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Introduction  

The College of Pharmacists of British Columbia protects public health by licensing and 
regulating pharmacists and pharmacy technicians and the pharmacies where they practice. It 
receives its authority from - and is responsible for administering - provincial pharmacy 
legislation in BC. The College is responsible for making sure every pharmacist and pharmacy 
technician in BC is fully qualified and able to provide the public with safe and ethical pharmacy 
care. 
 
As the licensing body for all pharmacies in the province, the College regulates the ownership 
and operation of BC pharmacies in accordance with the Pharmacy Operation and Drug 
Scheduling Act (PODSA ƻǊ άǘƘŜ !Ŏǘέ), the Health Professions Act (HPA), and the bylaws of the 
College under these Acts.   
 
This licensure guide is intended to help you understand the process and requirements 
associated with applying for a new pharmacy licence, renewing an existing pharmacy licence, 
ƳŀƪƛƴƎ ŎƘŀƴƎŜǎ ǘƻ ŀ ǇƘŀǊƳŀŎȅΩǎ ƭƛŎŜƴǎǳǊŜ ƛƴŦƻǊƳŀǘƛƻƴΣ ŀƴŘ ŎƭƻǎƛƴƎ ŀ ƭƛŎŜƴǎŜŘ ǇƘŀǊƳŀŎȅΦ ¢ƘŜ 
information included in the guide is intended to generally apply to all licence types and 
ownership structures. Pharmacies will need apply the guidance provided based on their 
individual licence type and ownership structure.  
 
The information in the licensure guide is not intended, and should not be construed, as legal or 
professional advice or opinion. 
 
Those with questions pertaining to ownership structure are advised to seek legal or 
professional advice based on their particular circumstances.  The College does not provide legal 
advice or opinions. 
 

  

http://www.bcpharmacists.org/library/6_Resources/6-1_Provincial_Legislation/5241-PODSA_Unofficial_Act_2018-04-03.pdf
http://www.bcpharmacists.org/library/6_Resources/6-1_Provincial_Legislation/5241-PODSA_Unofficial_Act_2018-04-03.pdf
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96183_01
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The Licensure Department  

The Licensure Department is responsible for processing all pharmacy-related applications, 
including those for new pharmacy licences, pharmacy licence renewal/reinstatement, changes 
to licensure information and closing a pharmacy.  The Licensure Department is also responsible 
for processing the Proof of Eligibility submissions/results from owners and managers for 
pharmacy licensure purposes.  Contact the Licensure Department for any questions related to 
pharmacy licensure. 
 
Office Address: 200-1765 West 8th Avenue, Vancouver BC, V6J 5C6 
 
Office Hours:   Monday to Friday 830am to 430pm (except Statutory holiday) 
   Note that the College office is closed in the last week of December. 
 
Office Tel Number: 604-733-2440 or 800-663-1940 
   Leave a message in the licensure voice mail box.  Due to high volumes of  
   calls on a daily basis, your call will be returned in the order it was   
   received.  All calls will be returned within 3 business days. 

 
Your application will be processed in accordance with the processing time 
stated in this document.  You will be contacted if further documents are 
required or when your application is complete/can be moved to the next 
phase.   

 
Office Fax Number: 604-733-2493 or 800-377-8129 
 
Licensure Email* : licensure@bcpharmacists.org   
 
*preferred method of communication and receiving applications/documents, especially when it 
contains personal or sensitive information. 
 

Other Departments 

For pharmacist- or pharmacy technician- related applications including renewals, contact the 

Registration Department at registration@bcpharmacists.org. 

For questions related to day-to-day pharmacy practice, contact the Practice Support 

Department at practicesupport@bcpharmacists.org.   

For all other departments, refer to this webpage for more information: 

http://www.bcpharmacists.org/contact-us   

mailto:licensure@bcpharmacists.org
mailto:registration@bcpharmacists.org
mailto:practicesupport@bcpharmacists.org
http://www.bcpharmacists.org/contact-us
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Types of Pharmacy Licences  

A pharmacy is defined as the area of a premises licensed under PODSA where drugs or devices 
may be stored, or dispensed or sold to the public.   
 
The College issues four types of pharmacy licences, each of which has different criteria and 
serves different needs.   
 

¶ A Community Pharmacy Licence is issued to a pharmacy that is licensed to sell or 

dispense drugs to the public.  In addition to the PODSA and HPA bylaws, this type of 

pharmacy and the registrants at this practice setting are subject to the Standards of 

Practice: HPA Bylaw Schedule F Part 1 ς Community Pharmacy Standards of Practice 

and, if applicable, HPA Bylaw Schedule F Part 3 ς Residential Care Facilities and Homes 

Standards of Practice.  

¶ A Hospital Pharmacy Licence is issued to a pharmacy that is licensed to operate in or for 

a hospital, providing pharmacy services to patients who are admitted to the hospital.  

This type of pharmacy may also provide pharmacy services to outpatients in addition to 

inpatients.  In addition to the PODSA and HPA bylaws, this type of pharmacy and the 

registrants at this practice setting are subject to the Standards of Practice: HPA Bylaw 

Schedule F Part 2 ς Hospital Pharmacy Standards of Practice and, if applicable, HPA 

Bylaw Schedule F Part 3 ς Residential Care Facilities and Homes Standards of Practice. 

¶ A Pharmacy Education Site Licence is issued to a pharmacy that is licensed for the 

purpose of pharmacy education and where pharmacy services are not provided to any 

person. The site may only store Schedule I, II and III drugs, but not controlled drug 

substances. 

¶ A Telepharmacy Licence is issued to a telepharmacy located in a rural and remote 

community and staffed with at least one pharmacy technician during all hours of 

telepharmacy operation and is under the direct supervision of a pharmacist at the 

central pharmacy using real-time audio-video conferencing technology.  There are 

additional requirements for a telepharmacy location.  See section 31 and 31.1 of the 

PODSA Bylaws for more information.  In addition to the PODSA and HPA bylaws, this 

type of pharmacy and the registrants at/servicing this practice are subject to the 

Standards of Practice: HPA Bylaw Schedule F Part 1 ς Community Pharmacy Standards of 

Practice and HPA Bylaw Schedule F Part 6 ς Telepharmacy Standards of Practice. 

 
In addition to the above licence types, the College also issues authorizations to hospitals that 
have an area operating as a pharmacy satellite where the provision of pharmacy services is 
dependent upon support and administrative services from a licensed hospital pharmacy. 

  

http://library.bcpharmacists.org/6_Resources/6-1_Provincial_Legislation/5078-HPA_Bylaws_Community.pdf
http://library.bcpharmacists.org/6_Resources/6-1_Provincial_Legislation/5080-HPA_Bylaws_Residential_Care.pdf
http://library.bcpharmacists.org/6_Resources/6-1_Provincial_Legislation/5080-HPA_Bylaws_Residential_Care.pdf
http://library.bcpharmacists.org/6_Resources/6-1_Provincial_Legislation/5079-HPA_Bylaws_Hospital.pdf
http://library.bcpharmacists.org/6_Resources/6-1_Provincial_Legislation/5079-HPA_Bylaws_Hospital.pdf
http://library.bcpharmacists.org/6_Resources/6-1_Provincial_Legislation/5080-HPA_Bylaws_Residential_Care.pdf
http://library.bcpharmacists.org/6_Resources/6-1_Provincial_Legislation/5080-HPA_Bylaws_Residential_Care.pdf
http://library.bcpharmacists.org/6_Resources/6-1_Provincial_Legislation/5082-PODSA_Bylaws.pdf
http://library.bcpharmacists.org/6_Resources/6-1_Provincial_Legislation/5078-HPA_Bylaws_Community.pdf
http://library.bcpharmacists.org/6_Resources/6-1_Provincial_Legislation/5078-HPA_Bylaws_Community.pdf
http://library.bcpharmacists.org/6_Resources/6-1_Provincial_Legislation/5212-HPA_Bylaws_Telepharmacy.pdf
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Licensure Fees and Payment Methods  

All licensure fees can be found in the PODSA Bylaw Schedule A ς Fee Schedule.  

The only accepted methods of payment are Visa, Mastercard or corporate cheque.  Personal 
cheques are not accepted.   
 
A pharmacy licensure application is not complete until payment is received by the College. 

If payment is received in the form of a cheque, the application will not be considered complete 

until the College has processed the cheque. Note that $125 + GST will be charged for a NSF 

cheque.  

All College fees are non-refundable.  

 

  

http://library.bcpharmacists.org/6_Resources/6-1_Provincial_Legislation/1025-CPBC_Fee_Schedule_PODSA.pdf
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Ownership of a Pharmacy  

Anyone with an ownership interest in a pharmacy is considered an owner.  Other than 
pharmacists, anyone authorized by an enactment to prescribe drugs is not allowed to own a 
pharmacy.   

Types of Pharmacy Ownership 

¸ƻǳǊ ǇƘŀǊƳŀŎȅΩǎ ƻǿƴŜǊǎƘƛǇ ǎǘǊǳŎǘǳǊŜ determines what information is required as part of the 
pharmacy licensing process. It is important for owners to be able to identify their ownership 
type to ensure they meet the necessary requirements for opening a new pharmacy, renewing 
their pharmacy licence, reporting changes to licensure information, or closing a pharmacy. 
 
The Act defines the types of pharmacy ownership allowed in BC, and distinguishes between 
direct owners and indirect owners.  Direct owners are the holders of the pharmacy licence. 
They can be individuals or legal entities: 
 

Individuals Entities 

¶ A pharmacist (i.e. sole proprietor); or 

¶ A partnership of pharmacists. 

 

¶ a corporation incorporated under the 

Company Act or the Business 

Corporations Act in which the majority of 

the directors in the corporation are 

pharmacists; 

¶ a partnership of corporations in which 

each corporation is incorporated under 

the Company Act or the Business 

Corporations Act and a majority of the 

directors in each corporation are 

pharmacists; 

¶ a hospital as defined in the Hospital Act; 

¶ an association incorporated under the 

Cooperative Association Act; 

¶ a society as defined in the Societies Act; 

¶ a university as defined in the University 

Act; 

¶ the Thompson Rivers University; 

¶ the City of Vancouver or a municipality; 

or 

¶ the government. 
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Figure 1. Types of Pharmacy Ownership 

 
 

(Download άTypes of Pharmacy Ownershipέ Diagram) 
 

Sole Proprietorship as an Owner 

In a sole proprietorship, one person owns and operates the business. Under PODSA, this person 

must be a registered pharmacist and is considered the "direct owner" of the pharmacy. 

Partnership as an Owner 

In a partnership, the business is owned by two or more partners. There are several types of 

partnerships, including the following:  

¶ General Partnership ς When partners manage the business and assume responsibility 

ŦƻǊ ǘƘŜ ǇŀǊǘƴŜǊǎƘƛǇΩǎ ŘŜōǘǎ ŀƴŘ ƻǘƘŜǊ ƻōƭƛƎŀǘƛƻƴǎΦ  

¶ Limited partnership ς When the business has both general and limited partners. The 

general partners own and operate the business and assume liability for the partnership, 

while the limited partners serve only as investors with no control over the business and 

who are not subject to the same liability as the general partners. Like sole proprietors, 

ƎŜƴŜǊŀƭ ǇŀǊǘƴŜǊǎ ŀǊŜ ǇŜǊǎƻƴŀƭƭȅ ƭƛŀōƭŜ ŦƻǊ ǘƘŜ ǇŀǊǘƴŜǊǎƘƛǇΩǎ debts and obligations.  

Under PODSA, all partners (if they are all individuals), regardless of type, must be pharmacists 

ŀƴŘ ŜŀŎƘ ǇŀǊǘƴŜǊ ƛǎ ǘƘŜ άŘƛǊŜŎǘ ƻǿƴŜǊέ ƻŦ ǘƘŜ ǇƘŀǊƳŀŎȅΦ 

For partnership of corporations, see the next section on corporations.  

http://www.bcpharmacists.org/library/8_multimedia/PODSA_Ownership_Models.jpg
http://www.bcpharmacists.org/library/8_multimedia/PODSA_Ownership_Models.jpg
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Corporation(s) as an Owner 

While there are different types of ownership, the majority of pharmacies fall under 
άŎƻǊǇƻǊŀǘƛƻƴΦέ A corporation is an independent legal entity. Corporations that are direct 
owners must be incorporated in British Columbia (with a BC Incorporation Number issued by BC 
Registry Services). Corporations that are registered in BC (and have been issued a BC 
Registration Number), but are incorporated federally or extraprovincially cannot be direct 
owners.  
 
A ŎƻǊǇƻǊŀǘƛƻƴΩǎ ǎǘǊǳŎǘǳǊŜ Ŏƻƴǎists of 3 main groups: directors, officers and shareholders. In 
PODSA, these groups are defined ŀǎ άLƴŘƛǊŜŎǘ hǿƴŜǊǎέ depending on the type of corporations. 
 

Directors 
A Director refers to a member of the Board of Directors of a corporation. A member of the 
organization with the Ƨƻō ǘƛǘƭŜ ŎƻƴǘŀƛƴƛƴƎ ǘƘŜ ǿƻǊŘ ά5ƛǊŜŎǘƻǊΣέ όŜΦƎΦ 5ƛǊŜŎǘƻǊ ƻŦ hǇŜǊŀǘƛƻƴǎ or 
District Operations Manager) is not necessarily considered a Director under PODSA.  
 
Directors can be found in the Notice of Articles or BC Company Summary issued by BC Registry 
Services. If there are changes to the directors of the corporation, the new directors would be 
listed in the Notice of Change of Directors or the most recent BC Company Summary. 
 
The Act requires that the majority of the Directors of a corporation that is a direct owner of a 
pharmacy, be either full or non-practising ǇƘŀǊƳŀŎƛǎǘǎ ǊŜƎƛǎǘŜǊŜŘ ǿƛǘƘ ǘƘŜ /ƻƭƭŜƎŜΦ άaŀƧƻǊƛǘȅέ ƛƴ 
this case refers to the number of pharmacists, not the number of shares owned by individual 
directors. For example, if a corporation has 3 Directors on its Board, two of them must be 
registered pharmacists in BC, even if the non-pharmacist Director has a 51% share. If a 
corporation has 2 directors, both of them must be registered pharmacists in BC because 50% 
does not constitute a majority.  
 

Officers 
The Officers of a corporation are listed in the Notice of Articles or the most recent BC Company 
Summary issued by BC Registry Services.  
 

Shareholders 
Shareholders of a non-publicly traded company incorporated in BC are considered indirect 
owners.   
 
Shareholders are identified in the Central Securities Register of the corporation. Every 
corporation is required by the BC Business Corporations Act to maintain a complete and current 
shareholder register with the following information:  
 

¶ All shares issued by a company  

¶ Name and last known address of each shareholder and;  

¶ Number, class and any series of any shares owned by that shareholder  

 

https://www2.gov.bc.ca/gov/content/governments/organizational-structure/ministries-organizations/ministries/citizens-services/bc-registries-online-services
https://www2.gov.bc.ca/gov/content/governments/organizational-structure/ministries-organizations/ministries/citizens-services/bc-registries-online-services
https://www2.gov.bc.ca/gov/content/governments/organizational-structure/ministries-organizations/ministries/citizens-services/bc-registries-online-services
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Shareholders can be individuals or corporations.  A corporation is an indirect owner if it is a 
shareholder of the direct owner or another indirect owner ς ǘƘŜȅ ŀǊŜ ƻŦǘŜƴ ŎŀƭƭŜŘ ŀ άǇŀǊŜƴǘ 
ŎƻƳǇŀƴȅέ ƻǊ άƘƻƭŘƛƴƎ ŎƻƳǇŀƴȅέΦ   
 
If a parent company is a non-publicly traded company incorporated in BC, their directors, 
officers and shareholders are also classified as indirect owners.   
 
Directors, officers and shareholders of a parent company that is publicly traded are not 
considered indirect owners.   
 
Non-publicly traded companies that are incorporated federally or extraprovinically are 
exempted from the requirements as an indirect owner, however, the College may request for 
additional information if needed.   
 
A trust is considered a shareholder in the form of an entity but the trustees of a trust are not 
considered indirect owners. 
 

FAQ: HOW CAN I TELL WHETHER MY CORPORATION (DIRECT AND 
INDIRECT) IS PUBLICLY TRADED OR NOT? 

A publicly traded corporation is a company that is listed on a stock exchange anywhere in the 

world.  A Canadian publicly traded corporation has the following key features: 

¶ A large number of shareholders;  

¶ Is registered with BC Securities Commission or other provincial securities regulator; 

¶ Files public securities documents and information on the System for Electronic Document 

Analysis and Retrieval (SEDAR). 

 

FAQ: HOW CAN I TELL WHETHER MY SHAREHOLDER, A CORPORATION, IS 
BC INCORPORATED OR NOT? 

All BC corporations have a BC incorporation number that can be found in their ownership 
documents (i.e. BC Certificate of Incorporation and Notice of Articles) as well as their BC Annual 
Report (or the BC Company Summary). These documents are required to be filed with the BC 
Corporate Registry each year.  A corporation that files a BC Annual Report with the BC Corporate 
Registry but does not have a BC incorporation number, is not considered a BC Corporation.  Note 
that a BC incorporation number is not the same as a BC registration number. 
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Additional Requirements for a Direct/Indirect Owner 

All direct and indirect owners must meet the eligibility criteria in order to hold a pharmacy 
licence.  Submitting a Proof of Eligibility in the form of an annual attestation and Criminal 
Record History once every 5 years is required when applying for a new pharmacy licence; 
renewing or reinstating a pharmacy licence; applying for a change of direct owner or a change 
of indirect owner.  See the Proof of Eligibility section for details and the Amendments to PODSA 
and the Transition Period section for background information. 

Responsibilities of a Direct and Indirect Owner 

The direct owner of a pharmacy is responsible for tasks related to pharmacy licensure, 
including:  
 

¶ Applying for a new pharmacy licence; 

¶ Renewing or reinstating a pharmacy licence; and/or 

¶ Notifying the College of changes to previously submitted licensure information.   

 
The authorized representative(s) of the direct owner will be responsible for performing these 
activities. Refer to the section in this licensure guide that applies to your application, licence 
and/or ownership type for information and/or document(s) required for submission by the 
direct owner. 
 
Regardless of ownership type, all pharmacy owners must comply with all applicable duties 
under the most current Pharmacy Operations and Drug Scheduling Act and Health Professions 
Act, their regulations, and College bylaws and policies pursuant to these Acts.  Specific 
responsibilities of a direct and indirect owner are set out in section 18 of the PODSA Bylaws.   

Authorized Representatives 

Authorized representatives are classified based on their roles in relation to the direct owner. 
 

Type of Direct Owner Authorized Representative(s) 

Sole Proprietor Sole proprietor (pharmacist) 

Partnership of Pharmacists Any partners (pharmacist) in the partnership 

Corporation Any director(s) 

Partnership of Corporations Any director(s) of each corporation in the 
partnership; 

Others (e.g. Hospital, University, 
Society, Association) 

Assigned authorized representative(s) 

 
Should a sole authorized representative be on leave temporarily, he/she may authorize an 
individual in writing, generally through Power of Attorney, to represent or act on the direct 
ƻǿƴŜǊΩǎ ōŜƘŀƭŦ ƛƴ ǇǊƛǾŀǘŜ ŀŦŦŀƛǊǎΣ ōǳǎƛƴŜǎǎ, or other legal matters.  This individual will have the 
same permissions as the authorized representative for submitting licensure requirements and 
applications upon receipt of Power of Attorney by the College. 

http://www.bcpharmacists.org/library/6_Resources/6-1_Provincial_Legislation/5241-PODSA_Unofficial_Act_2018-04-03.pdf
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96183_01
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96183_01
http://www.bcpharmacists.org/acts-and-bylaws
http://library.bcpharmacists.org/6_Resources/6-1_Provincial_Legislation/5082-PODSA_Bylaws.pdf
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The authorized representative(s) of your pharmacy(ies) can be found on the Profile Page of 
your pharmacy under the Pharmacy Portal on eServices.   
 
All authorized representatives of a pharmacy must always keep their contact information on 
eServices up-to-date.  They must not unsubscribe from the /ƻƭƭŜƎŜΩǎ email list as it is the 
/ƻƭƭŜƎŜΩǎ ǇǊƛƳŀǊȅ ƳŜǘƘƻŘ ƻŦ ŎƻƳƳǳƴƛŎŀǘƛƻƴ. 
 
 
Figure 2. Who are the Direct Owners, Indirect Owners and Authorized Representatives of a Pharmacy? 

 

(Download άWho are the Direct Owners, Indirect Owners and Authorized Representatives of a 
Pharmacyέ Diagram) 

 

  

http://www.bcpharmacists.org/library/3_Registration_Licensure/PODSA-Relationship-and-Permission.jpg
http://www.bcpharmacists.org/library/3_Registration_Licensure/PODSA-Relationship-and-Permission.jpg
http://www.bcpharmacists.org/library/3_Registration_Licensure/PODSA-Relationship-and-Permission.jpg
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Management of a Pharmacy  

¢ƘŜ !Ŏǘ ŘŜŦƛƴŜǎ ŀ άƳŀƴŀƎŜǊέ ŀǎ άŀ ǇƘŀǊƳŀŎƛǎǘ ǿƘƻ ƛǎ ŘŜǎƛƎƴŀǘŜŘ ƛƴ ŀ ǇƘŀǊƳŀŎȅ ƭƛŎŜƴŎŜ ŀǎ 
ƳŀƴŀƎŜǊ ƻŦ ŀ ǇƘŀǊƳŀŎȅέ.  A manager must meet all the eligibility criteria provided in the Act.  
Proof of Eligibility in the form of an annual attestation, and a Criminal Record History once 
every 5 years is required when applying for a new pharmacy licence; renewing or reinstating a 
pharmacy licence; or applying to be a manager.  See the Proof of Eligibility section for details 
and the Amendments to PODSA and the Transition Period section for background information. 

Responsibilities of a Manager 

The pharmacy manager is responsible for the actual management and operation of the 
pharmacy, as well as reporting changes to the pharmacyΩǎ operational information, such as 
hours of operations, pharmacy staff roster and types of pharmacy services provided. 
 
The manager must comply with all applicable duties under the most current Pharmacy 
Operations and Drug Scheduling Act and Health Professions Act, their regulations, and the 
College bylaws and policies pursuant to these Acts.   Specific responsibilities of a manager are 
set out in sections 18 and 24 and/or 29 of the PODSA Bylaws.  It is the managerΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ 
to read, understand, and be familiar with federal and provincial legislation governing pharmacy 
practice before beginning their role, as well as during the time they hold the position as a 
pharmacy manager. 
 
Pursuant to section 54 of the Health Professions Act Bylaws, a registrant must notify the 
registrar of any changes to their employment information, including changes of employer 
and/or position.  To report a change, log onto your eServices account and update your 
employmŜƴǘ ƛƴŦƻǊƳŀǘƛƻƴ ǳƴŘŜǊ ǘƘŜ άaȅ tǊƻŦƛƭŜέ ǘŀōΦ  
 

  

http://www.bcpharmacists.org/library/6_Resources/6-1_Provincial_Legislation/5241-PODSA_Unofficial_Act_2018-04-03.pdf
http://www.bcpharmacists.org/library/6_Resources/6-1_Provincial_Legislation/5241-PODSA_Unofficial_Act_2018-04-03.pdf
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96183_01
http://www.bcpharmacists.org/acts-and-bylaws
http://www.bcpharmacists.org/acts-and-bylaws
http://library.bcpharmacists.org/6_Resources/6-1_Provincial_Legislation/5082-PODSA_Bylaws.pdf
http://eservices.bcpharmacists.org/web/CPBC
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Proof of Eligibility  (POE)  

Direct owners, indirect owners and managers must meet specific eligibility criteria provided in 
ŀŘŘƛǘƛƻƴ ǘƻ ǊŜǉǳƛǊŜƳŜƴǘǎ ǳƴŘŜǊ ǘƘŜ /ƻƭƭŜƎŜΩǎ ōȅƭŀǿǎ ƛƴ ƻǊŘŜǊ to hold a pharmacy licence.  
 
Proof of eligibility is required from the direct owners, indirect owners and manager of a 
pharmacy who are 19 years or older when: 

¶ Applying for a new pharmacy licence; 

¶ Renewing/reinstating a pharmacy licence; or 

¶ There is a change of direct owner, indirect owner or manager1.   

 
Proof of Eligibility is to be submitted online through eServices or a paper application, depending 
on the type of pharmacy licence application.  Instructions will be provided by the College at 
specific stages in the licensure process. Note that deadline is applicable to certain types of 
pharmacy licensure applications.  Please refer to the section in this licensure guide that applies 
to your application, licence and/or ownership type for how and when Proof of Eligibility is to be 
submitted.   
 
Indirect owners who are under 19 years old are exempted from submitting Proof of Eligibility 
upon receipt of a declaration signed by the authorized representative stating the ǇŜǊǎƻƴΩǎ ŘŀǘŜ 
of birth.  The authorized representative must inform the Licensure Department of any 
individuals who are under 19 prior to submitting PODSA Form 7: Indirect Owner ς Email 
Contacts either when renewing their pharmacy licence during the transition period, or when 
applying for a new pharmacy licence or change of direct owner.  
 
Proof of Eligibility is provided through: 

¶ An attestation, and 

¶ A Criminal Record History (CRH) submission. 

 
Figure 3. Proof of Eligibility Components 

 
 

                                                      
1 For a change of manager or owner, only the new direct/indirect owner(s) or manager will have to submit their 
Proof of Eligibility before the effective date of change. 

Attestation 
(Annual)

Criminal 
Record History 
(Once every 5 

years)

Proof of 
Eligibility

http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9127-Indirect_Owner_Email_Contacts.pdf
http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9127-Indirect_Owner_Email_Contacts.pdf
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Eligibility Criteria 

Pursuant to section 3 of the Act, a direct owner may not be eligible to hold a pharmacy licence, 
or may require that conditions be imposed on the pharmacy licence if any of the following has 
occurred: 
 

¶ A direct owner, indirect owner or manager is subject to a limitation imposed by the 

discipline committee that precludes him or her from being a direct owner, an indirect 

owner or a manager; 

¶ A direct owner, indirect owner or manager is or has been the subject of an order or a 

conviction for an information or billing contravention; 

¶ A direct owner, indirect owner or manager has, within the previous 6 years, been 

convicted of an offence prescribed under the Pharmaceutical Services Act for the 

purposes of section 45 (1) (a) (ii) of that Act; 

¶ A direct owner, indirect owner or manager has, within the previous 6 years, been 

convicted of an offence under the Criminal Code (Canada), other than an offence to 

which the above paragraph applies; 

¶ A direct owner, indirect owner or manager has, within the previous 6 years, had a 

judgment entered against him or her in a court proceeding related to commercial or 

business activities that occurred in relation to the provision of (i) drugs or devices, or (ii) 

substances or related services within the meaning of the Pharmaceutical Services Act; 

¶ A direct owner, indirect owner or manager has, within the previous 6 years, had his or 

her registration with one of the following bodies suspended or cancelled: 

o the College of Pharmacists of British Columbia; 

o a body, in another province or in a foreign jurisdiction, that regulates the 

practice of pharmacy in that other province or foreign jurisdiction; 

¶ A direct owner, indirect owner or manager has, within the previous 6 years, had limits or 

conditions imposed on his or her practice of pharmacy as a result of disciplinary action 

taken by a body referred to in the above paragraph.  

 
If a direct owner, indirect owner or manager does not meet any of the above eligibility criteria, 
the pharmacy application will be referred to the Application Committee for review.  Refer to 
the Application Committee section for more information. 
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Who Needs to Submit Proof of Eligibility 

The individuals required to submit their Proof of Eligibility is dependent on the ownership 
structure of the pharmacy.  
 

OWNERSHIP STRUCTURE (DIRECT OWNER) INDIVIDUALS REQUIRED TO SUBMIT POE * 

Sole Proprietorship  Manager 
Sole pharmacist owner of business (sole 
proprietor)  

Partnership  Manager 
Each pharmacist (partner) in the partnership 

Corporations (Publicly Traded)  Manager 
Each director  
Each officer  

Corporations (Non-Publicly Traded)  Manager 
Each director  
Each officer  
Each shareholder 

¶ If the shareholder is a BC incorporated, non-

publicly traded corporation rather than a 

person, Proof of Eligibility will also be 

required from each director, officer and 

shareholder. 

Hospital/Health Authority  Manager 

University Manager 

Association Manager 

Society Manager 

Government Manager 

 
* If an individual has more than one role in a given pharmacy (e.g. indirect owner as well as the 

manager of the pharmacy), they will only need to submit their Proof of Eligibility once 

for that pharmacy.  

If a corporation owns more than one pharmacy, the applicable individuals will only need to 

submit Proof of Eligibility once for any pharmacies with renewal dates in the same month; or 

for changes that apply to multiple pharmacies. However, corporations that own multiple 

pharmacies with renewal dates in different months, are required to complete their Proof of 

Eligibility once for each pharmacy at the time their renewal is due.  

Note that the directors, officers and shareholders of a parent company (i.e. shareholders of the 

direct owner or an indirect owner) that is publicly traded are not considered indirect owners 

under PODSA.  Trustees are also not considered indirect owners under PODSA.  Directors, 

officers and shareholders in a non-publicly traded company that is incorporated either federally 



College of Pharmacists of British Columbia Pharmacy Licensure Guide (2018) 

5237-Pharmacy-Licensure-Guide v2018.3 (Posted 2018-04-13)  Page 17 

or extraprovincially are currently exempted from the requirements of an indirect owner.  As 

such, these individuals are not required to submit their Proof of Eligibility. 

Figure 4 Who Needs to Submit Proof of Eligibility? 

 
 

(Download Who Needs to Submit Proof of Eligibility Diagram) 
 

FAQ: WHAT HAPPENS IF I REFUSE TO COMPLETE, OR DO NOT SUBMIT MY 

ATTESTATION AND/OR CRH? 

Your pharmacy application (new/renewal/reinstatement, whichever applies) will be considered 

incomplete and your pharmacy licence will not be issued/renewed/reinstated. 

 
  

http://www.bcpharmacists.org/library/3_Registration_Licensure/PODSA-Relationship-and-Permission.jpg
http://www.bcpharmacists.org/library/3_Registration_Licensure/PODSA-Relationship-and-Permission.jpg
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Attestation 

Attestation must be submitted by: 

¶ All applicable individuals when applying for a new pharmacy licence or a change of 

direct owner;   

¶ All applicable individuals when applying for their subsequent pharmacy licence renewal 

every year;  

¶ All applicable individuals when applying for pharmacy licence reinstatement; and 

¶ Each new indirect owner or new manager when a change of indirect owner or manager 

occurs. 

 
Attestation can be completed using the electronic form on eServices or the paper version of 
PODSA Form 5: Manager/Direct Owner/Indirect Owner ς Proof of Eligibility, depending on the 
type of pharmacy licence application (refer to the section in this licensure guide that applies to 
your application and/or ownership type for more information).  If attestation is to be 
completed electronically, you will receive an email with instructions from the College notifying 
you that the ownership information submitted by the direct owner has been received and 
validated, and that you may now start completing your Proof of Eligibility through your 
personal eServices account on the College website.  If you are not listed with the College, you 
will also receive a separate email with your login information. 
 
If you are an indirect owner who is not listed with the College, you will also need to provide 
your contact information, including your mailing address, phone number and fax number, if 
applicable and you will need to provide the ID number associated with one of the following 
government issued IDΩǎ to confirm your identity:  
 

1. Canadian citizenship card/certificate, 

2. Passport (include the country if issued outside Canada), 

3. /ŀƴŀŘƛŀƴ ŘǊƛǾŜǊΩǎ ƭƛŎŜƴŎŜ όƛƴŎƭǳŘŜ ǇǊƻǾƛƴŎŜ ƛŦ ƻǳǘǎƛŘŜ ./ύΣ ƻǊ 

4. BC identification card. 

 
If you are a pharmacist or pharmacy technician registered outside BC (i.e. another province or 
foreign jurisdiction), you will be required to provide the name of the province/jurisdiction in 
which you are registered, and your licence/registration/certificate number.  See section 2 and 
section 3 of PODSA Form 5: Manager/Direct Owner/Indirect Owner ς Proof of Eligibility for 
more information. 
 
Attestation details can be found in sections 3, 4 and 5 of PODSA Form 5: Manager/Direct 
Owner/Indirect Owner ς Proof of Eligibility.  All direct owners, indirect owners, and managers 
must attest to the following statements: 

¶ That they are not authorized by an enactment to prescribe drugs; 

¶ ¢Ƙŀǘ ǘƘŜȅ ƘŀǾŜ ƴŜǾŜǊ ōŜŜƴ ǎǳōƧŜŎǘ ǘƻ ŀ ƭƛƳƛǘŀǘƛƻƴ ƛƳǇƻǎŜŘ ōȅ ǘƘŜ /ƻƭƭŜƎŜΩǎ ŘƛǎŎƛǇƭƛƴŜ 

committee that precludes them from being a direct owner, an indirect owner, or a 

manager; 

http://eservices.bcpharmacists.org/web/CPBC
http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9125-Mgr_Direct_Indirect_Owner_Proof_of_Eligibility.pdf
http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9125-Mgr_Direct_Indirect_Owner_Proof_of_Eligibility.pdf
http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9125-Mgr_Direct_Indirect_Owner_Proof_of_Eligibility.pdf
http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9125-Mgr_Direct_Indirect_Owner_Proof_of_Eligibility.pdf
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¶ That they have never been the subject of an order or a conviction for an information or 

billing contravention; 

¶ That they have not, within the past 6 years, been convicted of an offence prescribed 

under section 45 (1) (a) (ii) of the Pharmaceutical Services Act; 

¶ That they have not, within the past 6 years, been convicted of an offence under the 

Criminal Code (Canada); 

¶ That they have not, within the past 6 years, had a judgment entered against them in a 

court proceeding related to commercial or business activities that occurred in relation 

to the provision of drugs or devices, or substances or related services (within the 

meaning of the Pharmaceutical Services Act). 

 
In addition, managers, direct owners and indirect owners that are also registered pharmacists 
or pharmacy technicians must make the following attestations:  

¶ That they have not, within the past 6 years, been suspended or had their registration 

cancelled by the College, or by a body in another province or foreign jurisdiction, that 

regulates the practice of pharmacy in that other province or foreign jurisdiction.  

¶ That no limits or conditions have been imposed, within the past 6 years, on their 

practice of pharmacy as a result of disciplinary action taken by the College, or by a body, 

in another province or in a foreign jurisdiction, that regulates the practice of pharmacy 

in that other province or foreign jurisdiction.  

 
Failure to attest to any of the above will result in a review of the application by the Application 
Committee.  
 
If you are not able to attest to all of the above statements, you must complete and submit 
PODSA Form 6: Manager/Direct Owner/Indirect Owner ς Notice of Ineligibility which will be 
disclosed to the Application Committee for review.  Please note that your eligibility to own a 
pharmacy will not automatically be declined upon submission of this form.  Refer to the 
Reporting Ineligibility and the Application Committee sections for more information. 
 

FAQ: I AM A PHARMACIST AND I AM NOT ANY OTHER TYPE OF HEALTH 
PROFESSIONAL WHO CAN PRESCRIBE DRUGS.  DO I CHECK OFF THE 
STATEMENT ñI AM NOT AUTHROIZED BY AN ENACTMENT TO PRESCRIBE 
DRUGSò IN MY ATTESTATION ? 

Under the Pharmacy Operations General Regulation made pursuant to the Pharmacy Operations 
and Drug Scheduling Act, pharmacists are classified as practitioners for the purpose of prescribing 
specific drugs for emergency contraception.  However, under section 3 of the regulation, although 
a pharmacist is authorized to άprescribeέ, they can be a direct owner or an indirect owner.  
Therefore, if you are a pharmacist and not any other type of health professional who can prescribe 
drugs, you should check off the statement.  However, if you are a pharmacist and are also 
registered as any of the following, you must NOT check off the statement: physicians or surgeons; 

http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9126-Mgr_Direct_Indirect_Owner_Notice_of_Ineligibility.pdf
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dentists; podiatrists; veterinarians; midwives; nurses practicing nursing as nurse practitioners, 
registered nurses or registered psychiatric nurses; optometrists; or naturopathic physicians.   

 

FAQ: WHAT IS AN ORDER OR CONVICTION OF AN ñINFORMATION OR 
BILLING CONTRAVENTIONò? DOES THIS INCLUDE BILLING OR PAPERWORK 
ERRORS? 

The amendments to the Pharmacy Operations and Drug Scheduling Act ǎǘŀǘŜǎ ǘƘŀǘ ŀƴ άƛƴŦƻǊƳŀǘƛƻƴ 
ƻǊ ōƛƭƭƛƴƎ ŎƻƴǘǊŀǾŜƴǘƛƻƴέ has the same meaning as it does under the Pharmaceutical Services Act. 
This legislation is a responsibility of the Minister of Health and is established under PharmaCare.  If 
you are unclear about whether you have been the subject of an order or a conviction for an 
information or billing contravention under Pharmacare and the Pharmaceutical Services Act, 
contact PharmaCare directly to confirm. 

Criminal Record History (CRH) 

A Criminal Record History involves a search for criminal record history information in the 
databases of the Royal Canadian Mounted Police and local police stations. The CRH search for 
pharmacy owners will be conducted by the Board-approved external vendor, Sterling Talent 
Solutions, a professional private criminal record check provider that partners with local police 
stations to provide results.  
 
Criminal Record Histories are to be submitted by: 

¶ All applicable individuals when applying for a new pharmacy licence or a change of 

direct owner if they have never previously submitted one to the College, or if it has been 

5 years since one was last submitted; 

¶ All applicable individuals when applying for their subsequent pharmacy licence renewal 

if they have never previously submitted one to the College (during the transition 

period), or it has been 5 years since one was last submitted; and 

¶ Each new indirect owner or new manager when a change of indirect owner or manager 

occurs if they have never previously submitted one to the College (during the transition 

period), or it has been over 5 years since one was last submitted. 

 
As part of your Proof of Eligibility, you will be required to submit your Criminal Record History 
online through Sterling Talent Solutions' website. This can be done by following the instructions 
on eServices when completing your Proof of Eligibility, or the instructions in the email sent by 
the College upon validation of your ownership information.  How you receive the instructions 
will depend on the type of pharmacy licence application (see the section in this licensure guide 
that applies to your application and/or ownership type for details).   
 
Your Criminal Record History is to be submitted on or after the date you receive the instructions 
and before the applicable deadline. 

http://library.bcpharmacists.org/6_Resources/6-2_PPP/5003-PGP-PPP76.pdf
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Registrants and non-registrants must submit their CRH through the designated link provided by 
the College on eServices, regardless of whether they have a pre-existing account with Sterling 
Talent Solutions. This ensures that the CRH is being conducted for College purposes only. 
The fee for conducting the Criminal Record History is paid directly to Sterling Talent Solutions.  
Once submitted, a Criminal Record History is valid for 5 years after which time a new one must 
be completed.   
 
By submitting your Criminal Record History through Sterling Talent Solutions, you consent to 
release of the results to the College of Pharmacists of BC for the purpose of processing the 
pharmacy application and other of the /ƻƭƭŜƎŜΩǎ ŀŎǘƛǾƛǘƛŜǎ as disclosed to you in your form of 
consent on the Sterling website.  The College is authorized to collect, use and disclose this 
personal information under the Pharmacy Operations and Drug Scheduling Act, Health 
Professions Act ŀƴŘ ǘƘŜ /ƻƭƭŜƎŜΩǎ ōȅƭŀǿǎ. For any questions about the collection of information, 
ŎƻƴǘŀŎǘ ǘƘŜ /ƻƭƭŜƎŜΩǎ tǊƛǾŀŎȅ hŦŦƛŎŜǊ ŀǘ с04-733-2440 or 1-800-663-1940 or 
privacy@bcpharmacists.org.    
 

Criminal Record History Results 

The Act requires ǘƘŀǘ άƴƻ ŘƛǊŜŎǘ ƻǿƴŜǊΣ ƛƴŘƛǊŜŎǘ ƻǿƴŜǊ ƻǊ ƳŀƴŀƎŜǊ ƘŀǎΣ ǿƛǘƘƛƴ ǘƘŜ ǇǊŜǾƛƻǳǎ с 
years, been convicted of an offence under the Criminal Code ό/ŀƴŀŘŀύέΦ   
 
There are four possible results in a Criminal Record History: 
 

1. Clear - This result indicates that no criminal conviction history was identified. 

2. Not Clear, No Disclosure Provided - This result indicates that, based on the applicantΩǎ 

name, date of birth and place of birth, the Royal Canadian Mounted Police (RCMP) has 

located a criminal record that does not match the information provided by the applicant 

which indicated that they had no criminal record.  

3. Not Clear, Disclosure Confirmed - This result indicates that, based on the applicantΩǎ 

name, date of birth and place of birth, the RCMP has located a criminal record that 

matches the information provided by the applicantΦ ¢ƘŜ ά/ƻƴŦƛǊƳŜŘέ ǊŜǎǳƭǘ ƳŜŀƴǎ ǘƘŀǘ 

the offence(s), date(s) of conviction and location(s) disclosed by the applicant are 

representative of what the RCMP found. 

4. Not Clear, Not Confirmed Disclosure - This result indicates that, based on the 

applicantΩǎ ƴŀƳŜΣ ŘŀǘŜ ƻŦ ōƛǊth and place of birth, the RCMP has located a criminal 

record that matches this information provided by the applicantΦ ¢ƘŜ άbƻǘ /ƻƴŦƛǊƳŜŘέ 

result means that the offence(s), date(s) of conviction and location(s) disclosed by the 

applicant does not match what the RCMP found.   

 
Under the federal Privacy ActΣ ǘƘŜ w/at ƛǎ ǳƴŀōƭŜ ǘƻ ŘƛǎŎƭƻǎŜ ŘŜǘŀƛƭǎ ƻŦ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ŎǊƛƳƛƴŀƭ 
record to third parties ς only individuals to whom the record belongs may access and disclose 
this information.  As a result, the College is unable to provide details on the discrepancies 
between the disclosure provided by the applicant and the details found through the Criminal 
Record History search. 

https://www.sterlingtalentsolutions.com/
mailto:privacy@bcpharmacists.org
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For results categorized as άNot Clear, No Disclosure Providedέ ŀƴŘ άNot Clear, Not Confirmed 
DisclosureέΣ applicants are given the option to άZero-Inέ ƻƴ ǘƘŜir record for an additional cost. 
This option gives the applicant a chance to correct, or provide additional details about, their 
CRH and then conduct a second CRH through Sterling Talent Solutions. Once the revised 
declaration is deemed accurate, the applicant will receive an amended result of άbƻǘ /ƭŜŀǊ ς 
5ƛǎŎƭƻǎǳǊŜ /ƻƴŦƛǊƳŜŘΦέ 
 
If ŀ άnot clearedέ ǊŜǎǳƭǘ ŦǊƻƳ ŀ ŎƘŀǊƎŜ ƻǊ ŎƻƴǾƛŎǘƛƻƴ ǳƴŘŜǊ ŀƴȅ Criminal Code (Canada) within 
the previous 6 years is received, you must complete and submit PODSA Form 6: Manager/Direct 
Owner/Indirect Owner ς Notice of Ineligibility, which will then be disclosed to the Application 
Committee for review.  Your eligibility to own a pharmacy will not automatically be declined 
upon submission of this form.  Refer to the Application Committee section for more 
information. 
 
It is very important to note that even if your conviction was over 6 years ago, you will still 
have to disclose this correctly to avoid the need to zero-in and a delay in the process.  
However, only convictions within the last 6 years will be forwarded to the Application 
Committee for review. 
 

FAQ: WHAT RESULTS WILL BE RECEIVED BY THE COLLEGE AFTER I HAVE 
SUBMITTED MY CRH? 

¢ƘŜ /ƻƭƭŜƎŜ ǿƛƭƭ ǊŜŎŜƛǾŜ ŀ άŎƭŜŀǊŜŘέ ƻǊ άƴƻǘ ŎƭŜŀǊŜŘέ ǊŜǎǳƭǘ ŦǊƻƳ ǘƘŜ ŀǇǇǊƻǾŜŘ ǾŜƴŘƻǊΦ  ¢Ƙƛǎ ǎǘŀǘǳǎ 
will be recorded on ǘƘŜ ǇŜǊǎƻƴΩǎ ǇǊƻŦƛƭŜ ŀǘ ǘƘŜ /ƻƭƭŜƎŜΦ  {ƘƻǳƭŘ ǘƘŜ ǊŜǎǳƭǘ ōŜ άƴƻǘ ŎƭŜŀǊŜŘέΣ ǘƘŜ 
College will ŦǳǊǘƘŜǊ ŘŜǘŜǊƳƛƴŜ ǿƘƛŎƘ ƻŦ ǘƘŜ ǘƘǊŜŜ ǎǳōǘȅǇŜǎ ƻŦ άƴƻǘ ŎƭŜŀǊŜŘέ ŀǇǇƭƛŜǎΦ   

 

FAQ: WHAT OFFENCES UNDER THE CRIMINAL CODE WILL BE REVIEWED 
BY THE APPLICATION COMMITTEE ? FOR EXAMPLE, WOULD A SPEEDING 
TICKET IN THE LAST 6 YEARS BE COUNTED? 

Any offence, listed under the Criminal Code (Canada), that occurred within the last 6 years will be 

reviewed by the Application Committee.   

If a manager or a direct/indirect owner is not sure about whether he/she has been convicted of an 
offence, he/she should review the Criminal Code of Canada or speak with legal counsel.  He/she 
may also complete a private Criminal Record History at a police station in advance. This private 
record however, cannot be used for the purpose of pharmacy licensure. The official CRH must be 
submitted through the designated link provided by the College on eServices, regardless of whether 
they have a pre-existing accoǳƴǘ ǿƛǘƘ ǘƘŜ /ƻƭƭŜƎŜΩǎ ŀǇǇǊƻǾŜŘ ǾŜƴŘƻǊΦ ¢Ƙƛǎ ŜƴǎǳǊŜǎ ǘƘŀǘ ǘƘŜ /wI ƛǎ 
being conducted for College purposes only. 

 

http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9126-Mgr_Direct_Indirect_Owner_Notice_of_Ineligibility.pdf
http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9126-Mgr_Direct_Indirect_Owner_Notice_of_Ineligibility.pdf
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FAQ: WHAT HAPPENS IF I FAIL TO REPORT A CONVICTION WHEN I 
COMPLETE MY CRH? 

²ƘŜƴ ǘƘŜ ǊŜǎǳƭǘǎ ŦǊƻƳ ȅƻǳǊ /wI ŀǊŜ άNot cleared, No Disclosure Providedέ ƻǊ άNot cleared, Not 
Confirmed DisclosureέΣ ȅƻǳ ǿƛƭƭ ǊŜŎŜƛǾŜ ŀƴ ŜƳŀƛƭ ƴƻǘƛŦƛŎŀǘƛƻƴ ǊŜǉǳƛǊƛƴƎ ŀ ȊŜǊƻ-in (additional fee will 
ōŜ ǊŜǉǳƛǊŜŘ ŀƴŘ ǇƘŀǊƳŀŎȅ ŀǇǇƭƛŎŀǘƛƻƴ Ƴŀȅ ōŜ ŘŜƭŀȅŜŘύΦ  ²ƘŜƴ ǘƘŜ ǎŜŎƻƴŘ άƴƻǘ ŎƭŜŀǊŜŘΣ ŎƻƴǾƛŎǘƛƻƴ 
ŦƻǳƴŘέ ǊŜǎǳƭǘ ǊŜǘǳǊƴǎ ǘƻ ǘƘŜ College, the College will look at the time that the charge or conviction 
occurred.  If it occurred within the past 6 years, your pharmacy application will be referred to the 
Application Committee for review; however, if it occurred over 6 years ago, the pharmacy 
application will not be referred to the Application Committee for review.      

 

Criminal Record History (CRH) Versus Criminal Record Check (CRC) 

All registered pharmacists and pharmacy technicians currently undergo a Criminal Record Check 
(CRC) through the Criminal Records Review Program (CRRP) under the Criminal Records Review 
Act (CRRA), as required under Section 20(3) of the Health Professions Act, at the time of initial 
registration and at least once every 5 years thereafter at the time of registration renewal. 
However, this check does not provide the same level of comprehensive Criminal Record History 
that is required under the Pharmacy Operations and Drug Scheduling Act. Additionally, the 
Criminal Records Review Program is specific to registrants and does not provide a means to 
conduct Criminal Record Histories of non-registrants.   
 
As a result, the College cannot use Criminal Record Check results from the Criminal Records 
Review Program for the pharmacy licensing process because they do not meet the Criminal 
Record History requirements included in the Pharmacy Operations and Drug Scheduling Act.   
As such, all direct and indirect owners and managers must submit a Criminal Record History as 
part of the licensure process; all owners who are registered pharmacists as well as managers 
must also continue to undergo the separate Criminal Record Check process to maintain their 
registration with the College. 

  Criminal Record Check (CRC) Criminal Record History (CRH) 

Legislative 
requirement 
of 

Health Professions Act Pharmacy Operations and Drug 
Scheduling Act 

Purpose Registration as a regulated health 
professional 

Holding a pharmacy licence 

Eligibility 
Criteria 

The registrant does not present a 
risk of physical or sexual abuse to 
children or a risk of physical, sexual 
or financial abuse to vulnerable 
adults 

No direct owner, indirect owner or 
manager has, within the previous 6 
years, been convicted of an offence 
under the Criminal Code ό/ŀƴŀŘŀύΧ 

Applicable 
individuals 

Pharmacists and Pharmacy 
Technicians 

Direct Owners, Indirect Owners and 
Manager 
(Note: direct and indirect owners can 
be registrants or non-registrants) 

http://www2.gov.bc.ca/gov/content/safety/crime-prevention/criminal-record-check
http://www.bclaws.ca/Recon/document/ID/freeside/00_96086_01
http://www.bclaws.ca/Recon/document/ID/freeside/00_96086_01
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96183_01#section20
http://www.bcpharmacists.org/library/6_Resources/6-1_Provincial_Legislation/5241-PODSA_Unofficial_Act_2018-04-03.pdf
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96183_01#section20
http://www.bcpharmacists.org/library/6_Resources/6-1_Provincial_Legislation/5241-PODSA_Unofficial_Act_2018-04-03.pdf
http://www.bcpharmacists.org/library/6_Resources/6-1_Provincial_Legislation/5241-PODSA_Unofficial_Act_2018-04-03.pdf
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Reporting Ineligibility 

You must submit PODSA Form 6: Manager/Direct Owner/Indirect Owner ς Notice of Ineligibility 
to the Licensure Department for any of the following: 

¶ If you are unable to attest to all statement in the attestation (PODSA Form 5: 

Manager/Direct Owner/Indirect Owner ς Proof of Eligibility);  

¶ If you receive ŀ άƴƻǘ ŎƭŜŀǊŜŘέ Criminal Record History result from a conviction within the 

previous 6 years;  

¶ If you no longer meet the eligibility criteria under section 3 of the Act; or 

¶ If you are aware of a direct owner, indirect owner or manager that no longer meets the 

eligibility criteria under section 3 of the Act. 

 
Due to the nature of the information contained in PODSA Form 6: Manager/Direct 
Owner/Indirect Owner ς Notice of Ineligibility, it is recommended that you email the completed 
form directly to the Licensure Department at licensure@bcpharmacists.org instead of faxing to 
ǘƘŜ /ƻƭƭŜƎŜΩǎ ƎŜƴŜǊŀƭ ŦŀȄ ƭƛƴŜΦ 
 
Your eligibility to own a pharmacy will not automatically be declined upon submission of this 
form.  The Application Committee will review the information provided in making a decision on 
your pharmacy licence.  Refer to the Application Committee section for more information. 

Privacy Considerations 

The College collects, uses and discloses personal information in accordance witƘ ƻǳǊ ǇǊƻǾƛƴŎŜΩǎ 
Health Professions Act (HPA), Pharmacy Operations and Drug Scheduling Act (PODSA), Freedom 
of Information and Protection of Privacy Act (FIPPA) and other applicable legislation. 
 
The College will be using the information collected through Proof of Eligibility submissions only 
for the purposes of licensing pharmacies and regulating registrants and pharmacy owners. The 
College has measures in place to safeguard the information and set appropriate retention and 
disposal periods that are in accordance with privacy legislation.   
 
Refer to our Privacy Policy at: http://www.bcpharmacists.org/privacy. Questions or concerns 

about privacy and confidentiality can ōŜ ŘƛǊŜŎǘŜŘ ǘƻ ǘƘŜ /ƻƭƭŜƎŜΩǎ tǊƛǾŀŎȅ hŦŦƛŎŜǊ at 

privacy@bcpharmacists.org. 

  

http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9126-Mgr_Direct_Indirect_Owner_Notice_of_Ineligibility.pdf
http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9125-Mgr_Direct_Indirect_Owner_Proof_of_Eligibility.pdf
http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9125-Mgr_Direct_Indirect_Owner_Proof_of_Eligibility.pdf
http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9126-Mgr_Direct_Indirect_Owner_Notice_of_Ineligibility.pdf
http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9126-Mgr_Direct_Indirect_Owner_Notice_of_Ineligibility.pdf
mailto:licensure@bcpharmacists.org
http://www.bcpharmacists.org/privacy
mailto:privacy@bcpharmacists.org


College of Pharmacists of British Columbia Pharmacy Licensure Guide (2018) 

5237-Pharmacy-Licensure-Guide v2018.3 (Posted 2018-04-13)  Page 25 

Application Committee  

The Application Committee is a legislative committee established under the Act to review any 
pharmacy licence applications that do not meet specific requirements such as those that do not 
meet the prescribed timeline or those containing false or misleading information. 
 
The Application Committee must consist of at least 6 full pharmacists or pharmacy technicians 
appointed by the Board. Additionally, at least one-third of ǘƘŜ /ƻƳƳƛǘǘŜŜΩǎ ƳŜƳōŜǊǎƘƛǇ must 
consist of public representatives, at least one of which is a current Board member.  For 
information on the membership of the committee and its terms of reference, refer to the 
Committees section under About Us on the College website. 
 
The Application Committee has the authority to review any pharmacy licence applications that 
do not meet the eligibility criteria in section 4(2)(3)(4) of the Act or the requirements in the 
College's bylaws.  If an individual cannot attest to all statement in the attestation or has 
received ŀ άƴƻǘ ŎƭŜŀǊŜŘέ Criminal Record History result within the previous 6 years, they will 
have to complete PODSA Form 6: Manager/Direct Owner/Indirect Owner ς Notice of 
Ineligibility. The Application Committee will review the information provided and may request 
additional information before making the following decision(s): 
 

1. Whether or not the conviction under the Criminal Code (Canada) within the previous 6 

years was for an offence that is relevant to the provision of drugs or devices, or to the 

operation of a pharmacy; or 

2. Whether or not the circumstances resulting in the judgment referred to in section 3 (g) 

of the Act; the suspension or cancellation referred to in section 3 (h) of the Act; or the 

disciplinary action referred to in section 3 (i) of the Act are such that there is minimal 

risk to the public if the pharmacy licence is issued, renewed or reinstated. 

 
Upon reviewing all available information, the Application Committee will make one of the 
following determinations:  
 

1. Issue, renew or reinstate the pharmacy licence; 

2. Issue, renew or reinstate the pharmacy licence with conditions; or 

3. Refuse to issue, renew, or reinstate the pharmacy licence. 

 
Because there is no appeal provision in the Act, if you are not satisfied with the decision of the 
Application Committee, you will have to seek judicial review.  Please consult your legal counsel 
for advice. 

 

  

http://www.bcpharmacists.org/committees
http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9126-Mgr_Direct_Indirect_Owner_Notice_of_Ineligibility.pdf
http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9126-Mgr_Direct_Indirect_Owner_Notice_of_Ineligibility.pdf
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Opening a Pharmacy  

Before a pharmacy in B.C. can open to the public, it must be licensed by the College.  To be 
licensed, the direct owner (including the indirect owner, if applicable, and the manager) and the 
new pharmacy must meet all of the requirements in the Pharmacy Operations and Drug 
Scheduling Act and the Health Professions Act, their regulations, and the College bylaws and 
policies pursuant to these Acts.   

Application Process Overview 

The application process for different pharmacy licence types is similar with a few minor 
differences.  For details, refer to the pharmacy licence type you are applying in each step 
below. 
  

(Download άNew Pharmacy Licence Application Process Overviewέ Diagram) 

 

  

Figure 5. New Pharmacy Licence Application Process Overview 

http://www.bcpharmacists.org/library/6_Resources/6-1_Provincial_Legislation/5241-PODSA_Unofficial_Act_2018-04-03.pdf
http://www.bcpharmacists.org/library/6_Resources/6-1_Provincial_Legislation/5241-PODSA_Unofficial_Act_2018-04-03.pdf
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96183_01
http://www.bcpharmacists.org/acts-and-bylaws
http://www.bcpharmacists.org/acts-and-bylaws
http://bcpharmacists.org/library/3_Registration_Licensure/New_Pharmacy_Licence_App_Process_Overview.jpg
http://bcpharmacists.org/library/3_Registration_Licensure/New_Pharmacy_Licence_App_Process_Overview.jpg
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Processing times 

Your pharmacy licence application will only be processed upon receipt of all the required 
documents/requirements.  It is important to know what documents/requirements you must 
submit and when you have to submit them depending on the type of ownership of the 
pharmacy.  Use the appropriate checklist in the appendix as a guide. 
 
Processing times for new pharmacy applications will vary depending on the length of time it 
takes for applicant(s) to satisfy the following criteria:  
 

¶ All required documents are submitted at the time of application; 

¶ All required documents are submitted on time; 

¶ All submitted documentation contains complete and accurate information; 

¶ The pharmacy diagram includes all the requirements; 

¶ Pharmacy is built in accordance with the approved pharmacy diagram; 

¶ No instances of non-compliance are identified during the pre-opening inspection; 

¶ No referral to the Application Committee is required.  

 
The submission of an incomplete or unsatisfactory application will result in additional 
processing time (up to 14 days).  
 
On average, it takes approximately 6 months to open a new pharmacy (including construction 
time).   
 

Licensure Date   

Some licensure documents ask you to provide an expected licensure date; or a date by which 
you expect to receive your pharmacy licence. It is important that you understand the 
requirements, timeline and possible delays for each phase when determining your expected 
licensure date. We recommend that you allow yourself leeway when determining your 
expected licensure date in order to account for possible delays.  
 
Please notify the Licensure Department should there be a change to the expected licensure 
date originally indicated in your pharmacy licence application.  
 
Note that your licensure date will not necessarily be the same as your opening date. There are 
often other parties outside the College that you will have to make separate arrangements with 
and whose timelines can affect your opening date. Please refer to the Other Considerations 
(Non-College Related) section for more information.  
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Submission of Application and Required Documents 

You may submit your pharmacy licence application and required documentation to the 

/ƻƭƭŜƎŜΩǎ Licensure Department in one of the following ways:  

¶ Email (preferred method) 
¶ Fax 
¶ Mail  
¶ In-ǇŜǊǎƻƴ ŀǘ ǘƘŜ /ƻƭƭŜƎŜΩǎ ƻŦŦƛŎŜ 

Phase 1: New Pharmacy Licence Application + Pharmacy Diagram + Ownership 
Requirements  

Phase 1 involves submitting: 
1. New pharmacy licence application form and fees;  

2. Pharmacy diagram; 

3. All required ownership documents (if applicable); and 

4. Proof of Eligibility from each applicable direct owner or indirect owner . 

  
Items #1, #2, #3 and the first part2 of #4 will take up to 14 days for the College to process upon 
receipt of all documents.  When processing is complete, the manager and all applicable direct/  
indirect owners will receive instructions via email to complete their Criminal Record Histories.   
 
When all the requirements for Phase 1 are met, Health Insurance BC (HIBC) of the Ministry of 
Health will be notified.  You will also receive a notification via email and may start building your 
pharmacy according to the approved pharmacy diagram. 
 
Note that if any information you submitted in Phase 1 is changed, you must notify the Licensure 
Department as soon as possible to avoid a delay in the licensure process. 
 
A new pharmacy licence application is valid for 3 years.  You will need to reapply if your new 
pharmacy is not open within 3 years from the date you submitted the application.  If your 
pharmacy does not open within 1 year from the date you submitted the application, all 
applicable direct/indirect owners, as well as the manager will have to resubmit their attestation 
using PODSA Form 5: Manager/Direct Owner/Indirect Owner ς Proof of Eligibility before the 
new proposed licensure date. 

                                                      
2 Proof of Eligibility consists of an attestation and a Criminal Record History. 

http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9125-Mgr_Direct_Indirect_Owner_Proof_of_Eligibility.pdf
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(Download Phase 1 Process Overview Diagram) 
 
 

New Pharmacy Licence Application Form 

The authorized representative of the direct owner of a pharmacy is to complete and submit the 
new pharmacy licence application form along with the applicable fee(s) based on the type of 
pharmacy licence you wish to apply for: 
 

¶ Community Pharmacy Licence 

¶ Hospital Pharmacy Licence 

¶ Pharmacy Education Site Licence 

¶ Telepharmacy (Community) Licence 

 
Submit this form if you wish to apply for the authorization to operate a hospital pharmacy 
satellite. 
 
Note that your application will not be considered complete until payment is received by the 
College. 
 

  

Figure 6. Phase 1 Process 

http://bcpharmacists.org/library/3_Registration_Licensure/Phase_1_Process.jpg
http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9001-App_New_Pcy_Community.pdf
http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9029-App_New_Pcy_Hospital.pdf
http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9039-App_New_Pcy_Education_Site.pdf
http://library.bcpharmacists.org/7_Forms/7-3_Pharmacy/9040-App_New_Pcy_Telepharmacy.pdf
http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9041-App_Hospital_Satellite.pdf
http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9041-App_Hospital_Satellite.pdf
http://bcpharmacists.org/library/3_Registration_Licensure/Phase_1_Process.jpg
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Pharmacy Diagram 

¢ƘŜ άǇƘŀǊƳŀŎȅ ŘƛŀƎǊŀƳέ ƛǎ ŀƭǎƻ ƪƴƻǿƴ ŀǎ ǘƘŜ ŦƭƻƻǊ Ǉƭŀƴ ƻŦ ǘƘŜ ǇƘŀǊƳŀŎȅΦ  Lǘ ƛǎ ŀ ŘǊŀǿƛƴƎ, to 
scale, of the spatial relationships between rooms, spaces and other physical features.  
Dimensions are usually drawn between the walls to specify room sizes and wall lengths.   
 
The pharmacy diagram required for licensure must be professionally drawn (i.e. digitally 
created, not hand drawn) to a scale of ¼ inch equals 1 foot.  It must include measurements, 
details of fixtures such as sinks, and entrance(s) to the pharmacy. The diagram must 
demonstrate compliance with the physical requirements outlined in the bylaws and applicable 
policies.  A summary of all requirements to be shown in a diagram as well as digital evidence 
(for Phase 2) can be found in the PODSA Bylaws Schedule C.   
 
Physical requirements specific to the pharmacy diagram can be found in the checklists below: 
 

¶ Community Pharmacy/Telepharmacy Diagram Checklist (or see Appendix D) 

¶ Hospital Pharmacy/Hospital Pharmacy Satellite Diagram Checklist (or see Appendix E) 

 

Note: Pharmacy diagrams are not required for Pharmacy Education Sites.  
 
Notify the Licensure Department should there be any changes made to the original pharmacy 
diagram approved in Phase 1.  Compliance with the requirements will be confirmed at the pre-
opening inspection stage in Phase 2. 
 
¢ƘŜ ǇƘŀǊƳŀŎȅ ŘƛŀƎǊŀƳ ǿƛƭƭ ōŜ ŀǘǘŀŎƘŜŘ ǘƻ ǘƘŜ ǇƘŀǊƳŀŎȅΩǎ ǊŜŎƻǊŘ ŀǘ ǘƘŜ /ƻƭƭŜƎŜ and be used for 
inspection purposes by the College inspectors.   
 

  

http://library.bcpharmacists.org/6_Resources/6-1_Provincial_Legislation/5213-PODSA_Bylaws_Schedule_C.pdf
http://library.bcpharmacists.org/7_Forms/7-3_Pharmacy/9117-Pharmacy_Diagram_Requirement_Checklist.pdf
http://library.bcpharmacists.org/7_Forms/7-3_Pharmacy/9118-Pharmacy_Diagram_Requirement_Checklist_Hospital.pdf
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Ownership Information 

The documents and information required for ownership will depend on the business structure 
of the direct owner of the pharmacy, regardless of the type of pharmacy licence being applied 
for. 
 

Sole Proprietorship 
If the direct owner is a sole proprietorship, submit: 

¶ A copy of the Statement of Registration of General Partnership or Sole Proprietorship 

 

Partnership of Pharmacists 
If the direct owner is a partnership of pharmacists, submit: 

¶ A copy of the Statement of Registration of General Partnership or Sole Proprietorship 

 

Corporations 
If the direct owner is a corporation (BC), submit: 
 

1. A copy of the Certificate of Incorporation3 and a copy of the Notice of Articles; or a copy 

of the British Columbia Company Summary, whichever is current 

2. A copy of page 1 of PODSA Form 7: Indirect Owner ς Email Contacts 

¶ If the direct owner is a publicly traded corporation, include the contact 

information of each director and officer. 

¶ If the direct owner is a non-publicly traded corporation, include the contact 

information of each director, officer and shareholder. 

 
If the direct owner is a non-publicly traded corporation (BC), also submit 
 

3. A certified true copy of the Central Securities Register  

4. If a shareholder is a non-ǇǳōƭƛŎƭȅ ǘǊŀŘŜŘ ./ ŎƻǊǇƻǊŀǘƛƻƴ όƛΦŜΦ ǘƘŜ άǇŀǊŜƴǘ ŎƻƳǇŀƴȅέύΣ ŀƭǎƻ 

submit #1, #2 (but page 2 instead) and #3.  Repeat again if a shareholder of the parent 

company is a non-publicly traded BC corporation until there is no more. 

 
It is important that:  

¶ The information is current, correct and legible; 

¶ The legal name of each indirect owner provided in Form 7 is accurate as it will be used 

to create the record for the indirect owner at the College (if the indirect owner is not 

already known to the College) and to match with the request and result of the Criminal 

Record History. 

  

                                                      
3 Equivalent documents include: Certificate of Amalgamation or Certificate of Continuation 

http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9127-Indirect_Owner_Email_Contacts.pdf
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Hospital 
If the direct owner is a hospital, select the appropriate hospital in the Ownership Information 

section on the application form.  No additional ownership documents are required. 

Association 
If the direct owner is an association, select άhǘƘŜǊέ ƛƴ the Ownership Information section on the 
application form and provide the following information: 

¶ Name of the entity; and 

¶ BC Incorporation Number 

No additional ownership documents are required. 
 

Society 
If the direct owner is a society, seƭŜŎǘ άhǘƘŜǊέ ƛƴ ǘƘŜ hǿƴŜǊǎƘƛǇ LƴŦƻǊƳŀǘƛƻƴ ǎŜŎǘƛƻƴ ƻƴ ǘƘŜ 
application form and provide the following information: 

¶ Name of the entity; and 

¶ BC Incorporation Number 

No additional ownership documents are required. 
 

University 
If the direct owner is a university, ǎŜƭŜŎǘ άhǘƘŜǊέ ƛƴ ǘƘŜ hǿƴŜǊǎƘƛǇ LƴŦƻǊƳŀǘƛƻƴ ǎŜŎǘƛƻƴ ƻƴ ǘƘŜ 
application form and provide the name of the university.  No additional ownership documents 
are required. 
 

Others 
For all other type of direct owners, please contact the Licensure Department for more 
information. 
 

Proof of Eligibility from Direct/Indirect Owners 

Proof of Eligibility has two components:  Attestation and Criminal Record History. 
 
Submit a signed copy of the attestation using PODSA Form 5: Manager/Direct Owner/Indirect 
Owner ς Proof of Eligibility from each applicable direct owner or indirect owner. 

 

Each direct owner or applicable indirect owner will receive instructions via email to complete 
their Criminal Record History through the approved external vendor upon confirmation of 
ownership information and receipt of all attestation forms. 
 
Please do not complete a Criminal Record History before receiving the email from the College. 
 
It will take up to 7 days to process a Criminal Record History result. 
 

  

http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9125-Mgr_Direct_Indirect_Owner_Proof_of_Eligibility.pdf
http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9125-Mgr_Direct_Indirect_Owner_Proof_of_Eligibility.pdf
http://library.bcpharmacists.org/6_Resources/6-2_PPP/5003-PGP-PPP76.pdf
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Phase 1 or 2: tƘŀǊƳŀŎȅΩǎ Business Licence & Proof of Eligibility from Manager 

Business Licence (Community Pharmacy/Telepharmacy) 

Submit the business licence issued by the jurisdiction (e.g. municipality, town or village) where 
your new pharmacy is located.  You may submit it either in Phase 1 or Phase 2 of the licensure 
process.  A valid business licence must be received by the College before a community 
pharmacy/telepharmacy licence will be issued.  If the pharmacy is located in a jurisdiction that 
does not issue business licences, ŎƻƴǘŀŎǘ ǘƘŜ /ƻƭƭŜƎŜΩǎ Licensure Department. 
 
A valid business licence must include:  

1. Name of the person or entity (e.g. partnership or corporation) that owns the pharmacy  

¶ ¢ƘŜ άƻǿƴŜǊΩǎ ƴŀƳŜέ ƻƴ ǘƘŜ ōǳǎƛƴŜǎǎ ƭƛŎŜƴŎŜ Ƴǳǎǘ ōŜ ŎƻƴǎƛǎǘŜƴǘ ǿƛǘƘ ǘƘŜ ƴŀƳŜ 

of the pharmacy owner. LŦ ǘƘŜ ǇƘŀǊƳŀŎȅ ƛǎ ƻǿƴŜŘ ōȅ ŀ ŎƻǊǇƻǊŀǘƛƻƴΣ ǘƘŜ άƻǿƴŜǊΩǎ 

ƴŀƳŜέ ƻƴ ǘƘŜ ōǳǎƛƴŜǎǎ ƭƛŎŜƴŎŜ Ƴǳǎǘ ōŜ ǘƘŜ ǎŀƳŜ as the one used in the 

incorporation documents.  

2. Operating name of the pharmacy  

¶ ¢ƘŜ άōǳǎƛƴŜǎǎΩǎ ƴŀƳŜέ ƻƴ ǘƘŜ ōǳǎƛƴŜǎǎ ƭƛŎŜƴŎŜ Ƴǳǎǘ ōŜ ŎƻƴǎƛǎǘŜƴǘ ǿƛǘƘ ǘƘŜ ƴŀƳŜ 

used in the pharmacy licence application and accompanying documents, 

prescription labels and signage, etc.  

3. Address of the pharmacy  

4. Validity period of the business licence  

 
¢ƘŜ ŦƻƭƭƻǿƛƴƎ ŦƻǊƳŀǘ ǎƘƻǳƭŘ ōŜ ǳǎŜŘ ƛŦ ǘƘŜ ōǳǎƛƴŜǎǎ ƭƛŎŜƴŎŜ ŘƻŜǎ ƴƻǘ ǎƘƻǿ ǘƘŜ άƻǿƴŜǊΩǎ ƴŀƳŜέ 
ŀƴŘ άōǳǎƛƴŜǎǎΩǎ ƴŀƳŜέ ǎŜǇŀǊŀǘŜƭȅΥ ά[Corporation name] DBA [Pharmacy name]έ  
 
DBA =ά5ƻƛƴƎ .ǳǎƛƴŜǎǎ !ǎέ 
 
Allow up to 5 business days for processing if this is not submitted at the same time with all the 
documents in Phase 1 or Phase 2. 
 
bƻǘŜ ǘƘŀǘ ŀƴȅ ŎƘŀƴƎŜǎ ǘƻ ǘƘŜ ŀōƻǾŜ ƛƴŦƻǊƳŀǘƛƻƴ όƛΦŜΦ ŘƛǊŜŎǘ ƻǿƴŜǊΩǎ ƴŀƳŜΣ ǇƘŀǊƳŀŎȅ ƴŀƳŜ ŀƴŘ 
address) will require the submission of an updated business licence to the College along with 
the appropriate change application. See the section titled Making Changes to a Licensed 
Pharmacy for more information. 
 
See Appendix F for a sample of the business licence and some common reasons for rejecting a 
business licence for a pharmacy licence application. 
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Proof of Eligibility from Manager 

Proof of Eligibility has two components:  Attestation and Criminal Record History. 
 
Submit a signed copy of the attestation using PODSA Form 5: Manager/Direct Owner/Indirect 
Owner ς Proof of Eligibility from the manager.  Allow up to 5 business days for processing if this 
is not submitted at the same time with all the documents in Phase 1 or Phase 2.  Note that 
when applying for a new telepharmacy licence or new hospital pharmacy satellite, the manager 
of the central pharmacy must submit his/her attestation in Phase 1. 

 

He/she will then receive instructions via email to complete their Criminal Record History 
through the approved external vendor. It will take up to 7 days for processing a Criminal Record 
History result. 
 
Notify the Licensure Department should there be any changes made to the original manager 

ƴŀƳŜŘ ƛƴ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ǎǳōƳƛǘǘŜŘ ƛƴ tƘŀǎŜ мΦ  ¢ƘŜ άƴŜǿέ ƳŀƴŀƎŜr will have to submit his/her 

Proof of Eligibility before the pharmacy licence can be issued regardless of whether all other 

documents are complete. 

Acknowledgement of Completion of Confidentiality Procedures 

If your pharmacy requires a PharmaNet connection, submit a signed copy of the 
Acknowledgement of Completion of Confidentiality Procedures Form to the Licensure 
Department no later than 14 days before your proposed licensure date.  This form will be faxed 
to HIBC of the Ministry of Health upon issuance of your pharmacy licence for activation of your 
PharmaNet connection.  

 

  

http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9125-Mgr_Direct_Indirect_Owner_Proof_of_Eligibility.pdf
http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9125-Mgr_Direct_Indirect_Owner_Proof_of_Eligibility.pdf
http://library.bcpharmacists.org/6_Resources/6-2_PPP/5003-PGP-PPP76.pdf
http://library.bcpharmacists.org/7_Forms/7-6_PharmaNet/9083-Acknowledgement_Completion_Confidentiality_Procedures.pdf
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14 days upon receipt 
of all requirements

1-2 days
Upon meeting 

all 
requirements

Phase 2: Pre-Opening Inspection 

Phase 2 involves 2 steps, if required (see table below): 
1. Submit/complete the Pre-Opening Inspection Report with supporting digital evidence by 

the manager or the direct/indirect owner; and 

2. Conduct an on-site pre-opening inspection by a College Inspector. 

 

Licence Type 
Pre-Opening Inspection Report with 

Supporting Digital Evidence 
On-site Pre-Opening Inspection 

(Scheduled) 

Community 
Pharmacy 

Required: Submit at least 45 days 
before the proposed licensure date 

If required, will be notified in 
advance and scheduled within 30 
days before the proposed licensure 
date 

Hospital 
Pharmacy 

Use the Pharmacy Pre-Opening 
Inspection Report to prepare for the 
inspection.  Required to submit only 
if instructed upon completion of 
phase 1 

Required: will be scheduled at least 
45 days before proposed licensure 
date 

Pharmacy 
Education 
Site 

Not required 
 

If required, will be notified in 
advance and scheduled at least 30 
days before proposed licensure date 

Telepharmacy 
(Community) 

Required: Submit at least 45 days 
before the proposed licensure date 

Required (at both Telepharmacy and 
Central Pharmacy): will be scheduled 
at least 30 days before proposed 
licensure date 

 
 
Figure 7. Phase 2 Process 

 
 
 
 
 
 

  

Pharmacy 
Licence is Issued

Conduct On-Site 
Pre-opening 
Inspection (If 

Required)

Submit Pre-
Opening 

Inspection 
Report + Digital 

Evidence
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Pre-Opening Inspection Report and Digital Evidence 

Submit a completed copy of the Pre-Opening Inspection Report for your pharmacy licence type 
with supporting digital evidence to confirm compliance at least 45 days before the proposed 
licensure date: 
 

¶ Pharmacy Pre-Opening Inspection Report ς Community Pharmacy 

¶ Pharmacy Pre-Opening Inspection Report ς Hospital Pharmacy 

¶ Pharmacy Pre-Opening Inspection Report ς Telepharmacy (Community) 

 
Ensure that you have read and understand the requirement(s) for each item in the Pharmacy 
Pre-opening Inspection Report before producing digital evidence. The digital evidence for each 
item must demonstrate that the item meets the legislative requirements. See Appendix G for 
details (Community Pharmacy and Telepharmacy Only). 
 

Submitting Digital Evidence 
Photographs and videos are acceptable formats to use as digital evidence for this purpose. 
 
A summary of all physical items required to be shown in digital evidence can be found in the 
PODSA Bylaws Schedule C.   
 
To avoid delays in processing your pharmacy application, your digital evidence must provide 
sufficient context for the College to determine whether the requirements are met. Consider the 
recommendations in Appendix G when producing digital evidence. 
 
Use one of the following 3 options below to help the College identify the appropriate digital 
evidence for each item (Option #1 is recommended): 
 

1. Insert photos, videos and/or the URLs in one of the PowerPoint documents below based 

on your licence type and submit the complete document along with the Pharmacy Pre-

Opening Inspection Report. 

¶ Digital Evidence Submission Form ς Community Pharmacy 

¶ Digital Evidence Submission Form ς Hospital Pharmacy 

¶ Digital Evidence Submission Form ς Telepharmacy (Community) 

 
2. Enter the original filename and/or the URL in the comment field for each physical 

requirement on the Pharmacy Pre-opening Inspection Report. Submit the photos/videos 

as separate attachments along with the Pharmacy Pre-opening Inspection Report. See 

example below: 

 

http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9084-Community_PY_Preopening_Inspection_Report_Photo_Checklist.pdf
http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9120-HOS_PY_Preopening_Inspection_Report_Photo_Checklist.docx
http://library.bcpharmacists.org/7_Forms/7-3_Pharmacy/9121-TELE_Preopening_Inspection_Report.pdf
http://library.bcpharmacists.org/6_Resources/6-1_Provincial_Legislation/5213-PODSA_Bylaws_Schedule_C.pdf
http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9130-Community_Preopening_Inspection_Digital_Evidence_Form.pptx
http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9131-Hospital_Preopening_Inspection_Digital_Evidence_Form.pptx
http://www.bcpharmacists.org/library/7_Forms/7-3_Pharmacy/9132-Telepharmacy_Preopening_Inspection_Digital_Evidence_Form.pptx
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3. Rename the filename of each photo/video to include the item number and item name 

as found in the Pharmacy Pre-opening Inspection Report before submitting them as 

separate attachments along with the Pharmacy Pre-opening Inspection Report (i.e. you 

do not need to enter file name in the Pharmacy Pre-opening Inspection Report). See 

example below: 

 
 

Pre-Opening Inspection by College Inspector 

The authorized representative named in the application will receive an email from the 
Licensure Department with advance notice that their pharmacy is scheduled for an on-site 
inspection, if required, upon successful completion of Phase 1 of the new pharmacy licensure 
process or upon processing the Pre-opening Inspection Report in Phase 2. 
 
The on-site inspection will be scheduled based on the availabilities of the authorized 
representative(s), the manager and the College Inspector.  A confirmation email will be sent to 
both the authorized representative(s) and the manager at least one week prior to the on-site 
inspection. 
 
The College Inspector will use the same Pre-Opening Inspection Report to confirm compliance 
for each physical requirement.  An on-site inspection generally takes up to 4 hours. 
 
If any instances of non-compliance are identified during the inspection, the authorized 
representative(s) and the manager will be required to complete all action items and submit any 
supporting documents before the deadline provided by the College Inspector so that the 
pharmacy licence can be issued on the proposed licensure date. 

Issuance of a Pharmacy Licence 

A pharmacy or telepharmacy licence will be issued once the pharmacy has met all the 
requirements.  The authorized representative named in the application will receive a 
confirmation letter via email when your pharmacy or telepharmacy is licensed.   
 
Your pharmacy or telepharmacy licence will be available in the Pharmacy Portal on eServices 
on the next business day.  Print the licence when it is available and then place it within the 
pharmacy where it is conspicuous to the public as required under the Act. 
 
Note that any changes to the information on the pharmacy licence will require a re-issuance or 
amendment to the pharmacy licence upon completion of the change application.  See the 
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section in this licensure guide that applies to your licence and/or ownership type for more 
information. 
 
A pharmacy licence (community/hospital/pharmacy education site) is valid for 12 months.  The 
first telepharmacy licence will be valid until the expiry date of its central pharmacyΩǎ ƭƛŎŜƴŎŜ 
(and pro-rated).  The subsequent telepharmacy licence will be valid for 12 months and be 
renewed at the same time as its central pharmacyΩǎ ƭƛŎŜƴŎŜ. 
 
The pharmacy/telepharmacy licence must be renewed through eServices annually, no later 
than 30 days before the expiry date.  An email notification will be sent to all the authorized 
representatives of the pharmacy approximately 75 days (i.e. 2 ½ months) before the pharmacy 
licence expires.  All authorized representatives of a pharmacy must keep their contact 
information on eServices up-to-date.  You must not unsubscribe from the /ƻƭƭŜƎŜΩǎ ŜƳŀƛƭ list as 
this is the primary communication tool used by the College.  Refer to the Pharmacy Licence 
Renewal section for more information. 

Other Considerations (Non-College Related) 

Obtaining a pharmacy licence is only one of many critical steps required to open your 
pharmacy.  In order to operate fully in the provision of pharmacy services, you must also 
contact and coordinate with other parties outside the College who usually have their own 
requirements, processes and timelines to follow. 
 

Inspection by Municipality 

Many municipalities require an on-site inspection before a business licence can be issued to a 
new business.  Some municipalities also require an on-site inspection for a change of ownership 
before a new business licence can be issued.  Contact the city hall of the municipality where the 
pharmacy is located for more information. 
 

PharmaNet Connection 

PharmaNet is a secure computer network that links all British Columbia community pharmacies 
and other authorized sites to a central set of databases. PharmaNet maintains various types of 
information to help pharmacists identify and alert patients about potentially harmful 
medication interactions, unintended duplications, and risks from the misuse of prescription 
ŘǊǳƎǎΦ  Lǘ ŀƭǎƻ ǳǎŜǎ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǘƻ άŀŘƧǳŘƛŎŀǘŜέ Ŏƭŀims according to current PharmaCare 
policies.  All community pharmacies must connect to PharmaNet even if they are not enrolled 
as PharmaCare providers as all prescriptions dispensed must be transmitted to PharmaNet 
using an approved, compliance-tested software vendor. 
 
Health Insurance BC (HIBC) of the Ministry of Health is responsible for coordinating PharmaNet 
installation and connection for your pharmacy.  All requests for a new pharmacy to have access 
to PharmaNet must be approved by both the Ministry and the College of Pharmacists of BC.   
 
The College notifies HIBC of your new pharmacy licence application upon completion of Phase 1 
of your application when all the ownership requirements are met and the pharmacy diagram is 
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approved.  HIBC will then contact you and coordinate the installation of telecommunications 
equipment (lines, modem and router) enabling you to connect to PharmaNet.  
 
The installation and activation of a PharmaNet connection from the Ministry may take up to 50 
business days, which may affect your expected opening date even if the pharmacy licence has 
already been issued. 
 
Contact HIBC directly at informationsupport@hibc.gov.bc.ca if you have any questions 
pertaining to PharmaNet installation, telecommunications requirements or connection.  To 
learn more about PharmaNet or for specific connection requirements, refer to the PharmaCare 
Policy Manual.   
 

PharmaCare Provider Enrollment 

PharmaCare is the provincial public insurance plan for drugs administered by the Ministry of 
Health.  B.C. residents with Medical Services Plan of B.C. (MSP) coverage are eligible for 
coverage for drugs and medical supplies under various PharmaCare plans. 
 
To apply for billing privileges with PharmaCare, refer to the PharmaCare Provider Enrollment 
Guide for more information.  

 

Other Third Party Payers 

Many patients may have private drug insurance coverage through their employer.  In order to 
be a pharmacy provider for a particular third party payer, contact them directly.  
 
 

  

mailto:informationsupport@hibc.gov.bc.ca
https://www2.gov.bc.ca/assets/gov/health/health-drug-coverage/pharmacare/2-3to2-7.pdf
https://www2.gov.bc.ca/assets/gov/health/health-drug-coverage/pharmacare/2-3to2-7.pdf
https://www2.gov.bc.ca/assets/gov/health/health-drug-coverage/pharmacare/enrollguide.pdf
https://www2.gov.bc.ca/assets/gov/health/health-drug-coverage/pharmacare/enrollguide.pdf
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Renewing a Pharmacy Licence  

All pharmacy licences must be renewed on an annual basis.  The licence expiry date can be 
found on the pharmacy licence.  A pharmacy licence must be renewed before the licence expiry 
date; otherwise it will be in contravention of the Pharmacy Operations and Drug Scheduling Act 
which will result in immediate closure of the pharmacy. 
 
An email notification will be sent to all of the authorized representatives of the pharmacy 
approximately 75 days (i.e. 2 ½ months) before the pharmacy licence expires during the 
transition period.  After the transition period, an email notification will be sent to all the 
authorized representatives of the pharmacy approximately 60 days (i.e. 2 months) before the 
pharmacy licence expires.   
 
All authorized representatives of a pharmacy must always keep their contact information on 
eServices up-to-date.  You must not unsubscribe from the /ƻƭƭŜƎŜΩǎ email list as it is the 
/ƻƭƭŜƎŜΩǎ ǇǊƛƳŀǊȅ ƳŜǘƘƻŘ ƻŦ ŎƻƳƳǳƴƛŎŀǘƛƻƴ. 
 
Figure 8. Pharmacy Licence Renewal Process 

 
 

 
 
 
 
 
 
 

 
 

 
 

  

http://bcpharmacists.org/library/3_Registration_Licensure/Renewing_Pharmacy_Licence.jpg



















































































































































































































