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PREAMBLE/BACKGROUND

The Canadian Association for Spiritual Care (CASC/ACSS) is a national professional association committed to best practice in spiritual and religious care, counseling, education and research. Each year, hundreds of learners throughout Canada participate in Supervised Pastoral Education (SPE). Each 400 hour SPE unit requires the unit Teaching Supervisor to complete a Unit Report Form. This policy seeks to support the accurate and immediate completion of these forms
POLICY

Every Teaching Supervisor, Associate Teaching Supervisor and/or Provisional Supervisor, will submit a duly completed SPE Unit Report Form and submit to the National Office with full registration payment from the Teaching Centre, within 30 days from the date a SPE unit begins. The National Office will process the Registrations and prepare the related Certificates of Completion.
PROCEDURE 

Each Teaching Supervisor, Associate Teaching Supervisor and/or Provisional Supervisor may download the writable Unit Report Form from the website at www.spiritualcare.ca, complete it including the Faith Group and the Gender, sign it and forward to the National Office with the prescribed funds, payable to CASC/ACSS
CPE Stream: Unit Report Forms must be completed and forwarded to the National Office within one month from the start of the unit.

PCE Stream:  Unit Report Forms must be completed after 100 hours of supervised clinical counselling education at the basic or advanced level of education.
Upon receipt of the form and fees, the National Office will produce the proper certificates of completion and forward to the Teaching Centre and a proper receipt.
For all students in BASIC education, the Teaching Supervisor will collect all membership forms as well as the Insurance forms (if required by the SPE Centre) and submit these forms and funds together to the National Office for processing. This must take place before the start of the education unit. Remember that the Liability Insurance coverage starts only after the Applications are received by the Insurance Broker.

The National Office will apply for insurance on behalf of the students as required, obtain the necessary coverage and submit proof of insurance to the individual students.
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