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1. Receiving a Notice of Adjudication via Email  
 
A Notice of Adjudication is a document that commences an adjudication pursuant to 
the Construction Act. If you have received a Notice of Adjudication, that means that a 
Claimant has identified you as a Respondent to a dispute that was referred to 
adjudication. After a Claimant creates a Notice of Adjudication, ODACC will send an 
email to the Respondent that states: 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
  

ODACC Notice of Adjudication - You Have Been Named as a Respondent in Case # 
 
A Claimant has filed a Notice of Adjudication with Ontario Dispute Adjudication for 
Construction Contracts ('ODACC') naming you (or your client, if you are a Representative) 
as the Respondent.  IF YOU DO NOT FILE A RESPONSE with ODACC, the adjudication 
may proceed without you and a Determination may be obtained against you. Information 
about ODACC and the adjudication process is available at the following 
link: www.odacc.ca. 
To view and respond to the Notice of Adjudication, you must log in to ODACC’s Custom 
System. Please click on the link below that applies to you. 
 
You do not have an account and are not a Representative 
 
If you do not have an account on ODACC’s Custom System, please create an account by 
clicking on the following link: Create an Account. You will be able to view and respond to 
the Notice of Adjudication in ODACC’s Custom System after your account is confirmed. 
 
You do not have an account and are a Representative 
 
If you are a Representative and do not have an account on ODACC’s Custom System, 
please create an account by clicking on the following link: Create an Account. You will be 
able to view and respond to the Notice of Adjudication in ODACC’s Custom System after 
your account is confirmed. 

 
You already have an account 
 
If you already have an account on ODACC’s Custom System, please click on the following 
link to log in to ODACC’s Custom System and view and respond to the Notice of 
Adjudication:  View Notice of Adjudication. 
 
If you require technical support, please contact us at support@odacc.ca. 
 
Regards, 
 
The ODACC TEAM 

https://www.ontario.ca/laws/statute/90c30
https://u14057731.ct.sendgrid.net/ls/click?upn=xqGMhTeqMkPzS31puDB-2FqpLcotz9opm1P9RfI4-2F2tGQ-3Dx0Sy_kxcmbaE-2F0oFkgeGB4dCYYIewGVOkPOynBtlHnfRvmcx07FefBJLt-2F5XPfZg5QJKBTNhnyLHINWiRAF0esbAach2NxjnUsaXbGRhdqs4zX8M9RrPCrAy8iq3qn5Az5P05Aot-2FXIKv9LsjNUp2j-2FRZjUym75tZqwy-2Fz07F-2FoCRePo-2FplmALrS6cekJFZ0-2FoZSndSc2PgVtHgFDaIyeLbZ0WTmvntTnyAS1BtdX7VoLUAI-3D
https://u14057731.ct.sendgrid.net/ls/click?upn=rGQ6VxMEkwl-2BFfNvjB6sXuhPxCVdoblI-2FIgEkmkSxQ2Ab3CEzf-2FU7AgqrqXa9l60vx4XgjFK2p1TwMFKTva-2BlRupnTtWAluawAkim2eE45qJFgrhogsmv5-2FFCDZbRHxRRci-2FNQsWEp4gBqB2DC97WcU5DF0G-2BnibZ5A-2BufZuX-2BbKqg-2FYLli-2F-2F5m6F6m3S9Ie4CBZxAG4KmjPCWDIU7h-2F8runocSc40gU-2BTGZHaqTvn4cCOjgvOyEYjtnurnuu-2FDBZQ9o_kxcmbaE-2F0oFkgeGB4dCYYIewGVOkPOynBtlHnfRvmcx07FefBJLt-2F5XPfZg5QJKBB-2FAEVISASggF1duTVOcy5NlsbdKhE5coZWb5jHr6FNZ0XnWcaQjEHMY6MI0K2nyFLgn53iBfpJl8ohxJ-2FEZXn1r-2BX3TC1cktekcai4-2B3w5tCORPpW1bUK5Fl5EDL6pR1bpWPe3iTZtGnlIkm2WxFju4gF8ZkGCUuVySX4JMkF5o-3D
https://u14057731.ct.sendgrid.net/ls/click?upn=rGQ6VxMEkwl-2BFfNvjB6sXuhPxCVdoblI-2FIgEkmkSxQ2Ab3CEzf-2FU7AgqrqXa9l60vx4XgjFK2p1TwMFKTva-2BlRupnTtWAluawAkim2eE45qJFgrhogsmv5-2FFCDZbRHxRRci-2FNQsWEp4gBqB2DC97WcU5DF0G-2BnibZ5A-2BufZuX-2BbKqg-2FYLli-2F-2F5m6F6m3S9Ie4CBZxAG4KmjPCWDIU7h-2F8runocSc40gU-2BTGZHaqTvn4cCOjgvOyEYjtnurnuu-2FDB08AT_kxcmbaE-2F0oFkgeGB4dCYYIewGVOkPOynBtlHnfRvmcx07FefBJLt-2F5XPfZg5QJKBZ8wb1hBEsELi4IyFR2Huyq4vlQYAw1PFcTk0PxrrqtDgEnRUm022TykTqXrM7-2FksUTJg0wZKx6bQ6UW55nd5NfY0y65n9e-2BYwVvuIXRUj56CW4jO2JabYsvBW-2BPu8a-2FuEhVJwhVo7HY5Sbov-2Fy4El-2B2S-2FLOufJBHQiFiQ7g33AQ-3D
https://u14057731.ct.sendgrid.net/ls/click?upn=rGQ6VxMEkwl-2BFfNvjB6sXuhPxCVdoblI-2FIgEkmkSxQ2Ab3CEzf-2FU7AgqrqXa9l60vx4XgjFK2p1TwMFKTva-2Bldo5EFhZ-2FV1wUMuc3V3R7knqveTdrAjzuWsmsdjdyVNBUD0usb15KELOeJcd0-2FkzzLyZRECybz08PCoPhLZrNow-3Du-5p_kxcmbaE-2F0oFkgeGB4dCYYIewGVOkPOynBtlHnfRvmcx07FefBJLt-2F5XPfZg5QJKBmlBmOPx-2BJfVy7U-2BWbToQznHSaXVDhbnKM1a4ifSs2x4gLH-2FOo64oBQyWz3OmhJfUPgx8Gl5Z1Z92-2B1jBnyjezv3bMAKx4uhwYLnQN21uAGcpzC1CyUJTmG-2FdPTwmx5TDzc26Tiz4pEdIDC-2FZCgCPqTeX8lM3nwDER9KPQsYNQNs-3D
mailto:authority@odacc.ca
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2. Viewing the Notice of Adjudication 
 
To view the Notice of Adjudication, the Respondent must click on the email link that is 
most appropriate to his or her situation. When the Respondent clicks on the email link, 
the Respondent will be taken to ODACC’s Custom System and asked to sign in (or to 
create an account). A description of ODACC’s Custom System and the process for 
creating an account are provided at https://odacc.ca/en/odacc-custom-system/.    
 
After the Respondent logs in to ODACC’s Custom System, he or she will be redirected 
to a page containing the Notice of Adjudication, as shown at Figure 1. Two messages 
will appear on the page stating (a) “You have now confirmed receipt of the Notice of 
Adjudication. Case no. X”, and (b) “IF YOU DO NOT FILE A RESPONSE with ODACC 
the adjudication may proceed without you and a Determination may be obtained against 
you. You may respond to the Notice of Adjudication by completing the screen below and 
clicking the submit button.” 
 
 

https://odacc.ca/en/odacc-custom-system/
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Figure 1 
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3. Responding to the Notice of Adjudication 
 
To Respond to the Notice of Adjudication, the Respondent (or Respondent’s 
Representative) must open the Notice of Adjudication (as described at Receiving a 
Notice of Adjudication). The Respondent should scroll to the bottom of the page, where 
a space is provided to enter the Response to Notice of Adjudication (See Figure 1).  
 
In the Response to Notice of Adjudication, as shown at Figures 2 and 3, the 
Respondent must enter:  
 

- A brief summary of the response to the Notice of Adjudication.  In order for the 
Adjudicator to check for potential conflicts of interest, please include owners, 
officers and directors of the company (if any) and the names of potential 
witnesses in the text box; 

- The Respondent’s contact details; 
- If the Respondent has a Representative, the Respondent can enter the 

Representative’s contact information and select whether the Respondent wants 
the Representative to continue completing the Response or whether the 
Respondent wishes to invite the Representative to the ODACC Custom System 
to fill in the Response (Refer to Section 3.1 of this document for information on 
inviting a Representative to compete the Response to Notice of Adjudication); 

- The Respondent’s suggested Pre-Designed Adjudication Process. For 
information on Pre-Designed Adjudication Processes, please visit 
https://odacc.ca/en/respondents/adjudication-process/ 

- The Respondent’s preferred Adjudicator, by selecting one of the three options: 
o I agree to the Adjudicator suggested by the Claimant to conduct the 

adjudication. 
o I request ODACC to appoint an Adjudicator to conduct the adjudication. 
o I would like to suggest a different Adjudicator to conduct the adjudication. 

- The Respondent’s consent to statements about (a) sharing confidential 
information with adjudicators, (b) paying the retainer, and (c) confidentiality (see 
Figure 3 for the statements). 

 
 
 

 

https://odacc.ca/en/respondents/adjudication-process/
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Figure 2 
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Figure 3 
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Once the Response to Notice of Adjudication is complete, the Respondent can click on 
the “Click to Proceed” button, as shown at Figure 3. A confirmation message will state: 
“Your Response to Notice of Adjudication was successfully created. The Claimant has 
been sent an email notification from ODACC’s Custom System advising him or her that 
you filed a Response to Notice of Adjudication.” 
 
The case will be added to the Respondent’s “My Cases”, as shown at Figure 4. 
 

Figure 4 

 
 
3.1 Asking the Respondent’s Representative to Complete the Response to Notice of 
Adjudication 
 
The Respondent can invite his or her Representative to complete the Response to 
Notice of Adjudication in one of two ways: 
 

(a) The Respondent can forward the initial email, as discussed at Receiving a Notice 
of Adjudication via Email, to the Representative. To Respond to the Notice of 
Adjudication, the Representative would then have to follow the steps outlined at 
Receiving a Notice of Adjudication via Email and Response to Notice of 
Adjudication; or 
 

(b) The Respondent can enter the Representative’s contact details on the Response 
to Notice of Adjudication and select “Invite my Representative to the ODACC 
Custom System to Continue”, as shown at Figure 5.  
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Figure 5 

 
 
If the Respondent selects “Invite my Representative to the ODACC Custom System to 
Continue”, after clicking on “Click to Proceed,” the Representative will receive an email 
from communications@odacc.ca with the subject line “Invitation to View Case No.”  The 
Representative must follow the link in the email to create an account and/or log in to 
ODACC’s Custom System, after which, the Representative will have access to the 
Notice of Adjudication and the Response to Notice of Adjudication (as described above 
at Responding to a Notice of Adjudication). 
 
  

mailto:communications@odacc.ca
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4. Adjudication Proceeding with the Respondent 
 
If the Respondent has not created a Response to Notice of Adjudication five days after 
the case was initiated in the ODACC Custom System, the Claimant may ask ODACC to 
proceed with the adjudication. ODACC will appoint an Adjudicator within seven days of 
receiving the request to proceed.  
 
If the Respondent wishes to complete a Response to Notice of Adjudication after the 
Claimant has asked ODACC to proceed with the adjudication, the Respondent should 
(a) send an email to support@odacc.ca indicating that he or she wishes to have access 
to the adjudication, and (b) complete the Response to Notice of Adjudication Form 
available at the following link and upload it on the documents tab of the system: 
https://odacc.ca/wp-content/uploads/2020/01/20191213-ODACC-Response-to-Notice-
of-Adjudication.pdf  
 
  

mailto:support@odacc.ca
https://odacc.ca/wp-content/uploads/2020/01/20191213-ODACC-Response-to-Notice-of-Adjudication.pdf
https://odacc.ca/wp-content/uploads/2020/01/20191213-ODACC-Response-to-Notice-of-Adjudication.pdf
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5. Participating in the Adjudication Without Completing the Response to 
Notice of Adjudication 

 
If the Respondent wishes to participate in the adjudication but does not wish to 
complete the Response to Notice of Adjudication, the Respondent should send an email 
to support@odacc.ca indicating that he or she wishes to have access to the 
adjudication. ODACC will invite the Respondent to join the adjudication on the ODACC 
Custom System.  
 
If the Respondent does not complete the Response to Notice of Adjudication, he or she 
may not be able to participate in the Adjudicator selection process or to suggest a Pre-
Designed Process to the Adjudicator. 
 
  

mailto:support@odacc.ca
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6. Downloading Copies of the Notice of Adjudication and Response to 
Notice of Adjudication 

 
To view PDF copies of the Notice of Adjudication and the Response to Notice of 
Adjudication, the Respondent should log in to his or her ODACC Custom System 
account and open the case by clicking on “MY CASES” and the case name, as shown 
at Figure 6.  
 

Figure 6 
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On the “Forms” tab, the Respondent can click on “Download Notice of Adjudication” and 
“Download Response to Notice of Adjudication” to download PDF copies of the 
documents (refer to Figure 7). 
 

Figure 7 
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7. Parties’ Information 
 
The “Parties” tab contains contact information for all the Parties and their 
representatives, as shown at Figure 8.  
 

Figure 8 

 
 
To update contact information, a Party or Representative should email ODACC at 
support@odacc.ca with details of the request.  
  

mailto:support@odacc.ca


 
 

ADRC 20200423 – Responding to a Notice of Adjudication 16 

8. Inviting Additional Individuals to the ODACC Custom System 
 
8.1 Inviting Representatives 
 
If the Respondent has a Representative when the Response to Notice of Adjudication is 
created, the Respondent may include the Representative’s contact information in the 
Response to Notice of Adjudication. ODACC’s Custom System will email the 
Representative to invite him or her to create an account on ODACC’s Custom System 
once the Response to Notice of Adjudication is created.  
 
If the Representative is retained after the Response to Notice of Adjudication is created, 
the Respondent may email ODACC at support@odacc.ca to ask that the 
Representative be invited to join the adjudication. ODACC will send the Representative 
a case invitation. After the Representative creates an account, the Representative will 
have access to the information and documents filed in the adjudication. 
 
8.2 Inviting Additional Individuals 
 
The Respondent may give other individuals (i.e. assistants, contract managers, or 
project managers) access to the documents filed on ODACC’s Custom System (if 
granting such access does not breach the Respondent’s confidentiality obligations. After 
the Response to Notice of Adjudication is created, the Respondent may email ODACC 
at support@odacc.ca to ask that an individual be granted access. ODACC will send that 
individual a case invitation to ODACC’s Custom System. After that individual creates an 
account, he or she will have access to the information and documents filed in the 
adjudication. 

 

mailto:support@odacc.ca
mailto:support@odacc.ca
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