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If you are 
considering 
making an In-
Land Refugee 
Claim

How to apply for legal aid

1) Calling earlier in the morning is recommended to reduce waiting 
time. 

Call Toll free #: 1 800-668-8258

Legal Aid # (Toronto only): 416-979-1446

2) Every time you apply, you will speak to two different agents. The 
first agent will ask you more basic questions and set up your Legal 
Aid account. 

3) First agent will give you a client number. Write this number 
down.  Then you will transfer to a second agent.

4) Second agent may ask you more personal questions related to 
the reason for your refugee claim and your finances. At the end 
you may received a CERTIFICATE#. Write this # down!

You can find this information in our Migration section or through 
our BORDERLESS VOICES PODCAST
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Changes to 
making an 
In-Land 
Refugee 
Claim

Step one to starting your refugee claim

Send your email to

IRCC.RefugeeClaim-
Demandedasile.IRCC@cic.gc.ca.

Prepare an email with this information only:
◦ Subject line: Request to make a Refugee Claim in 

Canada:  Passport number

◦ The body of the email should only include

◦ your name or names 

◦ the email you want to use to communicate

◦ explain why in your email.

◦ You’ll get an automatic reply to confirm your 
message has been received.

• Shortly after emailing your initial Refugee Claim request, you will 
get an email from Canada Post asking you to sign up for an account.

• Check your spam folder to make sure you don’t miss it.

• Add this email domain to your safe sender list: connect@md-
hs.epost.ca

• Follow the instructions to set up your account.
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Changes to 
In-Land 
Refugee 
Claim

Step two for your refugee claim

1) Complete all forms from the application package

◦ You can still apply to work or study while you wait for a 
decision.

2) Upload the forms to your Canada Post epost Connect 
account.

3) One of the immigration officers will make sure your 
application is complete. If it’s complete, you will get: 

◦ Acknowledgement of Claim letter

◦ Instructions to complete your immigration medical 
examination

◦ Scheduled a date for an interview

4) If your application is incomplete, we let you know what’s 
missing.

https://www.canada.ca/en/immigration-refugees-citizenship/services/refugees/claim-
protection-inside-canada/apply.html#email

WWW.FCJREFUGEECENTRE.ORG 

https://www.canada.ca/en/immigration-refugees-citizenship/services/refugees/claim-protection-inside-canada/apply.html#email


The 
IRB/REFUGEE 
PROTECTION 
DIVISION 
(RPD) FILE 
REVIEW 
PROCESS
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 Through the file review process the IRB is planning 
to be flexible and find a way to view as many cases 
as possible, to get to a positive decision without a 
refugee hearing.

 RPD is open to lawyers identifying cases suitable for 
file review. It is encouraged for counsels to send 
complete information on why a case is appropriate 
for file review. 

 Case Management Conferences will be done through 
calls to resolve issues. These conferences could be 
held by members or by Adjudicative Claims Officers 
(ACOs) who have been in place for about a year 
(triaging cases, preparing files and recommending 
for positive decision without a hearing.) 

 The IRB may send out positive decisions without 
reasons (from file review cases) with the option for 
the person to request reasons



5 minutes to 
answer 
some
questions 
related to 
the 
measures
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Immigration 
and 
Refugee 
Board (IRB) 
in-Person 
Operations
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Hearings that were cancelled due to COVID-19 will be high 

priority for rescheduling

 A package of information will be prepared with new safety 

protocols. They will be posted on the website and sent out to 

claimants and counsels once hearing date is set.

 People will need to complete a questionnaire and 

screening test before entering building (no answer on how 

people who are not fluent in English or French will complete 

it).

 Appointments will be organized appropriately so people do 

not arrive at the same time. On arrival, claimant will be sent 

directly to the hearing room and there will be no waiting 

room. (It is important to make sure you arrive at the exact 

time of your hearing schedule)

RPD Practice Notice on the Resumption of In-Person Hearings. See https://irb-
cisr.gc.ca/en/legal-policy/procedures/Pages/rpd-pn-hearing-resumption.aspx. The RPD is 
planning to create a FAQ to accompany the practice notice.



Immigration 
and Refugee 
Board (IRB) 
in Person 
Operations
Continued…

 To practice social distancing, IRB will be using are 

videoconferencing within the building to conduct 

hearings (claimants in one room, member in the 

other and interpreter remote. Also, Minister’s 

representative will participate remotely).

IRB’s intention are to reduce people at hearings.    -

Children under the age of 12 will not need to appear 

unless it is required.

 Claimants under 18 years of age do not need to 

appear unless it is required.

Hearings that were cancelled due to COVID-19 will 

be high priority for rescheduling

RPD is considering particularly vulnerable claimants

RPD Practice Notice on the Resumption of In-Person Hearings. See https://irb-
cisr.gc.ca/en/legal-policy/procedures/Pages/rpd-pn-hearing-resumption.aspx. 
The RPD is planning to create a FAQ to accompany the practice notice.
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Suggestions 
to The IRB
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o IRB should considered potential problems for claimants with 
incompetent counsel and new BOC deadlines due to lawyers’ 
offices being closed and may consider extending BOC 
deadlines again.

oThe use of the term “in person refugee hearing” is very 
confusing because at the end of the day ‘in person’ actually 
translates to a video conference hosted at the IRB building.

o As soon as possible, translate all communications regarding 
in person/videoconferencing into the needed languages.

oTo reactivate the Ready Tour in video conference form, 
taking into account these new and different ways of having 
the refugee hearing… 

o IRB is looking into using Service Canada locations within 
Ontario… maybe some community organizations as well

oWhat about if any of the parties decline to go the IRB 
building … Is the IRB going to offer the videoconferencing? 



5 minutes to 
answer some
questions 
related to the 
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Pilot Project: Remote Hearing 
(Video-conferencing)

• If you are involved in this pilot project, 
your already have received a invitation 
letter to participate in a Remote Hearing 
Pilot Project for Refugee Protection 
Claims. 

WWW.FCJREFUGEECENTRE.ORG 

Invitation Letter 
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CONSENT FORM 

Once you agreed to participate you have fill out a 
consent form where you declare you qualify for 
the project and have access to the technology . IT 
includes a  interpreter declaration in case English 
is not your first language 

Information Form 

The information form is a other document 
you have to fill out specifying the location 
from which each claimant and counsel will 
connect, email address and telephone 
where participants can be contacted during 
the hearing 



Pilot 
Project: 
Remote 
Hearing 
(Video-conferencing)

•Videoconferences will be held using the Microsoft 
Teams videoconference application run by the 
Government of Canada’s secured computer network.

•If at any point before your hearing date you decide you 
do not want to participate, you can advise your lawyer 
and your hearing will be rescheduled. 

• Claimant will be able to use their own computers, 
tablets, or cell phones to the videoconference from 
their homes or offices.

•The claimant, counsel, interpreter and witnesses (if 
any) will connect to videoconference from their own 
homes or offices using their own personal electronic of 
choice. 

• The audio and video of the hearing will be recorded 
and data will be saved on the IRB’s secured facilities.
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Pilot Project: 
Remote 
Hearing 
(Video-conferencing)

o You will need to be in an appropriate and private 
environment to connect to videoconference (public 
spaces/networks such as cafes should not be used)

o You will need the appropriate technology: computer, tablet, 
or phone with a webcam.

o You need access to internet connection that is stable and fast            
(minimum of 1.5 Mbps). 

o Technology must be set up to be secure and private. Including 
a legally licenced operating system with up-to-date security 
patches, as well as anti-virus and anti-spy software.

o You need access to a telephone throughout your hearing.

o Claimant must have counsel who can forward documents.

o Counsel must be able to send and receive documents by fax 
or ePost when communicating with the RPD. 

What is required? 
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Suggestion 
to the IRB

WWW.FCJREFUGEECENTRE.ORG 

o How the IRB is planning to check the technical capacity 
and/or the required privacy requested in the letter of 
invitation, 

o Is the IRB aware of the shared living arrangement and lack 
of privacy where the refugee claimants are staying or living?

o We are suggesting to the IRB that they consider holding 
hearings at NGOs as :

o More comfortable for vulnerable claimants 

o Could address the need for bigger meeting space 
where parties can sit together while distant.

RPD Practice Notice on the Resumption of In-Person Hearings. See https://irb-
cisr.gc.ca/en/legal-policy/procedures/Pages/rpd-pn-hearing-resumption.aspx. The RPD is 
planning to create a FAQ to accompany the practice notice.
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QUESTIONS
For more information 
contact us:

Francisco Rico-Martinez: 
franciscorico@fcjrefugeecentre.org
416- 469 9754 ext. 227

mailto:franciscorico@fcjrefugeecentre.org


THANK   YOU

info@fcjrefugeecentre.org 

416-469-9754
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