
www.fcjrefugeecentre.org

WORK PERMIT 

APPLICATION GUIDE

Edgar Valderrama Medina

Presented by



LAND ACKNOWLEDGEMENT

• The land we are standing on today is the traditional 
territory of many nations including the Mississaugas of 
the Credit, the Anishnabeg, the Chippewa, the 
Haudenosaunee and the Wendat peoples and is now 
home to many diverse First Nations, Inuit and Métis 
peoples. We also acknowledge that Toronto is covered 
by Treaty 13 signed with the Mississaugas of the 
Credit, and the Williams Treaty signed with multiple 
Mississaugas and Chippewa bands.
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Who We Serve?

• Non-profit organization that serves refugees and 

others at risk due to their immigration status…
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Who We Are 

• On average more than 5,000 people contact the Centre

every year seeking assistance From around the world.
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FCJ Refugee Centre Services



Disclaimer

• This presentation does not contain legal advice and 
should not be interpreted in such a way. It contains 
information available to the public and is for 
informational purposes.
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Who is eligible to apply for a Work permit?

Only individuals engaged in specific immigration processes are eligible to apply.

• Individuals in the process of requesting refuge and who have already obtained the brown 

sheet (refugee applicant document) can apply.

• If an individual has received a negative decision and is currently appealing it, they can 

apply, but there is a processing fee. Also applies for federal court applications

• Individuals who have received a positive decision from their Humanitarian and 

Compassionate Grounds application are eligible to apply.

• Individuals currently applying for a PRRA (Pre-Removal Risk Assessment)

• Protected persons or convention refugees who are waiting for their permanent residence
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Who is eligible to apply for a Work permit?

You cannot apply if:

• You have a tourist visa or an ETA.

• You are without status.

• You have submitted a Humanitarian and Compassionate application and received a 

negative decision or no decision yet.

• You have not made a Refugee Claim.
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Your First Work Permit

- Is requested in your refugee claim forms (Schedule 12)

- Or is requested in your refugee portal

It will arrive 2 or 3 months after IRCC has your 
medical exams, portal submissions, Basis of Claim, 
biometrics, and passport.
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What documents do I need to 
gather to start my application?

1. A scanned copy of your 
passport.
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What documents do I need to gather 
to start my application?

2. A scanned copy of your medical exam 
with immigration.
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What documents do I need to gather 
to start my application?

3. A digital photo of yourself with a 

white background. 

Important: Avoid the use of 'selfie' 

pictures for this application.
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The information you will need to start your 
Work Permit Application is:

• Your UCI number.

• Your employment history for the last 10 years or since you 

were 18 years old.

• There is a possibility you will be asked about your family 

information, including names, birthdates, countries of origin, 

and addresses.

• Details of your arrival to Canada

• Marital Status (Previous marriages or common law 

relationships
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Information Gathering Tips

If you have already made a refugee claim, you can find 

this information in the following forms to avoid 

contradictions:

• Generic

• Schedule A
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Fees 

If you are currently appealing to the Refugee Appeal 

Division, appealing to the Federal Court, applying to a 

PRRA, or have received a positive decision from a 

Humanitarian and Compassionate Grounds, you will need to 

pay $255 for your Work Permit Renewal Application. 
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How does the application process 
work? (Step by step)

The first step is to create a GCKey

account on Canada’s immigration 

webpage. This account will allow you to 

access the platform and start your 

application.
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How does the application process 
work? (Step by step)

• Next, create a username and a 
password. Your password must have an 
uppercase letter and at least 1 number.

• If you're starting a GCKey account, you'll 
be given a one-time access code. Save 
this code to ensure access to your 
account.

• It is very important to keep and save 
this code in order to continue logging 
into your account.
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How does the application 
process work? (Step by step)

RECOVERY QUESTIONS:

• If you lose access or can't 
remember your password, 
these answers will help you 
recover them.
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How to begin a new application?

If you already have a GCKey account, for 

example, if you recently applied for a Work 

Permit, you won't need to create security 

questions when logging in. Instead, you'll 

be taken to this page automatically:

• View your past applications

• Resume your current application in case a 

document is missing and needs to be 

uploaded

• Start a new application
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How does the application 
process work? (Step by 
step)

To begin the process, 

• First, click on "Apply to come 
to Canada." 

• Then, choose the option 
"WORK PERMIT."
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How does the application 
process work? (Step by 
step)

• Next, provide the following 
information: birthdate, country 
of origin, country from where 
you are applying.

• And specify your immigration 
status 
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How does the application process 
work? (Step by step)

• If you are a refugee claimant, please 
specify if:

• You are waiting for your hearing

• You already had your hearing and 
your case was accepted

• You already had your hearing and 
your case was refused
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Step by step: Answering the eligibility questionnaire

You will be asked if you are 
giving someone access to your 
application. It is important to 
say "No.
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You will be asked if you have had 

a medical exam with immigration 

during the past 12 months. If you 

have, answer "YES," even if it was 

more than 12 months ago



Step by step: Uploading 
Documents

Once you reach this page, you 
will be able to upload the 
scanned documents as well as 
the Work Permit application 
form (IMM5710):
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Form IMM5710 / E
This form is completed with personal 

information, ID documents, and your 

professional history. It will ask the following:

• Full Name

• Date and Place of Birth

• Countries you have resided in the last 5 years

• Date and place of entry to Canada

• Passport information

• Marital Status

• Address, phone, and email

• Academic and Professional History
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Form IMM5710 : Passport information

• When providing your passport information, it is very 

important to ensure the "Issued" and "Expiry" dates are 

correct.

• If your passport expired while you were in Canada, write 

down the date of the day you are applying. Example: Aug 

20, 2020, and include a letter explaining that your passport 

has expired. This letter can be uploaded in the "Supporting 

Documents" option, which we will show shortly.
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IMM5710 Form: Employment History

• The form will request your employment history, including periods of unemployment for the 

last 10 years or since you turned 18.

• Unfortunately, it offers only 3 entry points.

• If you have had more than three different jobs within the last 10 years, create a Word 

document with missing employment information details: occupation, company name, city, 

country, and duration of your work.

• This document can be sent in the same file as the passport expiry explanation, in case yours 

has expired.

• Ensure to include the unemployment time periods in the table.
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Step by step: Uploading 
Documents

In order to upload a document, 

click on "Choose File," and once 

you have selected your document, 

click on "Upload File" to upload it 

to the platform.

www.fcjrefugeecentre.org



Step by step: Review of uploaded documents
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Step by step: Sending/ Submitting your 
application
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Step by step: Sending/ Submitting your 
application
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Step by step: Sending/ Submitting your 
application
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When to apply for a replacement of work 
permit:

• If you applied for a work permit, received an approval 

email (with a PDF attachment), and never received 

the physical document, you should apply to replace 

the document.

• This is not a new work permit application.

• The replacement application is done by paper.

• The IRCC will ask for a $30 fee.
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Troubleshooting

What happens if I lost my medical exam?

• You can use your refugee claimant ID (Brown Paper) paired with an 
explanation letter clarifying that your claimant id would not have been 
issued without the completion of the medical exam.

What if I am being requested the biometric fee again?

- As a refugee claimant, you are exempted from biometric fees. If needed, 
you can draft a letter of explanation instead of paying 85 dollars.

I cannot upload the work application form

- Please check if the information in the form matches the information in 
the questionnaire and it is validated.

- Additionally, please check that the form used matches the most recent 
version. Download it straight from your Gckey account and compare the 
dates at the bottom right of the application.
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Thank you 
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Contact Us
416-469-9754 

info@fcjrefugeecentre.org 
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