIT Supply Chain Management Club (SCMC)

Appointments
Position General Member

Events & Workshops

Resources Pasition Details
Position Title (Positions within e General Member

GCR activity i e President of the
elub, ttor, participant, volunteer, etc )

Position Description (Responsibiliies  General Members primary roles are io engage in club events, acively provide feedback

of requirements for the position) and 1o vole in their executive team. Beyond that General Members. have opponunities 10
volunteer at Club events and 10 attend full club town-hall style meetings. The volunieer
roles are 1o assist with sefup and conducing of events.

include in the Directary Yes

*Please note if an activity you are part of does not appear on the list, please see Appendix B on
page 17 for instructions on how to suggest new activities.

You can choose your competencies now (Only 1 to 5 may be selected), or you can wait until you
have completed the activity and have reflected on the experience. For a full list of the CCR

Competencies and their definitions please refer to Appendix A on page 16.

Select 1-5 competencies that you have learned or developed through the activity:

RECORD POSITION DETAILS

Record Position Status

Time Perod 2018 - 2019

Category Academic

Department School of Manufactuning and Automation
Activity Fourth Year Electrical Tutors

Position Faourth Year Electrical Tutors

You have selected 0 of the required 1 to 5 competencies

SAIT Competency List SELECT ALL Filkar

O Social Responsibility

Leadership

Cellaboration — Choose 1-5 competencies by
Spiritual Awareness clicking on the box beside the
Intellectual Growth competency.

Then click “Save Competencies”

Save Competencies




Completing the Activity and Submitting a Request for Validation

Once you have completed the activity, log back into My Career Hub, and select “Co-Curricular
Record” from the side menu. From here you can complete your record by choosing your
competencies (if you haven't done so already), submit your reflective response and request
validation.

Click on the "My Record” tab at the top of the page.

Southem Alberta
Institute
of Technology

Dashboard Co-Curricular Module: Student Home
Job Postings

Add a Position to my CCR

Co-Cumicular Record

== & rome  wyrecos

Involvement Directory

My Record Recently Added Positions
Appointments

Events & Workshops

My Positions at a Glance Vice Chair %1
Resources

Approved Positions: 0
Positions with no competencies: 0 & . 5
SAITSA Strategic Planning Committee
Pending Positions: 1
Declined Positions: 0

the duties of the Board
Reflections: 0

Choose the record you would like to complete and click “Edit"

My Co-Curricular Record

Date Created: Mov &, 2017

# Home My Record

went Directorny

Appaoiniments RECORD OVERVIEW:

Events & Workshaps

Approved . () Decined () Pendng @)  Last Updated: May 1, 2018

Resources.
You cannot prnt this Co-cumicular record at this time. There are no approved positions.

The responsibilities of the Vice Chair shall be to maintain meeting minut

Committees of SAITSA's Board of Directors consist of a body of SAIT sl

Missing Reflaction: 1 The Strategic Planning Committee is responsible for the revision or recc

TotaL ResuLTs: @D oisreaving: €D - €D E=
Show on Record Category (1] = Activity Name Position Title Status Date Added (2] =
“m a Academic Drop-in Convarsation Club  Facilitator Pending 050112018
{Date added. 1109°2017) Facilitator: leads and stimulates a flow of conversaton and mberaction. [Dste sdded: 12082017)
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If you have not yet chosen your competencies you must do so now. Select a minimum of 1and a
maximum of 5 by clicking the check box beside each. (For a full list of the CCR Competencies and
their definitions please refer to Appendix A on page 16.)

Once you have selected your competencies, click the blue “Save"” button at the bottom of the
screen.

RECORD POSITION DETAILS
Record Position Status m

Time Period: 2017 - 2018

Department: School of Business

Activity SAIT Supply Chain Management Club (SCMC)
Position: General Member

Show this position on student record PDF

1to § F ies must be sel d.
0 competencies selected.

SAIT Competency List SELECT ALL Filter

(&) social Responsibility

@ Leadership

@ Collaberation
Spiritual Awareness

Intellectual Growth

l Enhanced Self Awareness

Save

Update Record Position Remove Position from Student Record

The competencies you have chosen will be displayed at the bottom of the screen under “Current
Competencies”. You can add or remove competencies by following the same process noted above.

1to § i must be
3 competencies selected.

SAIT Competency List SELECT ALL Filter
Inteliectual Growtn

Enhanced Self Awareness
Effective Communication

Creativity and Innovation

Critical Thinking & Problem Selving

Health & Wellness Behaviour

Current Competencies

Competency

Social Responsibility (SAIT Competency List)
Professionalism (SAIT Competency List)

Appreciating Diversity (SAIT Competency List)

Update Record Paosition Remove Position from Student Record




Competencies must be selected before submitting your co-curricular record for validation on or
before May 15%.

Now that you have chosen your competencies you can enter your answers to the self-reflection
questions.

The questions are:
e How did you achieve the competencies you selected and what did you learn?

e How will this experience help you in the future?

Click on the blue "Add reflection” button on the middle of your screen (under “Current
Competencies”)

Southern Alberta
Institute
of Technology

e Record Position Details: Sait Student Tester
Job Postings

Update Record Position Remowe Position from Student Record

Co-Cumcular Record

d

RECORD POSITION DETAILS

Record Position Status ending

Involvement Directory

Appaintments
Time Pericd 2017 - 2018

Events & Workshops
Category Academic

Resources ] i
Cepartment Leamer and Academic Services
Actnvity Dirop-ln Conversation Club
Pasition Facilitator
Current Competencies

Competency

Creatvity and Innovation{SAIT Competency List)
Professionalism{SAIT Competency List)

Critical Thinking & Problem Solving{SAIT Competency List)
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Enter your answers to the reflection questions in the text box provided and click the blue “Save”
button at the bottom of the screen.

Record Position Details: Sait Student Tester

Reflection

How did you achieve these and what did you learn?

® B

®

N

Enter your answers to reflection question 1 in
this text box

How will this experience and these competencies help you in the
future?

)
@
w
b-.
i
i

Enter your answers to reflection question 2 in
this text box

Save

Your completed record and request for validation will now be submitted to the SAIT and/or SAITSA
Validator who is registered to the activity. Once the Validator has reviewed your submission and
request for validation, they will approve your request and you will be notified through your My
Career Hub dashboard. VValidators have until the last Friday of May to complete the validation
process.

11



Removing a Co-Curricular Activity from Your Record

If you have not been able to complete an activity, or have added an activity to your record by
mistake, you can easily remove it. Log back into My Career Hub, and select “Co-Curricular Record
from the side menu.

"

Click on the "My Record” tab at the top of your screen.
Q SAIT lSﬂliislilthern Alberta
of Technology

Dashboard Co-Curricular Module: Student Home
Job Postings

Add a Position to ny CCR

Co-Cumcular Record

- & vome | yrecos

Involvement Directory

My Record Recently Added Positions
Appointments

Events & Workshops

My Positions at a Glance Vice Chair {3
Resources

Approved Positions: 0
Positions with no competencies: 0 . . .
SAITSA Strategic Planning Committee
Pending Positions: 1
Declined Positions: 0

the duties of the Board.
Reflections: 0

Choose the record you would like to delete and click “Remove”.

S8 SAIT

i My Student Record: Sait Student Tester (100200300)
ok Egeinge Pending Record Positions

Co-Curmicular Record

Record
Involvement Directory # Home My Record Recommended For You

Appointments RECORD OVERVIEW: Approved . () Declined () Pending () Date Created: Now 8, 2017  Last Updated: Jan 23, 2018

Events & Workshaps

You cannot print this Co-curricular record at this time. There are no approved pasitions.

The responsibilities of the Vice Chair shall be to maintain meeting minut

Committees of SAITSA's Board of Directors consist of a body of SAIT s

Missing Reflection: 1 The Strategic Planning Committee is responsible for the revision or recc

Resources
TOTAL RESULTS: @ DispLavinG: (D) - [ Ciar s
Show on Record Activity Name Position Title Status Date Added (2] =
Remave AJ Student Employment and Career Centre Volunteer Student Employment and Career Centre Pending 0172372018
The Student Employment and Career Gentre (SEGC) are locking for enthusiastic students to Volunteer
be a part of our events and activities. Warking with Student Employment and Career
Centre (SECC) staff to assist in a varisty of
Email student employmentisait.ca 10 lear (Date added: 0182018 activities such

as event setup and take down, event
regisiration, greeting attendees, and promoting
the 5 (Date added: (1082018

Please note that all co-curricular records must be added or removed by May 15th.
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Printing Your Co-Curricular Record
Once your co-curricular activity/activities have been approved by the Validator you will be able to
print your Co-Curricular Record.

Log back into My Career Hub, and select "Co-Curricular Record” from the side menu. Click on "My
Record” at the top of the screen to view your record overview.

My Co-Curricular Record

Date Created: Now & 2017

Add a position to My Record Print My Co-Cumicular Record

| ——
= Hom

RECORD OVERVIEW:

Approved n- Dechned a Pending n Last Updated: Jun 21, 2018

ToTAL RESULTS: @ DispLaving: @D - €D

Show on Record Category (1] = Aetivity Hame Position Title Status
m [%] Academic Fourth Year Electrical Tutors Fourth Year Electrical Tutors Approved
Foarth Year Electrical Tutors (Date added.  Provide study tools and assistance to fellow students, working through problems. to clarify
12062017) concepls.  (Date added 12062017)

From here click on the red x under “Show on Record"”. This must be done for each of your CCR
activities.

My Co-Curricular Record

Date Created: Nov 8 2017

Add a pesition to My Record Print My Co-Curricular Record

# Home My Record

RECORD OVERWIEW:

Apgroved : () Declined - ) Pending ﬂ Last Updated: Jun 21, 2018

TotaLResuLTs: @ oispLaving: D - €D

Shaw on Record Category (1) = Activity Name Position Title Status
View e A BB Fourth Year Electrical Tutors Fourth Year Electrical Tutors Approved
Fourth Year Electrical Tutors (Date sdded.  Provide study tools and assistance to fellow students, working through problems to clarify
12062017) concEpts, (Dalw added 12087017)

There should now be a green circle with a check mark beside each of your activities.

Show on Record Category (1) =~ Activity Name
) —\cademlc Fourth Year Electrical Tutors
Fourth Year Electrical Tutors {Date added:
12106/2017)
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Once you have activated “Show on Record” you can print or download a PDF of your official co-
curricular record.

Click on the blue "Print My Co-Curricular Record” button at the top.

Southern Alberta
Institute
of Technology

REETE Co-Curricular Module: Student Home

Job Postings
-Curricular Record ' Add a Position to my CCR

Co-Curricular Record

Record A Home My Record

Involvement Directory

My Record Recently Added Positions
Appointments
Ewvents & Workshops
My Positions at a Glance Vice Chair ﬁ
Resources
The responsibilities of the Vice Chair shall be to maintain meeting minutes and fulfill the respoi

Approved Positions: 1 absence

Positions with no
competencies: 0

SAITSA Strategic Planning Committee

Pending Positions: 0

Declined Positions: 0 Committees of SAITSA's Board of Directors consist of a body of SAIT students delegated to c«
Reflections: 1 and report on matters related to the duties of the Board

— o

Missing Reflection: 0 The Strategic Planning Committee is responsible for the revision or reconstruction of SAITSA's

Plan

Your record will download as a PDF file which you can save or print. You will also be able to attach
your Co-Curricular Record to job applications when applying to jobs posted on My Career Hub.

You can use your co-curricular record to showcase and demonstrate the transferable skills and
competencies you developed to potential employers. The official document has been signed by the
Associate Vice President of Learner & Academic Services and can act as a reference verifying you
participation in co-curricular activities.
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Appealing a Validator’s Decision

If your request for validation has been declined by the Validator and you are unsatisfied with the
decision you are able to appeal.

The first step is to discuss the decision with the Validator. This can be done face-to-face, over the
phone or via email.

If after discussing with the Validator, you are still not satisfied with the outcome of that discussion
or if you are unable to contact the Validator, you must send an email to the Manager, Student
Experience at Student.Employment(@sait.ca requesting a review of the decision. You must contact
the Manager, Student Experience within 15 business days of the Validator initially declining your
submission.

At the Manager, Student Experience’s discretion, the review may be way of a face-to-face meeting,
by e-mail or by other form of communication. If the Manager determines that the appeal requires a
formal face-to-face meeting with the student, the student is entitled to bring the SAITSA Vice
President Academic or designate, to the meeting for advice and support; in general, however, only
the student can speak on the student’s behalf. The Validator will usually be present at this meeting.

After the review has been completed, the Manager, Student Experience will inform you of their
decision.

15
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Appendix A — SAIT CCR Competencies

Competency

Indicators

Sacial
Responsibility

(@)

Participated in SAIT systems (boards, committees, SAITSA, etc.)
Demonstrated an understanding of what it means to be socially responsible
Participated in service/volunteer activities

Leadership

Demonstrated the ability to lead people through encouraging and empowering others
Demonstrated the ability to communicate a group's vision and goals

Demonstrated effective leadership style

Resolved matters of conflict in a respectful manner

Collaboration

Sought the involvement and feedback of others
Contributed to achievement of group goals or shared vision
Encouraged positive team/group dynamics

Demonstrated effective relationship building

Spiritual Developed and expressed personal belief system and sense of purpose

Awareness Reflected on a personal sense of meaning and connection to the greater whole
Demonstrated awareness of spirituality and how it may impact work or group dynamics

Intellectual Employed critical thinking in problem solving

Growth Used complex information from a variety of sources to form a decision or opinion

Reinforced personal knowledge by teaching others

Enhanced Self

Acknowledged strengths and weaknesses in personal management

Awareness Demonstrated empathy towards others

Learned from past experiences

Exhibited positive role modeling and/or mentoring
Effective Exhibited effective listening skills

Communication

o O oO|]0o 0O 0O OO O O0Ol0O 0O 0O|]OO O o|0 o o oo o

Employed conflict resolution strategies in a respectful manner
Influenced others through coherent and effective writing and speaking (e.g. delivered effective
presentations)

o Used engaging communication techniques
Creativity and o Developed and encouraged new ideas and created new and effective processes
Innovation o ldentified opportunities for creative problem-solving
o Generated unique, practical and useful solutions to challenging situations
Professionalism | o  Worked effectively in a team environment
o Achieved positive outcomes when interacting with others
o Demonstrated good work habits (e.g. punctual, hard-working, maintained proper decorum, completed
task, dressed appropriately)
Critical Thinking | o Identified root causes of issues and solved problems effectively
& Problem o ldentified and asked questions that clarified various points of views that led to better solutions
Solving o Interpreted information and drew meaningful conclusions
o Worked effectively with others in figuring out solutions to problems
Appreciating o Demonstrated an appreciation of others
Diversity o Expressed advantages and challenges of diverse societies
o Appropriately challenged abusive use of stereotypes and assumptions
o Expressed understanding of how thoughts, language and actions impact the development of
supportive, inclusive communities
Health & Exhibited behaviours which promoted a health and wellness culture and community
Wellness Promoted physical and mental health, and wellness to the community
Behaviour o Demonstrated an understanding of the relationship between health and wellness (physical, social,
mental) and accomplishing life goals
o Pursued positive physical, mental health and wellness goals

16




Appendix B — Suggesting a New Co-Curricular Activity

If you are involved in an activity that you believe is eligible for CCR as per the
requirements outlined in procedure AC.6.3.1 Co-Curricular Recognition, you can submit
a request to have your activity reviewed by the CCR Coordinator.

Visit the CCR page on SAIT .ca (https://www.sait.ca/student-life/your-campus/student-employment-and-
career-centre/co-curricular-record) and scroll down the page to the grey “Suggest An Activity”
button.

v Allerta Institute of Technology [CA] | hitpsywewsait.ca/student

yof - Busness ™ My Career Hub - H. [ Soowskelf OniineLi.  J% Microsoft Office Ho.. & SAITROW - Thebrar_. ™ Orbis Portal - Hom. 3 StudentEmpioyme..  BA Career Checkpomt. gy |

Programs & Courses Admissions Student Life Alumni Business & Industry About SAIT

Approved activities
Approved CCR activities inchede

* Pagr tutoring ® Pagr mantorshig

Mote: Bl activities must be SAIT led or approved,

When you click the grey button an electronic form called “Co-Curricular Description &
Requirements” will open. Make sure you complete all sections of the form before
clicking the “submit” button.

Please Note:

e You must provide a brief description of the activity.

e Include instructions on how students are able to join the activity (i.e. Is it invite
only? Do students have to sign up? etc.).

e Please list all of the positions that are part of this activity (i.e. President, VP,
General Member, etc.) and include a brief description (1-4 sentences) of what
each position is responsible for.

e You mustinclude the name of at least 1 validator and the validator must be a
SAIT or SAITSA staff member who is involved with the activity. Students are not
able to act as validators.

Once you have provided the information for each section of the form you can click
"submit”. The activity will then be reviewed by the CCR Coordinator to ensure it meets
the requirements of a CCR activity. If it does, then it will be added to the CCR database
in My Career Hub and you will be notified so that you can add it to your record.
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