CERTIFIED DENTAL ASSISTANT
(CDA)
APPLICATION INSTRUCTIONS

Important Application Information

This online application takes approximately 20-30 minutes and
allows you to open a file and submit required information for
your application for certification with CDSBC. Your application
must be completed in one attempt.
Note:
• Notes in red boxes indicate important information.
• Fields with a red asterisk are mandatory fields.

1. CREATE ACCOUNT OR LOGIN
You will either need to create an account or login to your account. If you have forgotten your
password, you will need to reset it.

Click Sign In if you already
have an account
Click Create Account if you
have not created an
account with CDSBC

Click this to reset
your password

2. HOW TO CREATE AN ACCOUNT
If you have not been a registrant with CDSBC, you will need to create an account with CDSBC in
order to access the online application.
Click Create Account and select what you are applying to become (Dentist or CDA).

2. HOW TO CREATE AN ACCOUNT
(con’t)
You will then be asked if you already have a certification number with CDSBC.
Note: If you already have a certification number with CDSBC, you will be redirected to the login
page for the online application.

2. HOW TO CREATE AN ACCOUNT
(con’t)
Fill out the information. Once you have filled in all the required information, click submit.

Record your current legal name. If you have a
different name you go by, enter it as your preferred
name. If your current legal name is different from the
one in your degree/diploma and/or NDEB certificate,
you must provide a copy of legal documents
certifying your name change (i.e. marriage
certificate, vital statistic name change document,
birth certificate).

Mandatory as most of our communication is sent via
email. Your login information will also be sent via
email once your account has been created.

2. HOW TO CREATE AN ACCOUNT
(con’t)

Once you have submitted your information, an automated email with your login information will be
sent to you.

3. LOGIN:
SELECT CERTIFICATION TYPE
Select certification type. Once you have selected the certification type, a list of requirements for
certification will appear. If you meet these requirements, select I have met all of the above
requirements and click next.
Note: If you are not a BC graduate, you must complete the assessment application before you are
permitted to complete the practising application (paper forms here).

3. SELECT CERTIFICATION TYPE
(con’t)
If you are applying for practising certification:

If you are applying for temporary certification:

4. GENERAL QUESTIONS
Enter the following information noting the required fields.

Submit a photocopy of your government issued
photo identification which displays your name, date
of birth, signature and photo (ie. Driver’s license or
passport) which must be notarized along with the
Statutory Declaration document.

4. GENERAL QUESTIONS (con’t)

If you select yes, you will be required to provide
your certification number.

5. EDUCATION & NDAEB
If your degree is in another language other than English, French or Latin you must provide a
certified translation as well.
Successful completion of the NDAEB examination is required in order to be certified as a Practising
CDA with CDSBC.
Note: You will be able to upload a copy of your degree and NDAEB certificate or confirmation email
from NDAEB at the end of the application process.

If your degree is in another
language other than English,
French or Latin you must provide a
certified translation as well.

5. EDUCATION & NDAEB (con’t)
If you are applying for practising certification:

You will need upload a copy of your
certificate or confirmation letter once
you have completed the online
application.

The CPE portion of the NDAEB must be
completed if you are from a non-accredited
school.

If you are applying for temporary certification, you will need to provide the date you are taking the
NDAEB exam:

6. CRIMINAL RECORD CHECK
The CRC is a mandatory process required by law of registrants of professional regulatory bodies.
The Criminal Records Review Act ensure that people who work with or may have potential for
unsupervised access to children or vulnerable adults undergo a CRC by the Criminal Records
Review Program (CRRP). Dentists, dental therapists, and CDAs who fail to comply with the criminal
record check will not be eligible to register.
CDSBC will automatically submit CRC applications to the Ministry of Public Safety and Solicitor
General on behalf of all applicants once your notarized photo ID is received and all names have
been included in your application. If you are required to complete the Vulnerable Sector check, you
will be notified by letter from the Ministry of Public Safety and Solicitor General and it is your
responsibility to comply with this requirement as soon as possible to reduce the delay of proceeding
with your application.
Note: To ensure that your CRC is completed in a timely manner, you will need to include all names
used whether it is legal or not (e.g. maiden name, birth name, previous married name, preferred
name). In addition to this, a notarized copy of your photo ID must be submitted to CDSBC to
proceed with your CRC.

6. CRIMINAL RECORD CHECK (con’t)

Your legal name will be shown (as you
have entered it when you created your
account).
Record any former or other names you
have used or are currently using.

Make sure this is checked off to proceed.

7. APPLICATION QUESTIONS

You will be required to answer a number of questions regarding your past conduct and character.
Please ensure you answer these honestly.
If you answer “yes” to any of the questions, there will be a space provided to write an explanation.

8. OTHER JURISDICTIONS
If you have been or are currently registered/licensed in another jurisdiction or health profession
(anywhere other than B.C.), you must record the jurisdiction/organization, location and time
period.
Note: You must request original Certificate/Letter of Standing from the relevant jurisdiction to be sent directly from
that regulatory/licensing jurisdiction to CDSBC in a sealed envelope. If the Certificate/Letter cannot be sent
directly to CDSBC they must be received by CDSBC in the original sealed envelope. The Certificate/Letter are
valid for up to 30 days from the date that it was signed. If applicant does not have their registration/certification
process completed within the 30 days, a new Certificate/Letter may be required.

9. STATUTORY DECLARATION
Print and complete the Statutory Declaration.
Note: You will be given an application ID number at the completion of your online application.
Please record this number as you will be required to reference the number in the Statutory
Declaration (first point on page 2 of Declaration).

Download this document (3 pages total),
complete and notarize it along with a
photocopy of your government issued
photo ID.

10. PAYMENT

Required fees are broken into two separate payments.
You will pay the application fee and the CRC fee once you have completed the application forms.
Note: The application and Criminal Record Check (CRC) fees are non-refundable.
Applications will not be finalized until all payments are received.
CDSBC staff will review your application and once all required documents are collected, an email
will be sent to you to indicate that you can log into your online account to pay the certification fee.
Once the payment has been processed you will be sent an email within two business days
confirming that your status has been changed from “applicant” to Practising CDA or Temporary
CDA. You must wait for receipt of this email before you can begin to practise.

10. PAYMENT (con’t)

Fees are subject
to change each
fiscal year

11. APPLICATION STATUS
You are required to upload certain documents (dental degree, NDAEB certificate, name change
documents, etc.). You will be able to upload electronic copies of your documents after you have
submitted your payment of the application and criminal record check fees. Once you arrive at the
payment receipt web page, you can click on View Application Status to view the status of your
application and see which documents are still outstanding for your application.

Click here to upload documents for your
application.

12. UPLOAD DOCUMENTS
Upload documents and check which requirements have been met and which ones are still
outstanding.
Note: Once the payment has been processed you will be sent an email within two business days
confirming that your status has been changed from “applicant” to Practising CDA or Temporary
CDA.
You must wait for receipt of this email before you can begin to practise.

Once we receive all requirements of the
application (all requirements will have a
green check mark next to it), an email
will be sent to you to indicate that you
can log into your online account to pay
the certification fee.

Upload your degree/diploma, NDAEB
certificate or confirmation letter, name
change document (if applicable), and
other required documents here and
ensure that the documents are legible.
You will be able to preview your
uploaded document.

