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AGENDA 

• Introduction

• What documents do I need to gather to start my application?

• How does the application process work?

• How to create a GC-Key account?

• How to answer the questionnaires correctly?

• How to fill out the IMM5710e form (Work permit)

• How to complete, review and send my application successfully?

This document is available at our website: 

https://www.fcjrefugeecentre.org/webinar-work-permit-guide/ 

https://www.fcjrefugeecentre.org/webinar-work-permit-guide/


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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MAKING QUESTIONS :

Using your microphone:

Typing your question   

• Let us know you want to 
ask a question clicking on 
the Hand icon 

• Make sure you unmute 
your microphone 

• Use the Question mark 
• Write down your question in 

the box and click send 
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Who are we?

A non-profit organization that 
supports refugees and others at risk 

due to their immigration status
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www.fcjrefugeecentre.org 

HOLISTIC APROACH

Migrants 

Workers 

Mobile 

Program



1. Introduction:

Due to the current situation, FCJ Refugee Center has had to make certain 

changes and adjustments to the service provided to the community with 

regard to immigration applications, for instance, Work Permit Applications.

The presentations and videos of the webinars are available at our website.



Who is eligible to apply for a 
Work permit?

Only people who are doing certain immigration processes can apply. 

These are: 

 People who are in the process of requesting refuge and have already 
obtained the brown sheet (refugee applicant document). 

• If the person has received a negative decision and they are appealing 
it, they can apply but there is a processing fee. 

• Protected persons and persons who have not received a decision can 
make this application free of charge.

• People who are being sponsored and have included a work permit in 
their sponsorship application.
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Who is eligible to apply for a 
Work permit?

- International students and their 
partners. It also applies for the application 
of the post graduate work permit (study 
permit after completing the program).

- If you, a dependent child or your partner 
already have a temporary resident permit that 
is valid for more than six months.
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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

- If you are without status.

- If you have submitted a Humanitarian and 
compassionate application and received a 
negative decisión or no decision yet. 

- You have not made a Refugee claim

- You have not had an eligibility interview
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2. What documents do I need to 
gather to start my aplication?

The documents you will need to start your Work 
Permit Application are:

1. A scanned copy of your passport

2. A scanned copy of your medical exam with 
immigration

3. A digital photo of yourself with white 
background 
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What information do I need to 
start my application?
The information you will need to start your 
Work Permit Application is: 

1. Your UCI number

2. Your employment history of the last 10 years 
or since you were 18 years old

3. There is a possibility to be asked about your 
family information: (Names, birthdates, 
countries of origin, addresses)
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What information do I need to 
start my application?
If you already made a refugee claim, 
you can find this information in the 
following forms to avoid 
contradictions:

Generic

Schedule A
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What documents do I need to 
gather to start my aplication?

1. A scanned copy of your passport.

Example:
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What documents do I need to 
gather to start my aplication?

2. A scanned copy of your 
medical exam with 
immigration

Example:
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What documents do I need to 
gather to start my aplication?

3. A digital photo of yourself 
with a white background 

Important: Avoid the use of 
“Selfie” pictures for this 
application

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

The first step is to create a 
GCKey account in Canada’s 
immigration webpage. This 
account will allow you to access 
the platform and start your 
application 
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Step by step: Creating a GCKey
account
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Next, create a username 
and a password. Your 
password must have an 
uppercase letter and at 
least 1 number.

It is very important to 
keep and save this 
information in order to 
continue login into your 
account



Step by step: Creating a GCKey
account
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RECOVERY QUESTIONS:

If you lose access or 
can’t remember your 
password, these 
answers will help you 
recover them



Step by step: Starting an 
Application 
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To begin the process, 
first, click on "apply to 
come to Canada”.

Then, choose the 
option “visitor, study or 
WORK PERMIT”



Step by step: Answering the 
eligibility questionnaire
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Next, provide the 
following information: 
birthdate, country of 
origin, country from 
where you are 
applying.

And specify your 
immigration status 



Step by step: Answering the 
eligibility questionnaire
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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



Step by step: 
Important Information

In case you have already had your hearing and have received a negative 
verdict, the work permit applicant will have to pay $ 255 for their 
application. 

It also applies to those who have appealed the initial immigration 
decision.
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Step by step: Answering the 
eligibility questionnaire
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You will be asked if you are giving 
someone access to your 
application. It is important to say 
“No”.

You will be asked if you have had a medical 
exam with immigration during the past 12 
months. If you have it, answer “YES”, Even 
if it was more than 12 months ago.



Step by step: Uploading your 
Documents

Once you get to this 
page, you will be 
able to upload the 
scanned documents 
as well as the work 
permit application 
form:
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How to begin a new application if I 
already have a GCKey account?

In case of having a GCKey account already(For Instance, if you applied for a 
Work Permit recently), you will not have to create security questions when 
login in, but you will be taken to this page automatically. 
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Step by Step: How to begin a new 
application if I already have a 

GCKey account?
On this page you will be able to: see your past applications, continue with your 
current application in case there was a missing document to be uploaded, or to 
start a new application.
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Step by step: Starting a new 
application if I already have a GCKey

Account
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To begin a new 
application, scroll 
down the page and 
click on the option 
“Apply to come to 
Canada”.

Then, choose “visitor, 
study or WORK 
PERMIT”



Step by step: Uploading your 
documents

Once you get to this 
page, you will be able to 
upload the scanned 
documents as well as 
the work permit 
application form 
(IMM5710):
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Step by step: How do I upload 
a document?

In order to upload a 
document, click on 
“choose file” and once 
you have chosen your 
document, click on 
“Upload file” to 
upload it to the 
platform
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Form IMM5710 / E

This is form is completed with personal information, 
id documents, and your professional history. It will 
ask the following:
1. Full Name

2. Date and Place of Birth

3. Countries you have resided in the last 5 years

4. Date and place of entry to Canada

5. Passport information

6. Marital Status

7. Address, phone, and email

8. Academic and Professional History
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IMM5710: Personal Information
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IMM5710: Country of Residence / 
Marital Status
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IMM5710: Language and Passport 
information
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Form IMM5710 : Passport information

When providing your passport information, it is very 
important to make sure the “Issued” and “Expiry” date are 
correct.

In case your passport expired while you were in Canada, 
write down the date of the day you are applying. Ex: Aug 20, 
2020, and write down a letter explaining your passport has 
expired.

This letter can be uploaded in the option “Supporting 
documents” that we will show shortly.
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IMM5710: Address, Phone 
Number and Email Address
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IMM5710: Date of Arrival to 
Canada
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IMM5710: Employment and 
Education History
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IMM5710 Form: Employment 
History

oThis form will ask you for your employment, along with periods 
of unemployment for the last 10 years or when you turned 18.  
Unfortunately, it only offers 3 entry points 

oIn case you have had more than three different jobs within the 
last 10 years, you must create a word document mentioning the 
missing employment information details: occupation, company 
name, city, country and duration of your work.

o This can be sent in the same document of the passport expiry 
explanation, in case yours expired. 

oYou must include the unemployment time periods in the table.
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IMM5710: Background 
Information
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IMM5710: Signature 
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IMM5710: Bar Code Confirmation
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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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How to apply on paper?

You can send an open work permit application through traditional mail. 
The immediate benefit for people applying through paper is that the
processing fee for rejected refugee claimants is only $155 instead of 
$255

However, this process normally takes more time tan the online 
application and COVID-19 complications and can cause further delays. 
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How to apply on paper?

The following forms are required:

- The same IMM5710 work permit form 

- IMM5556 Document Checklist Worker (In Canada Applicant)

- The forms can be found here: 
https://www.canada.ca/en/immigration-refugees-
citizenship/services/work-canada/permit/temporary/apply-
paper.html
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How to apply on paper?
The Document Checklist, similar to the online application, gives 
us a list of necessary documents and forms:
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How to apply on paper?
Documents:

- Payment Fee Receipt

- Copies of Passport used to enter Canada

- Copies of a valid migrant document in Canada. Example: Refugee
Claimant ID , or Work Permit

- Copy of marriage certificate (Depending on the type of 
application)

- If you received a negative decisión for your refugee claim and you
are appealing, evidence that you sent an appeal application
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How to make a payment?

Enter the
IRCC page 
and go to
the right
side of the
page
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How to make a payment?

Choose the
following
options:
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How to make a payment?
Go to the 
lower part of 
the page and 
click here  
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How to make a payment?

Go to the lower part of the page, 
select “Temporary Residence” and 
confirm
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How to make a payment?

Go to the workers section and 
select 1 work permit
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How to make a payment?

Go to the lower part of the page 
and confirm
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How to make a payment?

Confirm the cost
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How to make a payment?

It is recommended to use a credit
card or a VISA debit card to
process your payment easily
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Where do I send my paper 
application:

To renew a work permit:

Case Processing Centre in Edmonton

Immigration Refugees and Citizenship Canada

c/o Work permits/Same employer, Station 202

9700 Jasper Avenue NW, Suite 55

Edmonton, AB T5J 4C3
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Where do I send my paper 
application?
For people seeking asylum and are asking for
their first work permit:

Case Processing Centre in Edmonton

Immigration Refugees and Citizenship Canada

c/o Initial Work permits for asylum claimants, 
Station 888

9700 Jasper Avenue NW, Suite 55

Edmonton, AB T5J 4C3
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Troubleshooting

What happens if I lost my medical exam?

If it’s a work permit renewal, you can use an 
older exam. If it’s for a first work permit, you will 
need to draft a letter explaining that you lost the 
document but you must also disclose when you 
took the medical exam, where you took them, 
and who administered the exam.
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Troubleshooting

I can’t go in my GC-Key account, I am being 
returned to the landing page despite using the 
correct login information. What can I do?

This most likely means that the website has too 
many visitors at the moment. It recommended 
to switch internet browsers or wait.
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Troubleshooting

What happens if my employer is causing issues 
with my expired work permit? Or what happens 
if I am looking for work while I wait for my new 
permit?

Use the following paragraph from the Canadian 
government stating that you have implied status 
until there is a decision made regarding the 
application.
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Troubleshooting
“Social Insurance Number Code of Practice Section 3 -

Employers' Responsibilities declares that applicants can 
continue to work legally because they applied to renew their 
permit before it expired. Section 6, “What is implied status?”, 

states the following official rules regarding this matter:

"If a temporary resident applies for renewal of their work or 
study permit and their permit expires before a decision is 

made, paragraph 186(u) and section 189 of the Immigration 
and Refugee Protection Regulations provides them the right to 

continue working or studying under the same conditions, 
pending a determination of their application for renewal, as 
long as they remain in Canada. This is referred as “implied 

status”. The temporary foreign worker will have implied status 
until a decision is rendered by CIC." 
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Troubleshooting

This information can be found here:

https://www.canada.ca/en/immigration-
refugees-citizenship/corporate/publications-

manuals/operational-bulletins-
manuals/temporary-residents/visitors/implied-

status-extending-stay.html
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• This presentation will be available at our website
• We provide webinars every Thursday at 10:30 am

edgar.v.medina@fcjrefugeecentre.org
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THANK YOU!


