
BC Seniors Living Association: Revitalized Seal of 
Approval Program

Training Manual for SFU/UBC Assessors



Create a user friendly, intuitive technology-driven tool 
that will provide recommendations for quality 
improvement, and data to support decision-making 
and development.

Leverage Technology 

Clinician Adherence
Set an operational and clinical quality standard based on 

best and leading industry practices. Leading to excellence 
in service delivery in IL and ALR communities and 

support the continued self-regulation of BCSLA.

Setting Standards

The Revitalized Seal of Approval Program
The revitalized Seal of Approval program will meet the following objectives:

Build Seal of Approval content around an active living and 
holistic approach to wellness, involving Seal of Approval 
users throughout the entire process.

Content Revitalization 

Aim to improve transitions across the resident journey, 
from admission to a change in condition to move out.

Enhance Resident Experience 

Enable BCSLA members with a mock assessment tool to 
adequately prepare for the Seal of Approval assessment.

Self Assessment Tool

Work in collaboration with all stakeholders 
including the Board of Directors, Committees, 

and  Members 

Trusted System Partner 
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High-Level SoA Program Workflow 
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Outcomes of the New SoA Program 

Resident & 
Families

Operators

BCSLA & The 
System

● Improved quality of life: The seal takes a wellness approach to ensure BC homes are meeting the standards to 
provide a high quality of life to its residents. 

● Increased reassurance: IL and ALR communities with the SoA designation provide families with the assurance that 
their loved ones will reside in a home that meets the rigorous standards outlined in the seal.

● Reduced administrative burden: Having an efficient and streamlined process allows communities to spend more 
time caring for residents and save time and effort when preparing for and completing their renewal biannually. 

● Continuous improvement: While remaining autonomous, the seal allows communities to continuously improve 
their services to ensure they are meeting industry standards and maintaining a high standard for quality of life.

● Elevated marketing opportunities: The seal helps attract consumers and provides confidence to the communities 
by giving homes the opportunity to demonstrate their excellence in a standard or where their home is unique. 

● Better consistency in sector: The seal will help in creating more consistency and standardization among the 
privately-operated IL and ALR homes in BC. 

● Insight into organizational trends: The data collected through the innovative platform will depict trends that can 
then be used as a foundation for continuous improvement.
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Learning Objectives of Training Guide
This training guide will help prepare Assessors to participate in the revitalized BCSLA Seal of Approval program. 
The training guide will cover the following seal of approval workflows applicable to an Assessor: 

How to grant the seal

How to log into your account 

How to complete a SoA assessment for a 
Retirement Community
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How to Log into your 
Account
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Step 1: Receive email notification 

Once your assessor account on the 
BCSLA Seal of Approval (SoA) portal is 
ready, you will receive an email 
notification from BCSLA. Read the email 
and follow the instructions. 
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Step 2: Reset your password

To reset your password, go to https://soa.bcsla.ca/login and click on Forgot Password. 

Enter in your email address and click Get Reset Link.

Check your email. A password reset link will arrive in your inbox. 

https://soa.bcsla.ca/login
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Step 3: Create your password

Open the email and click the 
Reset my password link. 

You will be taken back to the 
BCSLA SoA portal webpage 
and asked to create your new 
password. 

Once this has been 
completed, you will be able 
to login with your email 
address and newly updated 
password to begin 
conducting Seal of Approval 
assessments. 
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How to Complete a SoA 
Assessment for a Retirement 

Community
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Step 1: Receive assessment assignment

Once BCSLA has reviewed a site visit request 
from a Community, they will assign the 
assessment to an Assessor. When this occurs, 
you will receive an email notification. 

This notification will indicate that you now have 
an assessment that needs to be completed. 
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Step 2: Log into the BCSLA SoA portal

Go to https://soa.bcsla.ca/login and log into your assessor account with your username and 
password. 

TIPS 
● Bookmark the 

homepage for easy 
access from your 
internet browser

● Use Google 
Chrome for the 
most optimal 
experience

https://soa.bcsla.ca/login
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Step 3: View site visit request

After logging in, within the Visits tab, you will see the site visit request for the Retirement Community that has been assigned to you. 
Note that each Seal of Approval assessment for a community will have its own visit card (however if the community goes through a 
reassessment, there may be multiple cards for each biannual assessment).

At this stage, the site visit request will have a status of Requested indicating that a Retirement Community has requested to have a 
site visit with the Assessor. The annotated image above outlines the other key pieces of information that can be found on a visit card.   

Retirement 
Community’s name

The date and time 
of the site visit will 

appear here

Date last SoA 
was granted

The status of the 
site visit

States date and time 
request was sent, 
who the request was 
sent by, and when 
triage is expected by

States reason 
for site visit

The date the 
community 
registered on the 
portal
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Step 4: Complete written documentation component of SoA

There are three components to the Seal of Approval assessment for a 
Retirement Community. The virtual component (i.e. Written 
Documentation) entails a thorough review of the uploaded documents. 

To complete the virtual component of the SoA assessment, navigate to the 
Forms section in the site visit card. Click on the pencil icon to start working 
on the Written Documentation section for each section. 

To begin the assessment, enter ‘123’ into the Assessor Code field and 
click outside the assessor code box. This will now reveal the entire form 
for the particular section. 
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Step 4: Complete written documentation component of SoA
The Community will upload a document(s) for each standard. Click on the attached file(s) for each standard. This will download the document or open it in a new 
tab. Click on the download to open the document or view the document in the new tab. Read the document(s) carefully and thoroughly to determine if the 
indicators outlined in the Written Documentation section are being met. 

Ensure the ‘Additional Comments for Assessor’ and ‘Innovative Strategies’ comment boxes are also reviewed. The Community may leave information related to the 
uploaded documents or the indicators for the standard in the ‘Additional Comments for Assessor’ comment box. If the community has implemented any innovative 
strategies or solutions related to the standard, they may share information regarding their innovation in the ‘Innovative Strategies’ comment box. 

As you review the document and determine 
if the indicators are being met, fill out the 
written documentation section 
appropriately. 

If the document does indicate that an 
indicator is being met, answer ‘Yes’. If the 
document does not indicate that an 
indicator is being met, answer ‘No’.

Note: your responses will automatically be 
saved as you work through the form. To exit 
out of a form, navigate to the top of the 
page and click on ‘X’. Important: (1) Please 
do not click on          in your browser as this 
will not save the work you have completed 
thus far. 
(2) If the portal detects inactivity for more 
than 10 minutes, you will automatically be 
signed out. 
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Step 4: Complete written documentation component of SoA

TIP: Use the split screen functionality when completing the written 
documentation component to easily review the document and fill out 
the forms. 
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Step 5: Determine next steps

Once the written documentation component of the assessment is completed (i.e. all documents have been reviewed and all written documentation 
sections in the forms are filled out), determine if the Community has met the standards for this component. 

If it is deemed that a community has met or exceptionally met the standards for the written documentation, Accept the site visit request. This 
indicates that the community has met the required standards outlined in the written documentation portion of the assessment. This now signals that 
the community is ready to have a site visit. The Community will be notified when the site visit request has been accepted. The status on the site visit 
card will also be updated to Accepted. 

If the community has not met the required standards outlined in the written documentation portion of the assessment, Decline the site visit request. 
This indicates that the community has not met the required standards. The Community will receive an email notification regarding the declination. 
The status on their site visit card will also be updated to Declined. They will now need to contact BCSLA to discuss next steps. A reassessment will 
be required. Once the Community is ready for a reassessment, they will send another site visit request to restart the process.  
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Step 5: Determine next steps

TIP: As you work on an assessment, you can share any important context or notes with BCSLA using 
the Site Visits notes section within the site visit card. 

Your note will automatically be saved. In order to publish the note to the Assessor, click on Submit note. 
Important: The notes inputted in this section can only be viewed by BCSLA and yourself. The 
Community will not see these notes. If there are any comments or information you would like the 
Community to know, please use the chat window. 
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Step 6: Schedule site visit

After you have accepted the site visit request, you can schedule a date and time for the site visit. The 
visual verification will be completed during this visit. To schedule a date and time, click on the pencil 
icon under Scheduled Date and Time. 

Select Set a date and time now and click on Confirm. 

The Retirement Community will be notified. Use the chat pane to talk to the Community about the site 
visit, as needed. 
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Step 7: Complete visual verification

On the day of the scheduled site visit, arrive at the Community to complete a 
visual verification to confirm the visual standards that are outlined in the SoA 
assessment forms are being met. To complete this activity, a comprehensive tour 
of the community will be provided. You will also need to review 3 resident files 
and 3-5 personnel files as part of the visual verification component. Important: 
Please ensure the community has uploaded the signed consent forms to the 
chat pane prior to the site visit. BCSLA will have supplied the consent forms to 
the communities. 

As you walk through the Community, make note of the visual standards that are 
outlined in the seal. If you are using a tablet and the Community has a Wifi 
connection, feel free to fill out the visual verification components in the forms as 
you walk through the Community. Alternatively, you can also use a checklist as 
you walk through the building. If this method is followed, please ensure your 
observations are transcribed to the SoA forms in the portal after the visit. 

Once the visual verification has been completed, converse with an Executive 
Director/Manager. Provide an opportunity to the Executive Director/Manager to 
elaborate on how the community meets the standards of the seal. This will also 
be an opportunity for the community to share any interesting information or 
context behind the standards that are outlined in the seal. 
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Step 8: Finish filling out SoA assessment forms

After the site visit has been completed, finish filling out the SoA assessment forms on the portal. To continue working on a form, click on 
the pencil icon beside each form. The forms can be accessed in the Forms section of the site visit card for the Retirement Community. 
Ensure you assign an overall rating for each standard. Determine the most appropriate rating based on the results of the written 
documentation and visual verification components. Also make sure to take into consideration the comments that the community has left 
in the ‘instructions for home’ section. 

If there are any gaps identified, make sure to indicate that an action plan is required and add any comments/feedback you would like to 
share with the Community. Click Complete at the end of each form when you are finished filling out all the questions and fields. 
Important: Only click on Complete when the form is finished. 

Please feel free to leave any comments/notes for BCSLA in the Site Visits note section, as needed. 
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Step 9: Determine SoA rating

After the forms have been completed, determine what overall rating the 
Community should receive on their seal. The results of the assessment 
should be shared via the chat pane with the Community. There are 
different steps that will occur depending on the SoA assessment result:

● Standards met/Exceptionally met: If it is determined that the 
community has met or exceptionally met the required standards, 
BCSLA will then have an interview with the Community. BCSLA 
will communicate with the Community through the portal to 
secure a date and time for the interview. The interview will be the 
final component of the assessment. 

○ Next steps: When a Community is ready for an interview, 
please leave a note for BCSLA in the Site Visits note 
section and also send an email to info@bcsla.ca to notify 
them that a Community is ready for the interview process. 

Note: 
See slide 23 for next steps related to partially meeting standards.
See slide 24 for next steps related to not meeting standards.

mailto:info@bcsla.ca
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Step 9: Determine SoA rating

After the forms have been completed, determine what overall rating the Community should 
receive on their seal. The results of the assessment should be shared via the chat pane with 
the Community. There are different steps that will occur depending on the SoA assessment 
result:

● Standards partially met:  If it is determined that the Community has partially met the 
required standards, compile feedback into a Word document and send it to the 
Community via the chat pane. Request that they create and implement an action 
plan outlining the steps that will be taken to meet the standards for the SoA. This 
must be completed prior to earning their SoA. The Action Plan should be shared with 
you using the chat pane. If any updated documents/proof of completion documents 
have been created as part of the action plan, the Community will upload those 
documents to the according standard in the form. 

Review the action plan and proof of completion documents and update the assessment 
form(s) accordingly. Ensure you click ‘Complete’ when the forms have been updated. 
Determine the Community’s result and notify the Community of next steps. If it is determined 
that they have met the standards, they will move forward to the interview component. If they 
still have partially met the standards, the Community will need to create and implement 
another action plan and go through the same steps outlined above until it is deemed that 
they have met the required standards. 

Hello. Thank you for completing your 
SoA assessment. Your community has 
received the following rating: standards 
partially met. Please see feedback 
below. As a next step, create and 
implement an action plan and provide 
proof of completion documents.
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Step 9: Determine SoA rating
After the forms have been completed, determine what overall rating the Community should 
receive on their seal. The results of the assessment should be shared via the chat pane with 
the Community. There are different steps that will occur depending on the SoA assessment 
result:

● Standards not met:  If it is determined that the Community has not met the required 
standards, compile feedback into a Word document and send it to the Community via 
the chat pane. Request that they create and implement an action plan outlining the 
steps that will be taken to meet the standards for the SoA. This must be completed 
prior to earning your SoA. The Action Plan should be shared with you using the chat 
pane. If any updated documents/proof of completion documents have been created 
as part of the action plan, the Community will upload those documents to the 
according standard in the form.

NOTE: Due to the standards not being met, an additional reassessment fee will need to be 
paid by the Community. The Community will contact BCSLA for more information. A 
reassessment fee is not needed if standards are partially met. Please ensure you leave a note 
for BCSLA in the Site Visits note section.

Review the action plan and proof of completion documents and update the assessment 
accordingly. Ensure you click ‘Complete’ when the forms have been updated. Determine their 
result and notify the Community of next steps. If it is determined that they have met the 
standards, they will move forward to the interview component. If they have partially met or 
not met the standards, the Community will need to create and implement another action plan 
(and if applicable, pay a reassessment fee if standards are not met) and go through the same 
steps outlined above until it is deemed that they have met the required standards.

Hello. Thank you for completing your SoA 
assessment. Your community has received 
the following rating: standards not met. Please 
see feedback below. As a next step, create 
and implement an action plan and provide 
proof of completion documents. Please also 
contact BCSLA for more information about the 
reassessment fee. 
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How to Grant Seal
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Step 1: Receive email notification from BCSLA

Once the interview component of the assessment is completed by BCSLA, BCSLA will 
send you an email notifying you that the seal can be granted for the Community. 

Log into the portal to view the Community’s site visit card. BCSLA may also leave you 
comments in the Site Visit notes section.
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Step 2: Grant Seal

Once a Retirement Community has successfully completed the SoA assessment and they have satisfied all standards, click on 
Grant Seal within the site visit page. This will change the status of the site visit to Seal Granted and will notify the Retirement 
Community. In the portal, the status of the site visit card will be updated to Seal Granted.
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Step 3: Submit comments/feedback

Submit any closing remarks (i.e. comments or feedback) to the Retirement Community. You can log your 
remarks in the For the Retirement Community section within the site visit card.

Note that you can only submit a visit summary/plan to the community after clicking Grant Seal.  

When you are ready to submit the note to the Community, click on Submit to Community. 
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SoA Process Completed!

You have now completed the SoA process for a Retirement Community! 
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Technical Support
Contact us if you are experiencing any technical issues or would like additional training support

info@bcsla.ca 
alka.modi@thinkresearch.com
erika.burns@thinkresearch.com 
laavanya.somasundaram@thinkresearch.com

Email Us 

mailto:info@bcsla.ca
mailto:alka.modi@thinkresearch.com
mailto:erika.burns@thinkresearch.com
mailto:laavanya.somasundaram@thinkresearch.com

