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L'information divulguée en vertu de la [oi sur l'accés a linformation

Key Documents/Information - Links,

s For topics not addressed in this document

e How to complete a visual check of a GIC

e Income Tax Return (ITR) (Case by case)

e  Blometrics 101 and 5OPs

Before referring any file to the PM-03 officer, please ensure everything (administrative work and
preliminary assessment) has been completed on the application.

Queries
Set Queries and assigning applications > Refer to the instructions in GCDOCS

“My Primary Office Application” must be changed to “My Office Applications” when querying for India SP
files to ensure that all applications that meet your parameters are pulled.

e

Query Parameters

Unassessed, OIC approved PM-01 Referral

Primary Office: New Delhi Primary Office: New Delhi

App Status: Open OR re-opened App Status: Open OR re-opened
Rec’d Via: On-line or IRCC Portal Rec’d Via: On-line or IRCC Portal
Category: Sp Category: SP

Final: IS NULL Final: [SNULL

Assign to: Assign to:

Last updated: May 18, 2023
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Positive Assessment, Pending MEDs Pending docs

Primary Office: New Delhi Primary Office: New Delhi

App Status: Open OR re-opened App Status: Open OR re-opened
Rec’d Via: On-line or IRCC Portal Rec’d Via: On-line or IRCC Portal
Category: SP Category: SP

Final: IS NULL Final: IS NULL

Assign to: Assign to:

TRV with SP SP with WP N

Primary Office: New Delhi Primary Office: New Delhi

App Status: Open OR re-opened App Status: Open OR re-opened
Rec’d Via: On-line or IRCC Portal Rec’d Via: On-line or IRCC Portal
Category: SP Category: SP

Final: IS NULL Final: [S NULL

Assign to: Assign to:

*All post-secondary DLIs are recorded in GCMS under the “Organization & Entities” tab, and correlating
organization [Ds (0o/a DLI numbers) are associated with post-secondary study permit applications. You must

Primary Office: New Delhi Primary Office: New Delhi

App Status: Open OR re-opened App Status: Open OR re-opened
Rec’d Via: On-line or IRCC Portal Rec’d Via: On-line or [RCC Portal
Category: SP Category: SP

Final: IS NULL Final: IS NULL

Assign to: Assign to:

Primary Office: New Delhi Primary Office: New Delhi

App Status: Open OR re-opened App Status: Open OR re-opened
Rec’d Via: On-line or IRCC Portal Rec’d Via: On-line or [RCC Portal
Category: SP Category: SP

Final: IS NULL Final: IS NULL

Assign to: Assign to:

also ensure that the correct DLI number is associated with the application (as per LOA provided).
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Surge Capacity OT Officers (PM-03) Surge Capacity OT Officers (PM-01)

Primary Office: New Delhi Primary Office: New Delhi

App Status: Open OR re-opened App Status: Open OR re-opened

Rec’d Via: On-line or IRCC Portal Rec’d Via: On-line or IRCC Portal

Category: SP Category: SP

Final: IS NULL Final: IS NULL

Assign to: Assign to:

Integrated Search
Group applications 2 see instructions

Complete Integrated Search in group. If a household or unmerge is required, send an email to OSC and
leave a note.

e Applicant is a PR - Eligibility > Review Required
e Complete steps PR Renunciation
e Assign to your GCMS ID
e Do not continue processing until client provides IMMS5782 form or chooses to keep their PR
status.
e Applicant is a Canadian Citizen — Eligibility > Review Required

Verify if Merge/Unmerge is required.
Last updated: May 18, 2023
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s.16(2)

Household Merge Requests
If a household merge is required (it has been determined that the individual has more than one UCI):

(1) Enter a note in GCMS: “Household merge requested for UCls (insert UCI number) & (insert UCI
number).”
(2) Complete and send the following table to entitled "Household Merge Request”:

Household Request Template

Uci1 UCi 2 uci3

UCI#

Last Name

Name

Gender

DOB

coB

Place of Birth

Passport #

Application #

Notes:

(3) You do not need to wait for OSC to complete the household before finalizing the file, unless there
is important information that needs to be transferred from the previous UCI, such as meds or
biometrics

***¥Prior to requesting for a household merge, it is advisable to ensure that the UCls in question are the
same person by checking the passports, place of birth, Additional Family Information form, IMM1294,
and photos provided under the UCls in question. Household requests are not to be sent based solely on
the applicant’s name, gender, and DOB.

Last updated: May 18, 2023
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Unmerge Requests

If an unmerge is required (there are two or more individuals within the same UCI):

(1) Enter a note in GCMS: “Umerge requested; the individual in this application is not the same
individual in application # (insert application number).
(2) Complete and send the following table to entitled “Unmerge Request”:

Unmerge Request Template

UCI#

Last Name

Name

Gender

DOB

COB

Place of Birth

Passport #

Application #

Notes:

(3) Keep the application assigned to your GCMS ID pending the unmerge. Once unmerged in most
cases, you will notice that OSC has cancelled your application and in the notes, indicates that a
new application has been created. You may then unassign the cancelled application from your
GCMS ID and reassign the new application for processing.

(4) Itis very important to check the notes to see if an unmerge has already been requested before
processing a file. If an unmerge is pending, or you request one, you MUST wait for it to be
completed before proceeding to avoid a privacy breach.

**% [f the UCI contains a valid study permit or work permit and is applying for a new study permit for a
completely different DLI or program of study, it is likely that the individual in your application is not the
same individual originally associated to the UCI.

Last updated: May 18, 2023
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Family Groups

If you notice that an application is in a group, click on the group # to confirm if it is part of a family group.

Py P R B

Dpen I Peogress A E LT G Rawjew Bagulr, S

Ty ““??{ .

Applications in a family group must be processed together.

If all of the applications within the family group are study permits applied for from within India, you may
process it.

If other types of applications are associated to the family group, please triage as follows:

Work Permit in Family Group: i ves, and atiached 1o a TRV

e Enter note: “Pre-assessment incomplete, | ® Continue pre-assessing until Eligibility and

applicant is applying with W-1 applicant at that time:

(insert application number).” Enter note: “Applicant applying with TRV
e Associate Org: applicant (insert application number).”
e Assignto: e Change Eligibility: Review Required

e Assignto;

Last updated: May 18, 2023
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Part 1 - Administrative portion

Associate Fees

e If not done, allocate the fees.
Should Cost Recovery be marked as Outstanding, check under Fees tab to verify.

£

o

i

Minister]

Corraspond

Lon Rerovere

Faninn

Gslanuing  Blovetrics a5

o |f biometrics 1in 10 years applies, add exemption code BTE.

e If co-op is required: apply fee exemption code E02 and hit Ctrl + S to save.

Review Notes

Last updated: May 18, 2023
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Review eDocs and Correspondence

Visually scan all documents first and note if there are recent submitted documents.

i

Pyt F161LBB323 1M Phato Q772672018 02:37:56
Incoming Correspandence 3046708352 Recent BEducation Transorips DI/25/2020 01287110
ncoming Corrgspondencs 3845740924 Guaranteed Investment Cert.. 02/25/2020 01:57:11
Incoming Correspondance 3048607461 eroof of wition paid OF/25/3020 01:87:111
Incoming Corrgspondence 384871348 Proof of [ELTS test results Q272572030 DL:87:12
Travel IBALHTRGE Passport Q2/23/2030 01:87:143
Incoming Correspondence 38887452 LOA 0/25/3020 01:57:13
Incoming Correspontdance 384867458 IMM1294 Application Q272572020 01:57:14
Phots IHABTORLY IMM Photo 02/285/2020 01:57:14
Incoming Correspondance 384808850 Muedical 0273572030 01:37:158
Incoming Corrgespondence 3648675848 Additional Family Info IMM3645 02/25/2020 01:57:18
Incoming Correspondence 384687658 Clent Information 0243872020 01:57:19
Farm BEAGT LERD MBS Q272372020 01:57:28
Form FGRO3BIETV IMMI0L7 0%/ 1472020 15:15:20
Letter IB2HR7257 Word LTR 08 09/14/2020 15:29:01
Letter BEBETRGTE Waord LTR 02 1L/RB/2020 13118139
Incoming Correspondence IG97IB983 LOA 117262000 00:47:08

If new documents have been submitted under Incoming Correspondence and flip from Provided to

Received under Status

& revised latter of acceptance frofacelvedd

L&A

In eDocs, review the following:

Passport

LOA

Evidence of Work Required = if appplicable
Recent Education Transcript = if applicable
Funds, proof

Guaranteed Investment Cert GIC = if appplicable
Proof of tuition paid - if appplicable

Proof of IELTS test results 2 if appplicable
IMM1294 Application 2 Not required if using Chinook
Client Information

CAQ > if appplicable

Medical 2 if appplicable

Additional Family Information IMM5645

***¥You may need to open other documents later in the assessment***
Last updated: May 18, 2023
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Minors

A minor in this case are considered to be an individual under the age of 17, or who is attending primary or

secondary school.

If an applicant is 17 years of age or older and is applying for post-secondary school, then the individual
should be processed as per status quo and is not to be referred to the minor bin.

Please note that

Those who have not received training to process minors must triage the file as follows:

Apphicant is 3 Minor

e Eligibility: Review
Required
e Assign to:

Applicant is below the age of

17 and LOA s for post

secondary school

e Add note: “PAis a minor
seeking to attend post-
secondary school”

e Eligibility: Review Required

e Assign to:

Applicant’s ape is 19 or older and

LOA Is Tor secondary school:

e Add note: “PA seeking to
attend secondary school”

e Eligibility: Review Required

e Assign to:

Passport information

Under eDocs tab, open the client’s passport and ensure details match those seen under the Clients & Parties

tab.

Last updated: May 18, 2023
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If the applicant’s full name appear under ‘Given Name(s)’, input the full name under the Family Name field.

Make sure the following fields match those seen on passport:

= Name

= Gender

= Date of Birth

= Place of Birth

=  Travel Doc#

= Travel Doc Expiry Date

If no passport on file: request passport as per TR SOPs;
Enter GCMS Note: “Pre-assessment not completed, PPT not on file, request sent”.

Assign to:

Ensure that Counterfoil Required box is checked off. Entry Doc: Counterfoil &

Counterfoll Reg:

Last updated: May 18, 2023
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Adding Information from the LOA

Please ensure that all information in GCMS for the applicant is correct and reflects information provided on

the Letter of Acceptance (LOA); if a new or updated LOA is provided by the applicant, the reviewing PM-01

or PM-03 officer must update the application in GCMS accordingly. Guidance on how to review a L{JA is

recommended for new officers.

Information regarding the DLI and intended studies in Canada:

Study Permit

Dasignated Lea

o Science, Applie v |

ot Required-0 ~

13,000.00

70000

Complete the information for the fields identified in yellow.

To add/change the DLI: Associations > Org & Entities > +New >
: Query > Enter DLI# under Org/Entity ID or O*with the desired
DLI name > OK. Once selected, set “Reason” to “Educational

¢ [nstitution”

Note: to replace an existing DLI, you must first expire its

corresponding entry in GCMS.

If, secondary school (02) add grade level in Field of Study; if

other (08) choose most appropriate option.

For University/College, Field of Study cannot be left as Other,

choose most appropriate option.

Tick the “WP required” box for Co-op or Internship programs.

The Stay/Program — To Date must be updated based on the most recent LOA:

2020/04/3

Number of Entries:

S
5

{ Enlries %i‘v‘i%}ﬁ%?ﬁ“%

o

Last updated: May 18, 2023
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If LOA has a required or mandatory Internship/ Co-op program, change it accordingly:
e SW-1
¢ (Case Type: New, write: WP, Case Type: write 24.

- Click on the magnifier 2 Counterfoil Category
o Select SW-1 > Ok

o Select Case Type maghnifier; select New; under Type, write WP, select WP; under Case Type
write 24> enter

Immnioration Subcetsgory

5-1 Student v Study Permit

= Shudent v

A1 b

R E

24 T

SR 34 Student, BLEE,

Please note that study permit applications that do not require a work permit will be issued a S-1
counterfail. This is indicated on the left side of the application’s page as follows:

Last updated: May 18, 2023
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Complete the Work Permit section in the application’s page:

Work Permit For Co-op/Internship programs update the Work
' i permit section in GCMS:

e Exemption Code: C32

. NOC: 9999000

i o Intended Occupation: INTERNSHIP/CO-OP

e Employer: copy and paste the ‘DLl Name’.

Once complete, press ALT + Enter on your keyboard.

Once the work permit information has been entered, this will change cost recovery to outstanding. Go into
the Fees tab, scroll down, and enter the exemption code EQ2 on the work permit line.

Reguests to change DLIs after applying for a study permit
Please refer to Pl

Outside Canada

Students may request to change their DLI prior to entering Canada if their visa or electronic travel
authorization (eTA) has not yet been approved by IRCC.

If the student changed their DLI after submitting their study permit application and the application is still in
progress, the student may submit their new letter of acceptance via the [RCC Web form.

If their visa or eTA has already been approved, the student should submit a new application and pay the
appropriate fees online or at the visa application centre.

Inside Canada

Students engaging in post-secondary studies in Canada may transfer between institutions (both public and
private) or change their course or program of study without applying for a change to the condition of their
study permit, as long as the receiving institution is a DLl

Students should notify IRCC through their MyAccount when they transfer to another DLI.

Students who transfer to a DLI that doesn’t have an approved COVID-19 readiness plan and decide to leave
Canada may not be able to return because their DLI is not on the approved list.

Last updated: May 18, 2023
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Medicals

A) Integrated Search
e Go to Integrated Search
e Locate the T # under the client’s UCI. Click on it.
e Go to Documents tab to verify that the T number belongs to the applicant.
o Click on Medicals — HB tab. Copy the UMI # and paste it into the application.

B) Identifier search
e Under Search Tab click Identifier
e Under Type, scroll down to Travel Document
e Paste or type the passport number; add the Country of Issue
e C(lick Search
e Click on Medicals — HB tab. Copy UCI
o Click T#> Go inside IME

e Goinside to UCIH#: T#
e Paste UCIH#
e C(lick GO

Last updated: May 18, 2023
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e Go Back to Admissibilities Tab > Medical

e C(lick the magnifying glass Under IME
e Click OK and press Alt + Enter.

C) Medicals associated from previous application

e Go to Admissibilities, Medical tab
e Create a new line — press Alt+Enter

e C(lick into IME # tab-> click magnifying glass and click ok
e If meds have Expired, click “New” to create a second meds line and

“Generate”

Applicant may have provided upfront medicals which will be in the application under eDocs (may be found

under Medicals, Client Information, etc.)

Last updated: May 18, 2023
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D) Pending Medicals

e If client has provided upfront medicals and Medicals are in Progress, change Eligibility to
Recommend Passed.
e Enter note: “Approved Pending Meds” with SP validity date and Remark #. Assign to

Medical Furtherances and Instructions

Last updated: May 18, 2023
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Requesting new medicals — IME
Medical report — IME are to be requested ONLY if leaning to approve the file. Otherwise, only start it and
leave for the officer to assess.

1. Go to Admissibilities > Medical > New > Alt+Enter (refresh). A new line will appear with status
set as ‘Wot Started”

2. On Status tab click the options and choose “Gengruts’
T Farnily MName  Glven Name  Statusg

Generate W

3. Under Correspondence 2 Outgoing > scroll and on Medical report 2 seng the generated request.

Leave a note on file:

tyyyy/mm/dd) volidity, Approved pending meds

Assessments
Medicals should be as “not started” if
application is referred for further
review and client did not submit up-
front medicals. Next reviewing officer
may approve the file and meds will be
requested.

Top of the Document

Cosargrioll w

ol

Last updated: May 18, 2023
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(F) Contacting RMO — Regional Medical Office in Delhi

Actual situation Should be associated to Note: Meds must be Passed in order to approve.
Applicant name Applicant name ;

. If meds are not required {applicant has beenin a

- - non-med required country for the last six months
UCH # mistakenly associated or ¢ (i.e. US or Canada)) — Enter GCMS note: “Meds

Household case . not required”

To (if applicable): UCi#:

Application # (if associated): Application #:

{f first IME cancelled, please
create a new one New
Valid IME #: IME#: (if applicable)

Note:

Medicals only need to be valid at the time of the decision unless they are to expire within 30 days and the
client is unable to land before the validity date (source: PD!).

Should you be unsure about whether to request new medicals? talk to a colleague or supervisor.

Last updated: May 18, 2023
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Biometrics and Info Sharing

# Info Sharing
Under type there are 2 to 4 partners: USA, NZL (New Zealand) and AUS ( Australia). Some files have only 2.
Each line has to be NRT or assessed.

If the results are:

Type Pariner
e  “NRT” —continue processing the application Biometric - FCC AUS
Biomeatric - FUC NZL
Biomeatric - FUC USA
Blographic USA

e If Status is System Error:
No further action required, continue processing.

PR VPRI Gyl D £ i G g -
info Sharing: Systemn Freor

e Status appears as “sent-partner”: cancel the request = open a new one (same as just cancelled) 2
submit, status will change to ‘sent- partner’. Wait few minutes to up to two days. Results could be NRT
(no traceable record) or “ready to assess”. It will take from few minutes up to two days or
so. Sometimes you have to even resubmit a third one. If after those attempts still no results, reach out
to your supervisor.

Type Partner Status £
Biometric ~ FCC AUS WNRT

Biomatric - FCC NZL MNRT

Blometric - Foo USA Sent « Partner w
Biographic USa HRT

Ty Status i
Bismetric - FCC AUS HRY
Blometric - FCC MEL NRY
Blarmnetric - FCO USA é(ﬁanceiie{% W
Blographic UsSa NRT

Last updated: May 18, 2023
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Top of the Document

4+ Biographic

“Ready to be assessed” - navigate to the matched record applet below, and review the possible
suggested matches. In order to retain a match, DOB, hame and passport number must match. If

passport number is not listed in the record, do not retain it.

If there is no match, change the information sharing activity status to “Complete — No match”.
If there is a match, you must retain the matches before changing the status.

To retain a match, click into the retain section box. Change the information sharing activity status to
“Complete — Match”

Last updated: May 18, 2023
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If Biographic status may appear as Retransmission Required, change Status to “submit”.

Biometric - FOO

Bloorannie

MZL

USA

Las

MRT
MRT

Retranalicion Reoiiead

If Biometrics from USA, AUS, NZL status is set to ‘Ready to be assessed”:

Reory 1o he assesnag

NRT

When an applicant is refused for biometric non-compliance, GCMS automatically creates a ‘Refer’ flag on

the applicant’s UCI. If the applicant reapplies and complies with the request for biometrics, we will remove

the ‘Refer.” In the applicant’s new application, follow the below steps:

Click on ‘Other Regs’

PwnNe

Create a ‘Non-compliance’ line
Set the Status to ‘Passed’
Add a note indicating that the applicant complied with the request for biometrics

We will not re-open the old application.

Last updated: May 18, 2023
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Part 2 — Assessing application and establishing Eligibility

Valid unconditional Letter of Acceptance - LOA

Every applicant must submit a valid Letter of Acceptance from a Desighated Learning [nstitution (DLI).
Applicant, client or Principal Applicant (PA) has to be registered for a full time program. For India case load
English as a Second Language intended program is not accepted.

Last updated: May 18, 2023
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Review LOA for a Co-op work requirement:

# Check LOA for mandatory/required CO-OP WP.
NOTE: If the LOA states that Co-op / Internship is optional, DO NOT issue a Work

Permit.

Evidence of Work Feg in Study

!

A
24. Internship/Work Practicum:  [DJYes [] No
Length: 6 months ‘ Field of Work: Management

% Example of Optional Co-op. Do not ADD CO-OP in this case.

24, Excharge program ;2, Estinaned Tuiton fou for the fast academe

HO i :
SCAD 23 S00 por year i

23, Scholarshup trubject to change based on final 4, interrhipswWork Practicum :

sracdes) wonad in Srdsath year of undergraduate

N/A

2%, Condoors of atoeptaree

HIA b

26. Length of peogram

Start datel January U6, 2030 o7, Bapiratice date of Woer of acceptance

Cotvgleticn date o rarvrarn vesrs of shudy Jaruary 20, 2000

Top of the Document

Last updated: May 18, 2023
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Entering CAQ Information into GCMS

Ton of the Document

Last updated: May 18, 2023
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Language

Language Test anc Transcript Exemptions

Wy destineg LAY

o fore o P Y D
SINTES TOFS OF oL is. LG

;. Students destined for Masters

or Ph.D degree programs at a university in Canada will already have completed a Bachelor’s degree
or higher. The universities have a rigorous selection process, including requiring a very high
academic performance. You can be satisfied that these students will have the necessary language
ability and academic skills to perform well. Here is the criteria to look out for:

e Destined for university only.

e Entering a Master’s or Ph.D. degree program (does not include post-grad certificate
programs).
e Sufficient funds.

e Parents are well-established.

e Intention is to attend a top university in Canada — e.g. University of Toronto, University of
British Columbia, McGill, Queens, University of Alberta, University of Waterloo, McMaster,
Western, Simon Fraser, University of Calgary, University of Ottawa.

Top Universities in Canada screen applicants for language and academic proficiency. A high
standard has to be met in order for an LOA to be issued.

Language test scores

and Score Comparison

Last updated: May 18, 2023
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Language Test results assessment

IELTS scores

Verifying IELTS Scores

Contact your supervisor to obtain an IELTS profile

Immigration, Refugees Immigration, Réfugiés
I * I and Citizenship Canada et Citoyenneté Canada
Information disclosed under the Access to [nformation Act
L'information divulguée en vertu de la [oi sur l'accés a linformation

SOP - 3P indio

*Note: if typo occurs, simply click hyperlink “TRF Number again”, find error and click “Verify” again.

Last updated: May 18, 2023
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Pisase enter the Test Report Form [TRF! number below.
it iz important to nute the followsing:

s Ranons for tests tsken recantly miay not be avsidstie yet

w Fapors for

=tz tzken before $-Jan-2003 are not held in the system

= ¥You rmust only 3tempt o verlfy 3 TRF where you have been presantad with 3 hardeooy fom the IELTS
test centre whare the corddidale ook thelr test

= Hro etk

W

Found for the TR you are chaoking, you will be direcied to 5 soresn which details what
223 1o 4o nesl.

= VEenlibe fe toowanify & resull thet you cannot Bnd on the site tha is mnes than hwo years o Mors
; im the information for Tandidates Bookiet locsted on

Tes Recoa Toem (TRES rumibe

Last updated: May 18, 2023
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Note: You may receive IELTS test results without the regular centre stamp & validation

stamp that is used to authenticate the results. Once Covid-19 measures are over, clients
will be receiving language test reports by mail with these stamps:

Last updated: May 18, 2023
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PTE Scores

Verifying PTE Scores

Username:

Password:

Score Reports
PTE Academic

Sign in

sErname”

Last updated: May 18, 2023
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TOEFL Scores

Verifying TOEFL Scores

Username:

Password:
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= They are globally acclaimed for their standard of education and the alumni are much sought after
in the US

Most recent secondary or post-secondary educational transcripts

For all applicants: look at the clients planned studies/progression. Also look at their overall grades.

Converting grades to North American standards

» Grading system for undergraduate (Bachelor degree) programs in India (7-point absolute):

Letter Grade w Grade Point U.S. Grade Equlvalent

O 80 and above 10
A 75 t0 79.99 9 A+
First
B 70 to 74.99 8 A+
C 60 t0 69.99 7 A
D 55 to 59.99 6 B+
Second
D 50 to 54.99 6 B
E 45 t0 49.99 5 C+
Third
P 40 t0 44.99 4
Fail F 39.99 and below 0 F

> Grading system for CBSE 12" grade:

CBSE % US Equivalent % US Letter Grade

95 - 100 97 - 100 A+
88-94 93 - 96 A
83 -87 90-92 A-
78 -82 87 -89 B+
71 -77 83 - 86 B
66 -70 80 -82 B-
61-65 77-79 C+
54 - 60 73-76 C
49 - 53 70-72 C-
44 - 48 67 - 69 D+

38 -43 63 - 66
33-37 60 - 62

30 - 32 50 - 59

Last updated: May 18, 2023
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Sample CBSE Grade 10 certificate

Last updated: May 18, 2023
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s.19(1)
Sample ICSE certificate Sample Delhi University Graduation degree
Sample Punjab Technical University certificate Sample Punjab State Technical Education

certificate

Last updated: May 18, 2023
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Financial Information Assessment

GIC

Last updated: May 18, 2023
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5.19(1)

One year tuition payment

Applicants can submit more than one proof of one year tuition.

Last updated: May 18, 2023
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Assessing Forms
Open IMM1294 Application form

Things to check:

- Education and employment

Last updated: May 18, 2023
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Outstanding Debt to the Crown

If you come across an application with an Info Alert containing an Outstanding Debt to the Crown (Q#
file), please do the following:

1. Send a Request letter (BF 10 days) with Item ‘Payment Receipt’ with the Comments ‘We require
payment of the outstanding processing fee associated to your previous application [app#]. For further
details, please contact IRCC collection services at 1-888-448-4426 or by email to:
[RCC.FINDebtstotheCrown-DettesalaCouronneFIN.IRCC@cic.gc.ca with account [#]

2. A. Ifclient complies and provides the fee, please email <IRCC.FINDebtstotheCrown-
DettesalaCouronneFIN.IRCC@cic.gc.ca> to notify of the payment so that they can close the alert/case.
And continue with processing.

Reguesting Documents

Eligibility: Recommend Interview
Assign to

Deferred enrolment

o Ifless than 150 days have passed since the intended program start date, officers should continue to
process the study permit application. You will not request an updated LOA.

o [f more than 150 days have passed since the intended program start date, officers should request a
new letter of acceptance from the applicant to confirm if the student has deferred their enrolment

Last updated: May 18, 2023
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to a later date. Officers should follow the instructions concerning Requests for additional documents
on open applications and allow 30 days for the applicant to respond.

School closures and loss of Designation

e Some schools are closing, cancelling programs or deferring the start date of their programs.

o De-designation will be confirmed in the public DLI Hst.

e Officers should send a PFL to confirm that they intend to study at a DLI that is in operation.
hitp://cicintranet.cl.gc.ca/connexion/tools-outils/temp/students-etudiants/design-eng.aspx

e The PDI contains a PFL template to be used for this purpose.

Distance learning
e A study permit cannot be issued if the program of study is solely and fully online as physical
presence in Canada is not required
o Ifthe LOA indicates in-person attendance for part of the program of study, locate a target start date
of courses that require in-Canada classroom attendance.
e Officers can render refusals only if the applicant intends to complete the entire program via
distance learning.

How to Send a Request Letter

10 days due date is the standard for most document requests.

Go to Outgoing Correspondence > Click New > Under Document Type enter “Request letter/Lettre
de demande” Hit Alt + Enter, Leave Status as “Not Started” for now.

Under Item Request > enter document and template once enter Go back to Request letter line and
flipped Status as “Generate”

Last updated: May 18, 2023
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Go to Correspondence Attachments > click the hyperlink “Word LTR 02”

There will be a pop up Click “Download” and another pop up Click “Open”

File Downioad

dtniiig

.

Do vou want to open or save Word LTR 02.doc from goms-smgoapps.cigeo.ca? Cancel

Go to T:\Templates-Modeles\Office Specific Templates - Modeéles spécifiques a votre
bureau\Centralized Processing\CPC Ottawa - CTD Ottawa\TRU

Last updated: May 18, 2023
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w3 Cuick atcess
CPC Yegreville - CTD Vegreville

i Documents

Downloads
we Pictures

Temporary Residents - Résidents tem

Besltop
PDF
Supenviser Duties

TRU

klicrosoft Werd

w U8 This PC
. 30 Chbjects

T

A

1%}

ARCHIVE

(TR} Dot requets non-complience Withd.,,

(TR} Final Reminder for Passport - Eng
(TR} Final Reminder for Passport - Fre
(TR} Final Reminder Letter - Eng

(TR} Final Reminder Letter - Fre

(TR} PRTD Relinguishment - Eng

(TR} Request Letter - General {(E-8ppl En..

(TR} Request Letter - General {E-App) Fre
(TR} Request Letter - General {Paperi Eng
(TR} Request Letter - General {Paper] Fre
(TR} Transfer Letter - Eng
(TR} Transfer Letter - Fre

(TR} Witdrawat biometric not submitted

File name:

{TR} Request Letter - General (E-App) Eng NEW

‘Word Ternplates

S

TRU > (TR) Request letter — General (E-App) Template
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Save letter as PDF and Click this icon to attached the letter

o iy st § ot Dnn b e

x OGPl A
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ITEM  Text

Letter of LOA: A letter of acceptance from the intended educational
Acceptance institution.
The letter should be recently issued and should outline the:
Item: LOA
» Type of course of study or program you are registered
for,
» The start date and the expected completion date, and
» Whether the program is full-time or part-time studies.
French version for LOA:
Une lettre d'acceptation de I'établissement d'enseignement prévu
La lettre doit contenir les éléments suivants :
¢ le cours ou le programme d’études auquel vous étes inscrit(e),
¢ [a date de début et la date d’achevement prévue,
* |le statut du programme (temps partiel ou temps plein).
Language Scores Language Proficiency Results: Please provide a copy of your recent
language test results. Please note that we continue to only accept
ltem: Client IELTS/TEF, TOEFL, and PTE scores.
Information
Sufficient funds to Funds to support first year of studies, proof: Please provide
support the first evidence of sufficient funds to support your first year of studies

year of studies and (tuition + $10,000 in living expenses); these funds must be liquid or

be available by the commencement of your studies. Financial

beyond
documents may include but are not limited to any or a

[tem: Funds, Proof combination of the following financial documents: bank
statement(s), loan sanctions, ITR(s) for parent(s), payment
receipt(s) issued by the DLI, a Guaranteed Investment Certificate
(GIC), scholarship(s), etc.

Funding Plan Funding Plan: If your intended program is longer than one
academic year, please provide a funding plan detailing how you

Item: Client intend to financially support yourself for the duration of your

Information studies in Canada. Your funding plan must include evidence that

the plan is feasible. This may include bank statement(s), bank
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loan(s), fixed deposit receipts, ITR(s) for parent(s)/spouse,
scholarship(s), school/research grant(s), etc.

Education Please provide a copy of Original education transcripts and/or
Transcripts Degrees/Diploma.

[tem: Education

Transcripts
Proof of tuition You must submit proof that confirms you have paid your first year
paid (if required as of tuition.

LOA condition)

ltem: Proof of

tuition paid

Minors — Evidence Employment Pay Stubs or Source of Income for Parent(s): Copies of
of parents’ income pay stubs or evidence of source of income for your parent(s)

/ employment employed in Canada covering the last six months.

matches closed
Work Permit

[tem: Employment
Pay Stubs

Setting Defaults to 10 days

User Preferences > Defaults > TR > 18
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Thsfiiaiiy

Cliant

Couniry of Countertell Prind Qued

COPR Print Quoue

Traived Dorumgnt

Perant Peiod Queus

T2/ Bupgens ting DOCaaraent

BRFLE Print Quews

CIT Print fumue

D Date Laloiiation

Swcurity Integeity Indes{SLE)

PMOL Processing

Eligibility: Review Reguired Assign to:

If a document is not mentioned in your note, it is assumed that you reviewed it {i.e. IELTS verified online,
visual check of GIC, ITR, passport, previous refusals, etc.).

Have precise wording in your referral notes. You may write “see under document name” if document does

not appear under usual location (i.e. LOA is not found under LOA hyperlink).
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Fligibility

-Regular SP

; Decision

(IMM5818e): httn://scdocs2/otes/es.exe?func=li&obiactionsoverview&oblid=385413182

-University students (IMMS957E): http://gcdocs2/otes/es exe Punc=l&oblaction=overview&obild=385415573

SP applications

Unconditional LOA from a DLI

Overall band of 6.0 for [ELTS with no more than one band of 5.5
Passed Meds.

Proof of funds **

First Year Tuition paid partiaily or in full; tuition fee receipts, LOA stating fees pre-paid, proof of
money wire transfer.

**If GIC and partial or no tuition has been paid, a combination of the following may be sufficient to satisfy

the decision maker that the applicant or non-accompanying spouse/parents/grandparents will be able to
support the first year of studies (first year of tuition + $10,000 CAD in living expenses):
e Funds
e GIC - accepted financial
institutions University students do not have {o submit
e Tuition receipt language results, proof of funds. It is strongly
e BRank Loans recommended. However, if you are satisfied
. Mments with an applicant for a reputed DUl {ie. Uof
Toronto, Ottawa U, U if British Columbia, etc.}
you can approve the application.

SDS -Student Direct Stream {facilitative program), ***

e LOAfromDLI
e QOverall band of 6.0 for IELTS with no band less than 6.0

pts provided
0K : see all accepted financial institutions in this link GiC

e  First year tuition paid in full: tuition fee receipts, LOA stating fees pre-paid, proof of money wire

e Transcri
e GICof1l

transfer
e Upfront

meds (passed)

¢ Non-accompanying spouse/parents/grandparents Income Tax Returns (ITR) with a sum of 500,000 INR —
5,00,000 Lakh or more in one year.
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How to Cancel or Withdraw an Application

To cancel an application refer to TRU $0%¢ - page 44

Verify in GCMS Notes if the client is requesting to withdraw the application. Once confirmed, go to “Final”
and enter “Withdrawn”:

A withdrawal line will be automatically generated under Outgoing
correspondence:

e Flip Status to Generate > Under Correspondence Attachments > click on the Word hyperlink.

e Use the template found here: T:\Templates-Modéles\Office Specific Templates - Modéles
spécifiques a votre bureau\Centralized Processing\CPC Ottawa - CTD Ottawa\TRU

e Insert the text below into your letter:

“This is in reference to your application for a study permit.

As per your request, we are withdrawing your file. Your file has now been closed and no processing
will take place.

Since processing had already started on your application, you are not eligible to receive a refund of
your processing fees for this application.

OR

You are eligible to receive a refund of your processing fees for this application. Our financial office
has been notified; please be patient as this procedure may take several weeks.

Thank you for the interest you have shown in Canada.”

e Send the Withdrawal letter
Last updated: May 18, 2023

000456



Immigration, Refugees Immigration, Réfugiés
I * I and Citizenship Canada et Citoyenneté Canada
Information disclosed under the Access to [nformation Act
L'information divulguée en vertu de la [oi sur l'accés a linformation

SOP - 3P indio

e Add GCMS note: “Application withdrawn as per client’s request. Withdrawal letter sent, no refund.
OR Cost Recovery please refund 5150 processing fee”

o Arefund may be issued if an applicant formally withdraws their application before
processing begins.

o Ifthe application is already in processing (for example, the applicant is sent a document
request letter), no refund applies, even if the applicant chooses to withdraw their
application.

o The officer will refund the biometric fee if the applicant paid the fee but did not complete
the biometrics collection.

Cancellations & Withdrawals — Additional Information

Withdrawals:
e Must be applicant-requested; may be eligible for refunds. Refer to Refund section below.
Cancellations:

¢ India TRU SOPs on how to cancel a file: india TRU SOPs.

e Check the primary offices on all open files. If only one file belong to our office, then you may
continue working as per usual; no cancellation required at this time.

e Multiple SP applications in our office’s jurisdiction:

o Check all open applications belonging to our office, and determine if the applications are
duplicates. Check to see if the open SP applications contain the same documents, or if
additional/updated documents have been provided.

= |f additional/updated documents have been provided in the new application, cancel
the old application(s) and process the new application.

o If the applicant has applied for a different DLI / program of study from the
other open application(s), please refer to page 4 regarding “Requests to
change DLIs after applying for a study permit” for further information on
whether a new SP is required — in which case should not result in any
cancellation.

e This may include an applicant where two open applications do not have a
FINDEC, and the applicant applied for a new DLI; new application to be
processed, and old application to be cancelled.

o |fthe applicant has two open applications where one contains a FINDEC
(approval), this is not a duplicate application — no file is to be cancelled, and
you may request if the applicant would wish to withdraw their previous
application.

e [f the open applications indicate the intent to attend different DLIs or
program(s) of study,

= |fthe new application does not contain any new/updated documents or
information, cancel the newest application(s) and process the oldest.
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e These scenarios can be complicated — please ask your supervisor for assistance on cancelling
applications
Refunds

e Details on who is eligible / not eligible for a refund: Cancellations, Withdrawals and Refunds.

o |fthe applicant requests to withdraw, you will Withdraw the application, and refund (if processing
has not yet started).

e Notes: Application withdrawn as per client request, Withdrawal letter sent. Refund/NO refund to be
issued.

o All Refunds should be assigned to cost recovery as they will initiate the refund:

e Withdrawals: The officer will refund the biometric fee if the applicant paid the fee but did not
complete the biometrics collection.

Top of the Document

PR Renunciation

Once you have conducted an integrated search, you can review the GCMS/FOSS results to determine if an
applicant is or ever was a PR of Canada. If applicant is a PR of Canada you can send the PR Options Letter.
**NOTE** - before concluding that the applicant might still hold PR status, please review the applicants FOSS history for
a NCB entry indicating that the status has already been relinquished.

Reqguest the PR Options letter

1) Inthe application = Correspondence = Outgoing = New = Request Letter (under the Document
Column

2) Ensure status is left as Not Started

3) Item(s) Request 2 New = Client Information 2

4) Change the due date to 10 days from the date that you have made the request.

5) Navigate back to the Request Letter =2 change ‘Status’ to ‘Generate’

6) Correspondence Attachments 2 select and attach the Renounce PR Status Letter.

7) Navigate back to the Request letter 2 change ‘Status” to ‘Sent’

8) Enter GCMS note: PR Options Letter was requested from client

**NOTE**- If the applicant does not wish to relinquish their PR status, you must withdraw the application. For instructions
please refer to “Withdrawal”.

**NOTE** - [f the applicant does not comply with submitting the documents within due date, set eligibility as Review
Required, assign to D6364 and add a note “PA did not submit requested document”.

How to create a renunciation application and render a decision
1) Inthe application = Clients and Parties = click into the UCI hyperlink of the PA
2) Go to the associations tab
3) Under Applications and Cases 2 New
4) Category/case field > Renunciation of PR status
5) Inthe Rec’d Date field enter the appropriate information (today’s date).
e The system automatically create a Q number application
6) Enter into the Q# file hyperlink.
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a. Inthe Effective date field, enter the appropriate value (today’s date)

b. Inthe Foss Documents number field, if not populated, enter the PR document #.
**|f it is not automatically populated, you will need to go to Search and find the PR entry for
the client and copy the PR document number from there.

7) Change Rec’d Via to Online

8) Inthe Decision Field, select the appropriate value from the drop-down menu

9) Go to Correspondence = Qutgoing = change ‘Status’ to ‘Sent’

e Ensure to send the letter for all decisions of Approved, Refused, and Cancelled
e The application will close automatically

10) Go back to the SP application = Correspondence = Outgoing = New = Information letter

11) Under Correspondence Attachments = Confirmation and Permanent Residents Status Letter

12) Navigate back to the Information Letter line = change ‘Status’ to ‘Generate’ and ‘Sent’

13) Enter GCMS note: “Signed voluntary Renunciation letter received. SP in process; copy of valid-PPT
seen. Application to voluntarily renounce permanent residences status approved” in both the SP
application and the Q# file.

e Ensure to include the SP application number under the Q# file, as this is where the PR
Renunciation letter is found.

Setting due date and print queue

Site Map

User Preferences = Defaults = Counterfoil Print Queue:

=  China (Beijing): PQ-6155-VISA-1
* |ndia (New Delhi): PQ-6029-TR Visa Room 2
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India (New Delhi): please change secondary
office to New Delhi

Travel Document

1D/ Supporting Document

Received Via

Payinenis

Due Date Calculation

o
COPR Print Queue
! T
Permit Print Queue
)
RPCD Print Queuse
Tt
CiT Print Queue
w
Passport
i w

'f}ays

Days

Davs

Drays
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Final Decision — Approvals

If satisfied of all documentation on file and of bona fides and are ready to approve, follow the steps

below:

Change Eligibility to Passed

When passing or approving an application add the following
note 1o vour template: Languoge score verified
Add note: “Documentation reviewed, satisfied to issue” with

the remarks and validity date (see below).

Add validity date in the Travel Itinerary field. Issue both
counterfoil and permits to the closest of these dates: April 30;
Sep 30; Dec 31. For Quebec applications, issue to the CAQ

validity. See below for more instructions. Print queue for
counterfoil: PQ-6029-TR Visa Room 2

Change the Final Decision / FINDEC to “Approved”, leave OPR at
“not started” until conditions, validity and remarks have been
entered.

Namel

008 |

Travel DoC Expir

# of Ertries: MULTIPLE

DAL #1
CAG Valic T [2020/12/17

Province of
Destnation:

Civy of Destingtion:

Avaiiable Funds
(CADy:

Bray/Frogram - From Date:

2018407725
Stay/Prograr - Te Deler 2000/69/17

TravEl lnem

FOSS Dog #:

Associated App: {

If the passport expires before Stay/Program - To Date, issue

documents to the passport’s validity minus one day.

For example: If Stay/Program - To Date: 2023/04/26 but passport

expires on 2022/01/15, issue documents to 2022/01/14

Conditions and user remarks

Types of remarks to be entered in the User Remarks field.

Refer the PDIs for issuance of Study Permit, and (32 Co-0

Internshi

Work Permit.

For GCMS notes, use: R1/WP {if appiicable), vaiidity date

Work permit- R1: “Employment practicum cannot form more than 50% of the total program of study.
Authorized to undertake employment which forms integral part of studies as certified by the institution”.

Minors — (PMO03 officers) Condition 52: “This permit does not authorize the holder to engage in off campus
employment in Canada”
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Under Finalize Application, Permit - SP / Permis — PE, scroll down until the Permit Section:  sesmi

Click the magnifier on ‘Conditions’

The condition code 53 must be used on the R1 and R4 study permits to ensure that after graduation, when
the foreign national applies for a post-graduation work permit, the correct proof of authorization to work

Foreign nationals who are eligible to work both ¢n Condition 18
campus and off campus without a work permit

N/A Condition 26
Example: They are enrolled in full-time studies that lead
to a diploma or degree. a.k.aR1 Condition 53
Foreign nationals who are not eligible to work off campus
without a work permit but are authorized to work on
campus Condition 18
Example: They are enrolled in an ESL or FSL program of
study, prerequisite course or program, or general interest N/A Condition 26
courses.

Condition 52

This study permit does not authorize the holder to engage
in off-campus employment in Canada.
Foreign nationals who are not eligible to work in Canada
Example: They are enrolled in part-time studies at the N/A (minors) Condition 52
primary or secondary level.
Foreign nationals who have been issued a study permit for| Ré:
a prerequisite program and are not eligible to work off ..
campus in Canada until they begin their main program of | Unless prerequisite Condition 18
study course or program has Condition 26

been completed, may
This study permit does not authorize the holder to engage | not accept off-campus Condition 53
in off-campus employment in Canada until they complete employment.
their prerequisite and begin their main program of study.

letter is triggered. Failure to ensure that code 53 is used on the study permit will negate the auto-issuance
of proof of authorization to work without a permit under paragraph 186(w) of the Immigration and Refugee

Protection Regulations (IRPR).
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Change the validity of the permit to reflect at least three months {80 days) nost program end date or the
passport expiry, whichever comes first. Choose the closest of the three dates: Apr 30; Sept 30; Dec 31.

If client is attending a school in Quebec, limit the validity to the CAQ expiry date. Should you be in a

situation where the CAQ validity is much longer than the proposed studies, you may limit the validity.
However, please ensure to provide reasons in the remarks section as per the Plis.

If the applicant must complete a prerequisite program, such as ESL or FSL, before entering their subsequent

program, officers must issue the permit to the length of the prerequisite program plus one year or until the
travel document expiry date. See Study Permit: Final Decisions,

Approving Applications

Validity dates may be pulled with Chinook+:

e Copy/ Paste into Leapfrog application numbers
¢ Open Chinook {O:\Systems-IM\Chinook Win 10) Splash > Module 3 Decision Maker > Set filters

a g I o MGDULE 3 - Decision Maber
MODULE 3 - Decision Madker | Decision Maker Sefup

S i Basic Setup | Column Setup |

Usar info

Region: South Asia
Data File: South Asia

CITRIX

— s

vizting TS and Sanng o Moduiz 3.

s/deactivates the Action Column,

s/deactivates the Hiztorice: Date Pus,

sedezctivates the sulemanc snpanzion o
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FMODILE 3 - Decision Maker

Selectad Rugive

e Select Input Apps bottom and attach the file stream

£ BN

Application g v Uroup E w  Sutlen - | Warking!
....................................... e Copy / Paste applications into Chinook. DO NOT
It Srps >

touch Excel document while it loads

Enter Appiication andfor Group Mumbers belows

Trput Applications Close

You can see under pre-assessment notes, the validity date shows up

Esigibifivy. Passed Ri 2021f13/38
ecommend Passed R1 2020/08/30
jbitity: BEecommend Paszed R12B2G712/31

Eiig v Recommend Paszed R 2G20f18/25

For efficiency, bulk approve in a TR — Temporary Group. (This is important, particularly when the inventories
are high).

Before approving verify that all the information is updated:

# Cost recovery: completed

4 Biometrics 2 Assessment: Complete
# Medical: Passed

4 Info Sharing: complete

The decision-making officer is responsible for inputting the correct remarks and validity dates for the Roster

Officer. The Roster Officer is responsible for following the remarks and validity dates under the notes left by
making officer.

e Verify and check which remark is applicable for each application. Use this process to check in bulk.
e Select the string of files that you wish to bulk review notes, medicals, eDocs, etc.

Importinto Leapfrog.

Generate and copy list.

Open any SP application.
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Go to Integrated Search (do not search anything).

Go to Application

cess G B ERTERIRRERR R

33;;iau333::;33;333333:3:3333
HRRH AR

Query

Paste string of files under App # field and Go

B

Click on Notes tab (or whatever tab you want to view in bulk)
Ctrl + down arrow to scroll through notes of multiple applications

e Run an Integrated Search for all the files.
e Oncein the group, select all the applications and press Ctrl + Alt + 8
e Select set final to approved

Change Records

ist Field to Change 2;‘;c§ Field ta Change
i Final ne 1THE e

* Approved]

Field ta Change

e Once applications are approved enter remarks and validity, and conditions.
e Authorize the permit(s) (Status field)
e Generate Counterfoil (Status field)

e Generate and send the OPR (Original Passport Letter)
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o [fthere is an application with M02 medical results, send both the ‘Original Passport Letter’ and
‘Surveillance’ letter. Enter GCMS note: “M02, surveillance docs sent”.

¢ Un-assign application from the GCMS ID.

Final Decision — Refusals

If refusing an application, follow the steps below:

e Change Eligibility to Failed

e Check Chinook+ for any flags. If no flags exist, enter the following note: “Indicator: N/A
Processing Priority Word Flag: N/A”.
If flags exist, please review the flag and action accordingly.

e Enter your refusal note. Refusal note templates may be found here:
http://ecdocs2 clgoca/otes/os.exe?tunc=liBobiaction=overview&obid=380387275

e Enter the FINDEC - Final: Refused

e Assessment is based on “regular” Eligibility basis

e Previously refused apps by you: assign apps to another officer.

***Applications may be refused for A16 non-compliance for all grounds except biometrics***

***Pplease note that any applications requiring refusal for A16 Truthfulness must be afforded the
opportunity to respond via PFL.

Reconsideration/ Redetermination

Please follow instructions and guidance found here:
hito://zcdocsZ/otes/es.exe?lunc=l&obiid=373108047 & obiAction=browse&view Type=1

If you are upholding the refusal, please email India TRV Team A supervisor to arrange for a Program
Assistance to inform the client via email. Currently the supervisor is Chelsea Mohr.
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Reporting Numbers

At the end of each week, you are responsible for reporting the number of applications you have reviewed,
referred, or finalized for the previous week. Email the Team Supervisor and cc: the Manager using the

following template:

Day Recommend Passed Referral Total

Monday

Tuesday

Wednesday

Thursday

Friday

**Referral includes:
Completed applications assigned to officer bins and verifications that come back as adverse and are triaged

as such.
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GCMS Query for Online Cases for Officer Review

1) Navigate to the IMM>TR screen.
2) Press Query.

3) Enter the following fields:
e Primary Office = New Delhi
e App Status = Open
e Rec'd Via: On-line
e Category =SP
o Eligibility = Review Required
»  Assigned To =

4) Press Go.

5) Click on the Rec’d Date column title to sort the cases according date of receipt. Press ALT + Enter.

6) Highlight the first three applications in the list. Press CTRL+ALT+8. Then, enter the following information in
the pop-up window and press OK:
a) Field = Assigned To
b) Value = your GCMS ID

7) Go to your GCMS homepage. Work off the applications listed in your “My Applications” section. This will
ensure you do not work on any other person’s file.

8) Assess the application.
9) Change the Eligibility decision.

10) Ensure you follow steps outlined in “GCMS Actions for Officers” any other actions you need to take on the file,
including reassigning the file back to

11) At the end of each day, ensure that your “My Applications” list is blank — this means that you have reassigned
all of your cases back to

How to Save Your Query

1) At Step #4 above, press ALT + S to save your query. A dialogue box will appear. Name your query so you
can easily identify it later. Then, press OK.

2) The next time you want to make this same query, navigate to the IMM>TR screen. On the top right corner of
your screen, there is a white rectangular box (it looks like a text field). Click on the drop-down arrow on the
right side of the field and select the query you have just named. This will automatically pull up a list of cases
ready for officer review.
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SDS: Student Direct Stream

This program is only available to legal residents of the following countries:

e Antigua & Barbuda
e Brazil

e China

e Colombia

e CostaRica

e India

e Morocco

e Pakistan

e Peru

¢ Philippines

e Saint Vincent & Grenadines
e Senegal

¢ Trinidad & Tobago

e Vietnam

While there are a specific set of documents required, it does not preclude officers from requesting
additional documents to ensure all the requirements of IRPA and IRPR are met.

Document requirements to be processed in this stream are:

1. Unconditional and valid LOA. If LOA has conditions, documents on file should demonstrate how the
condition has been met or could have been met.

Example: Condition is to have a high school diploma.
» Condition is met. High school diploma is on file.

» Condition could be met. Transcripts show student has continuously passed each grade and will
likely pass their last year in high school, or report card shows pass marks in classes in their final
year.

2. GIC for CAD $10,000 from any bank insured by the Canadian Deposit Insurance Corporation
(CDIC) - www.cdic.cal/your-coverage/list-of-member-institutions/.

Most common banks used in India are:

Scotia Bank

ICICI Bank

CIBC

HSBC

SBI (State Bank of India)
BMO Bank of Montreal

VVYVYYVYVYVY
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3. Tuition paid for a full year (2 semesters)
» Check LOA as it may be listed there.
» Check for payment receipt.

> Check application forms (e.g. Additional Family Info IMM5406) and supporting documents (e.g.
ITRs, statement of purpose) for information on:

v’ ability to pay for subsequent years of schooling; and

v whether the tuition payment made is actually available to the student (i.e. the student will
be forced to work in Canada in order to repay this debt).

4. Language Test Results
» |ELTS results (General or Academic):
» Check passport and med exam photo on file and compare it with photo on IELTS form.

> For French: Test d’Evaluation de Francais (TEF) score that is equivalent to a Canadian
Language Benchmark (CLB) score of at least

[ ]
5. Medicals
6. Transcripts from the last school attended

7. Applied online
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NON-SDS

1. Unconditional and valid LOA: If LOA has conditions, documents on file should demonstrate how
the condition has been met or could have been met.

For example: Condition is to have a high school diploma.

>
>

Condition has been met. High school diploma is on file.

Condition could be met. Transcripts show student has continuously passed each grade and will
likely pass their last year in high school, or report card shows pass marks in classes in their final
year.

2. Funds: Evidence that the student has enough liquid funds for travel, living expenses and tuition for
one full year, PLUS a plan of how to pay for the remaining years of school (e.g. parents to work to pay
for school, loan will cover all years of school, etc.).

>

>

Check LOA as part or all of the fees may have been paid.
Check for payment receipt for tuition fees — partial or full.
Check LOA / letter from DLI or government if any scholarship has been granted.

Guaranteed Investment Certificate (GIC}: CAD $10K GIC from Scotia Bank, CIBC, SBI,
HSBC or ICICI Bank.

ITRs, proof of employment/earnings of parents (e.g. employment letters, paystubs) to show they
are continuously earning money to send to the applicant.

Bank accounts of student and/or parents showing enough funds to cover transportation, tuition
and living expenses.

Check that savings and/or investments are commensurate with income earned. Look for
unexplainable large deposits within six months prior to application submission — this is an
indication that they may have borrowed money for the purpose of getting a visa, and that they
do not actually have access to those funds. In cases such as this, the student will rely on
working in Canada, potentially more than the allowable maximum of 20 hours per week, in order
to pay for their studies and living abroad.

Education loans from India: Nationalised banks in India only
(www.rbi.org.in/commonman/English/Scripts/Banksinindia.aspx#NB).

Other acceptable financial institutions are more established private Indian banks:

Axis Bank Ltd IDBI Bank Ltd South Indian Bank Ltd
Federal Bank Ltd Indusind Bank Ltd State Bank of India (SBI)
HDFC Bank Ltd Karnataka Bank Ltd YES Bank Ltd

ICICI Bank Ltd Kotak Mahindra Bank Ltd
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» Education loans from Nepal: Class “A” commercial banks that are regulated by the Nepal
Rastra Bank (NRB):

Nepal - Bank Name Established Headquarter
Agriculture Development Bank Ltd 1968/01/21 Ramshahpath, Kathmandu
Bank of Kathmandu Ltd 2016/07/14 Kamaladi, Kathmandu
Century Commercial Bank Ltd 2011/03/10 Putalisadak , Kathmandu
Citizens Bank International Ltd 2007/04/20 Narayanhitipath, Kathmandu
Civil Bank Ltd 2016/10/17 Kamaladi, Kathmandu
Everest Bank Ltd 1994/10/18 Lazimpat , Kathmandu
Global IME Bank Ltd 2014/04/09 Panipokhari, Kathmandu
Himalayan Bank Ltd 1993/01/18 Kamaladi, Kathmandu
Janata Bank Nepal Limited 2017/04/07 Thapathali, Kathmandu
Kumari Bank Ltd 2001/04/03 Durbarmarg, Kathmandu
Laxmi Bank Ltd 2002/04/03 Hattisar, Kathmandu
Machhapuchhre Bank Ltd 2012/07/09 Lazimpat, Kathmandu
Mega Bank Nepal Ltd 2018/05/13 Kamaladi, Kathmandu
Nabil Bank Ltd 1984/07/12 Beena Marg, Kathmandu
Nepal Bangaladesh Bank Ltd 1994/06/06 Kamaladi, Kathmandu
Nepal Bank Ltd 1937/11/15 Dharmapath,Kathmandu
Nepal Credit and Commerce Bank Ltd 2017/01/01 Bagbazar, Kathmandu
Nepal Investment Bank Ltd 1986/03/09 Durbarmarg, Kathmandu
Nepal SBI Bank Ltd 1993/07/07 Kesharmahal, Kathmandu
NIC Asia Bank Ltd 2013/06/30 Thapathali, Kathmandu
NMB Bank Ltd 2015/10/18 Babarmahal, Kathmandu
Prabhu Bank Ltd 2014/09/14 Babarmahal, Kathmandu
Prime Commercial Bank Ltd 2007/09/24 Kamalpokhari, Kathmandu
Rastriya Banijya Bank 2018/05/02 Singhadurbarplaza,Kathmandu
Sanima Bank Ltd 2012/02/15 Nagpokhari, Kathmandu
Siddhartha Bank Ltd 2016/07/21 Hattisar, Kathmandu
Standard Chartered Bank Nepal Ltd 1987/02/28 Nayabaneshwor, Kathmandu
Sunrise Bank Ltd 2007/10/12 Gairidhara, Kathmandu
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» Education loans from Bhutan: Bhutanese students wishing to pursue higher studies or
develop skills abroad can now avail loan up to Nu 1.5 M. Financial institutions will provide the
loan for a period of five years. The Royal Monetary Authority (RMA) in collaboration with finance
and labour ministries launched the “Overseas Education and Skill Development Scheme”.
Under the new scheme, students can avail loan at 8% interest rate per annum. The central bank
and financial institutions have waived off collateral and mortgage requirement. Instead, a letter
of acceptance from the university or vocational institutions attested by labour ministry will be
used as a condition of loan.

Banks and institutions providing education loans in Bhutan are:
v Bhutan National Bank

Bank of Bhutan

Druk Punjab National Bank (Druk PNB)

T Bank Bhutan

Bhutan Development Bank

Dept of Adult & Higher Education (DAHE) — Ministry of Education: Student Loan Scheme

R SR NERN

3. Language Test Results

» Language test results are required. Applicants should provide this even if their DLIs indicate
they do not have any requirements. Being proficient in English of French factors in the ability of
a student to complete a program of study in Canada — this is linked to their purpose of travel (i.e.
if they cannot successfully complete their program of study, why go to Canada as a student?). If
missing, please send a request letter to the applicant.

e Example: A flight school indicated they have no language requirements for their students. Intel
received indicates that some of these flight schools are using Indian instructors to overcome the
language issues with their students. Despite this, Aviation English is the de facto international
language of civil aviation, which means that students who wish to become pilots need to
demonstrate relative proficiency (i.e. minimum 6.0) in all bands.

» Student may submit results from IELTS Academic, TOEFL or PTE Academic. Compare the
scores of other tests to IELTS using the table below (use TOEFL scores on the next page):

FEL TS FTOEFL FTE &

Frasper Baseat L errppuater PBagsedd jrsternet Basecd
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» TELTS can be verified at https://ielts.ucles.org.uk/ielts-trf/. To understand the scoring system,
see https://takeielts.britishcouncil.org/teach-ieits/test-information/scores-explained. If you do not
have an account, please contact the DELHI I[ELTS administrator.

o |ELTS test type can be either “Academic” or “General”.
e Scores are valid for two years.

¢ In light of the COVID-19 pandemic, here are some concessions an officer can make
based on their discretionary authority:

v' If “General” test scores are submitted, with their academic transcripts for marks in
English classes: if the scores and marks are similar, and the IELTS scores are at

v" Scores should be valid on the day the application was submitted. They are still
acceptable even if they expire before visa issuance.

» 'TOFEFL is an indication that an applicant may have applied to an American school — this is the
most common accepted exam for American colleges and universities. Use the link and your
personal login information should you need to verify the results:

http://toefi-registration.ets.org/TOEFLWeb/extUserLogonPrompt.do
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v" Sample PFL note for PTE:

1) Login to your account by visiting mypte pearsonpte.com.

2) Go to “Activity” and find the appointment connected with the score you want to
send.

3} Click “Send Score”.

4) Type the name of your chosen institution in the field marked
“Institution/Organization/department/School” and click Search’.

&) Select your recipient and click on “Select Programmaes”.

6) Click on “Add another Score Report Recipient”.

7} Select country as “India” and Type IRCC in the field marked
“Institution/Crganization/Department/School” and click “Search”.

8) Select recipient and click on “Select Programmes”.

9} Click on “Next’.

10) Review your details then scrofl down the page and click “Submit Order” to
confirm.

¢ Sample PFL note for Cambridge language test results:

10| Page
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» Check passport and med photos on file and compare it with photo on IELTS form to detect
impostors.

» Language Test Exemptions:

Students destined for University Masters or Ph.D Degree Programs: Students destined for Masters
or Ph.D degree programs at a university in Canada will already have completed a Bachelor’s
degree or higher. The universities have a rigorous selection process, including requiring a very
high academic performance. You can be satisfied that these students will have the necessary
language ability to perform well. Here is the criteria to look out for:

e Destined for university only.

e Entering a Master’s or Ph.D degree program (does not include post-grad certificate
programs).

High School Students: Students who are graduates of prestigious private schools in India with
International Baccalaureate (IB), Advanced Placement (AP), or A-Level (UK’s Advanced Level)
programs may be exempted from language test results. These programs are internationally
recognized and are taught in an English medium with very high academic standards. Even a
mediocre student enrolled in one of these programs would have a high-functioning level of
English. Other criteria you should look out for include:

e Aftendance in a secondary school that offered these programs (see lists below) — this will
likely be a private school (or “public school” as they are known in India).

e Sufficient funds.

e Parents are well-established.
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¢ Intention is to attend a top university in Canada — e.g. University of Toronto, University of
British Columbia, McGill, Queens, University of Alberta, University of Waterloo, McMaster,
Western, Simon Fraser, University of Calgary, University of Ottawa.

List of IB schools in India: www.ibo.org/programmes/find-an-ib-
school/?SearchFields.Region=&SearchFields.Country=IN&SearchFields. Keywords=&SearchFie
ids.Language=English&SearchFieids.BoardingFacilities=&SearchFields.SchoolGender=&Searc
hFields.ProgrammeDP=true

List of AP schools in India (https://apcourseaudit.inflexion.org/ledger/search.php):
American Embassy School, New Delhi

American International School, Chennai

Cathedral and John Cannon School, Mumbai

CPS Global School, Chennai

Emerald Heights International School, Indore

Metro Delhi International School, New Delhi

The Levelfield School, Birbhum

Woodstock School, Mussoorie

YVVVYVYYVYVYVYVY

List of Cambridge schools providing A-level progroms (check education docs to ensure program
completed is A-level): www.cambridgeinternational.org/why-choose-us/find-a-cambridge-
school/?Country=india

ICSE results
o |CSE is the elite and tougher school board.

o A 70% in English subject in ICSE is equivalent to 85% in CBSE or 90% in PSEB or any
other School board.

¢ The student with score of 70% or more on ICSE can be easily considered as someone
who can score 6.0 across the board on IELTS examination. As such, anyone with an
ICSE English score of 70% or higher may also be exempted from language test results.

o ICSE: Previously known as the Senior Cambridge, the ICSE was set up by the
University of Cambridge Local Examinations Syndicate. The Council conducts two
examinations - The Indian Certificate of Secondary Education (ICSE) for Class 10 and
the Indian School Certificate (ISC) for Class 12. The board follows a spiral curriculum
approach in which the basic facts of the subjects are taught first and then more details
are introduced. Emphasis on basics is laid time and again so that they get into the
student’s long term memory. The curriculum for the next year is built on what the student
has learnt in the current year.

¢ Testing students: While these were the basic differences between the two boards, there
is also a difference in how they test the students. The CBSE examinations are more
application based while the ICSE exams test the true knowledge, understanding and
application.
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¢ Tough syllabus in ICSE: The syllabus for CBSE is considered intensive while the ICSE is
more extensive. There are more objective questions in the CBSE system of teaching
which help the students to prepare themselves for national level competitive exams. On
the other hand, projects are an integral part of the syllabus under the ICSE board, which
helps build analytical skills of a student.

e Emphasis on English in ICSE: Teachers feel that there is a clear emphasis on English
and its literature in the ICSE syllabus. The way English grammar is taught under the
ICSE syllabus is very systematic. On the other hand, in the CBSE schools, English is
taught in a more functional way and it addresses the needs of all kinds of students
despite their geographical location.

4, Medicals: All persons in need of a study permit must complete a medical exam.

5. Reasonableness of Program of Study: Does the program of study make sense based on the
student’s background?

» Check for a motivation/cover letter as it may provide an explanation (do not refuse just because
this has not been provided — this is not part of the document checklist).

» Is there a progression of studies, or has the student already completed a very similar program?

6. Academic Performance: How has the applicant performed academically in the recent past? On
balance of probabilities, how likely are they to succeed in their program of study (i.e. pass their
courses)? Review their most recent transcripts.

» Grading system for undergraduate programs in India (7-point absolute):

Letter Grade m Grade Point U.S. Grade Equivalent

O 80 and above
A 75 10 79.99 9 A+
First
B 70 to 74.99 8 A+
C 60 to 69.99 7 A
D 55 to0 59.99 6 B+
Second
D 50 to 54.99 6 B
E 45 10 49.99 5 C+
Third
P 40 to 44.99 4 C
Fail F 39.99 and below 0 F
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> Grading system for CBSE 12" grade:

CBSE % US Equivalent % US Letter Grade

95 - 100 97 - 100 A+
88 - 94 93 - 96 A
83 - 87 90 - 92 A-
78 - 82 87 - 89 B+
71-77 83 - 86 B
66 - 70 80 - 82 B-
61-65 77-79 C+
54 - 60 73-76 C
49 - 53 70 - 72 C-
44 - 48 67 - 69 D+
38 - 43 63 - 66 D
33-37 60 - 62 D-
30 - 32 50 - 59 E
0-29 0-49

OTHER INFORMATION

1. BHUTAN SP APPLICATIONS

The Bhutan SP movement is low-risk for illegal migration and the majority of students return to
Bhutan (no desire to live abroad).

Education abroad is attractive to Bhutanese students as it boosts their CVs to obtain better-paying

jobs in Bhutan.

The Bhutanese Government provides many scholarships for Bhutanese students to study abroad.
Scholarships are based on their Five-Year Plans of what jobs they expect to be available in five
years time; students are then chosen based on what they intend to study that will fill these jobs.

The Government of Canada encourages more Bhutanese students to study in Canada. The High
Commissioner in Delhi announced in 2018 that he hopes to see 1000 Bhutanese students coming

to study in Canada in 2019 and more moving forward.
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» BHUTAN FACILITATIVE PROGRAM

There are no VACs in Bhutan, which causes hardships for applicants who need to travel to another
country to submit biometrics and passports. To alleviate this hardship, Delhi has introduced the
following facilitative measures:

1. Bhutanese applicants will complete upfront medicals and apply online.
2. Delhi will process these cases within a week of receipt.

3. Once eligibility and medicals are passed, Delhi will contact the applicant to submit biometrics
and their passports at the same time.

4. Applicant will remain in the VAC city.

5. Delhi will monitor the results of the biometrics submission and info sharing and issue the visa as
soon as possible.

8. Once the visa has been issued, the passport will be returned to the VAC.

7. Applicant will pick up the passport at the VAC and either return to Bhutan or go directly to
Canada.

In light of the COVID-19 pandemic, the Royal Bhutanese Embassy in New Delhi has also assisted
in facilitating passport transmission between Bhutan and Delhi via their diplomatic white bags every
Monday — there is only one available flight between Bhutan and Delhi at this time. Applicants can
contact the Consular Officer, at the following:

v' Email:
v' Telephone #:
v Address:

2. NEPAL SP APPLICATIONS

The Nepal SP movement carries similar risk factors as the Indian caseload. Use the same guidelines
for processing.

Refusals: Please write very specific refusal grounds (choose “Other” refusal ground in GCMS) in
addition to any generic ones that might apply.

Shree Mangal Dvip (SMD) Boarding School

e An education project serving the needs of Himalayan children from remote and under-developed
villages of the indigenous people of Nepal's Himalayas (e.g. Sherpa, Tamang, Gurung, Rai, Limbu,
etc.).

e SMD is a 100% charity Nepali school funded by sponsors in 27 countries. The founder, Thrangu
Rinpoche, has a non-profit charity in Canada: Namo Buddha Foundation (Public Fdn Reg. #
888437621 RR 0001).
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¢ SMD does not provide scholarships. They enroll a student in their boarding school programme on a
12-month basis for CAD $1320. Additionally, they try to source full scholarship funding for their
students to be able to continue their education.

e The private schools in Canada to which they send their students on full scholarship (tuition + room
& board) are:

v Bishop Strachan -Toronto

Appleby College - Oakville

West Island College - Calgary

Mulgrave School - North Van

Lindsay Thurber - Red Deer

Shawnigan Lake School - Vancouver Island

NSANENENEN

4. PRIMARY AND SECONDARY SCHOOL STUDENTS

e To be approved if they are accompanying dependants of parents going to Canada on SP or WP.
Their parents’ permits may not yet be in effect — i.e. they plan to travel to Canada together — this is
ok to approve.

For parents on a WP, their WP must either be coded T13, or the parent must be ina NOC 0, A orB
position for the applicant to accompany on a study permit.

» Applicant comes from a wealthy family who is sending them to study at a private school in
Canada — the student is already attending a school with similar tuition rates as the one in
Canada. See the following for a list of top primary/secondary schools in Canada:

« http://schoolfinder.boardingschools.ca/schoois/
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«  www.ourkids.net/best-boarding-schools.php

«  www.cisontario.ca/our-schools/school-search

% The Collegiate at the University of Winnipeg
% The High School at Vancouver Island University

% University of Toronto Schools

Note that many of the schools listed above provide exchange programs that last from a few
weeks to potentially two years. The most common is a one-year exchange - also acceptable.

» Applicant has received a scholarship.

5. PROGRAM OF STUDY

7. FAMILY GROUPS

Check if your application belongs in a family group. If so, ensure that you process the applications of
the accompanying family members concurrently. These applications may be WP (i.e. C42) or TRV (for
minor children who are not yet of school age).

8. NOT ELIGIELE FOR CO-OP PROGRAMS

general interest or preparatory courses.

work-study programs offered by institutions that primarily offer ESL/FSL courses.
business-type programs containing primarily ESL/FSL courses; officers may request more
information regarding the curriculum directly from the school before finalizing the application.
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9. DLI OR PROGRAM-SPECIFIC INFORMATION

a) MULTIPLE DLIs - “+” PROGRAMS

» A number of DLIs have articulation agreements with schools abroad to deliver a part of their
curriculum.

» This means that in order for a student to complete their diploma, degree or certificate, the
student must spend part of their program of studies in Canada.

» These agreements are generally referred to as “1+17, “2+2” or “2+1”, etc.:

e.g. “1+1” means that the student will complete 1 year of studies in India and their last year
in Canada. “2+2” means that the student will complete 2 year of studies in India and their
last two year in Canada.

% These types of programs are perfectly acceptable for SP visa approval.

b} MATH PREP / UPGRADING CLASSES

» Higher Secondary education in India is divided into three streams with different requirements
with respect to math:

= Humanities: no math required.
=  Commerce: no math required.
= Science: math required for non-medical stream; no math required for medical stream.

> At the university level in India, it is also only the non-medical science programs which will
include math as a part of the curriculum.

» Certain DLIs in Canada have introduced math preparatory or upgrade classes for those who did
not take math in Higher Secondary or university level in India because math is a mandatory part
of their curriculum. The Indian students will require these courses in order to academically keep
up in their core math classes.

J

< Do not refuse if the LOA indicates the student requires a math prep or upgrade course.

¢} CONFEDERATION COLLEGE: PERSONAL SUPPORT WORKER PROGRAM

» In northern Ontario there is a huge shortage of Personal Support Workers — to such an extent
that they have now been added to the Provincial Nominee Program: Skill Shortages Stream.

No one can work in Canada as a Personal Support Worker without a PSW certification.

» There are two local agencies offering scholarships (one for $2,000 and the other for $4,000) and
a guarantee of full time employment to internationally-trained nurses who graduate from the
PSW program (with a GPA of 3.0).

» Northern Ontario agencies are desperate for slightly more mature graduates. Students who
have a trained as a nurse in India are very well suited for these positions, and those who have
accepted positions in the past, have done really well.
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J

<+ Do not refuse a previous nursing student who now wants to take a PSW program for illogical
progression of studies.

+ The above can also be applied to PSW programs all over Canada as this shortage is felt across
the country. Students are also using this program as a pathway to becoming a registered nurse
in their province of destination.

d) MOUNT SAINT VINCENT UNIVERSITY: BACHELOR OF ARTS vs BACHELOR OF COMMERCE

» Students seeking admittance into their Bachelor of Commerce program who did not have grade
12 math are accepted into a Bachelor of Arts programs to start, during which they can take
some math courses in order to transfer to their Bachelor of Commerce program. Even if they
do not pass the math courses, the student can still complete the BA program instead of the
B.Com program.

» Many of their international students are required to complete one semester of their University
Bridging Program (UBP), an academic skills transition program. This provides a more thorough
orientation for the student on academic expectations and improve any skills (i.e. researching,
analysis, report-writing, etc.) required to be successful in their programs of study. During the
UBP, students are already taking at least one academic class from their program of study, which
means they already begin their program from the start.

s+ Do not refuse for the above.

<+ Issue a visa for the full length of the program (Bridging + program of study).

e} SHASTRIINDO-CANADIAN INSTITUTE (SICI)

» This is a binational non-profit organization with registered charity status in Canada. The
Institute supports the creation of binational links between academia, government, the business
community and civil society organizations by funding research and hosting seminars. It provides
grants as well as internships and fellowships to provide opportunities for individuals to gain first-
hand experience in India or Canada in their field of expertise

» Students come from 110 top-tiered Indian universities (NAAC “A” or NIRF top 100 ranking) who
are a member of SICI. They are at various stages, whether completing their Bachelor’s,
Master’'s or PhD degrees.

» Students will be going to a DLI in Canada (SICI has 37 member schools — all are top tier
Canadian universities such as UofT, Queens, McGill, UBC, etc.) to study or to complete their
research for one or a few semesters. Their degrees will be completed in India. They are NOT
going to Canada to study a full program.

» Many students receive SICI grants and/or government scholarships.
» Applications should contain both a letter from SICI and LOA from the DLI in Canada.

SICI has a rigorous process for selecting applicants, including requiring high academic marks,
multiple blind reviewers for their research proposals, etc.
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s+ Since these students are high academic performers who are already in the midst of completing
their degree, waive IELTS and transcripts requirements.

e) STENBERG COLLEGE: POST-GRAD DIPLOMA IN NURSING

» Stenberg College has created a new Post-Graduate Diploma in Canadian Nursing — a unique
program that prepares internationally educated nurses to transition into the Canadian healthcare
system as well as provides a pathway to becoming a Registered Nurse or Licensed Practical
Nurse in British Columbia.

» Pre-requisites include a high level of English language ability, a bachelor’s degree in nursing
and a minimum of two years experience as a Registered Nursed in the student’s country of
origin.

» The first 19 weeks of the program qualifies a student as a registered Health Care Assistant prior
to the first 10 week co-op in a Canadian healthcare setting. The remainder of the program
prepares students to write the NCAS exam, which determines whether students can go on to
complete further training at Thompson Rivers University, the only educational institution offering
courses to qualify internationally educated nurses as licensed nurses in British Columbia.
Another requirement for entering Thompson Rivers’ program is having 1600 hours of work
experience as a registered Health Care Assistant. Stenberg College’s second additional 20
week co-op allows students to accumulate these required hours.

<+ Do not refuse a previous nursing student who now wants to take this post-grad nursing program
for illogical progression of studies.

f}) YORK UNIVERSITY: ACADEMIC BRIDGING PROGRAM

» Many of their international students are required to complete one semester of their Academic
Bridging Program (ABP), an academic skills transition program. This provides a more thorough
orientation for the student on academic expectations and improve any skills (i.e. researching,
analysis, report-writing, etc.) required to be successful in their programs of study. During the
ABP, students are already taking at least one academic class from their program of study, which
means they already begin their program from the start.

++ Do not refuse for the above.

s+ Issue a visa for the full length of the program (Bridging + program of study).
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APPROVALS

% Visas should be issued for the length of the program plus 3 months. For example, if a program
ends on April 15, 2022, the visa should be valid until July 15, 2022.

% Visas should never be valid for longer than the validity of the passport. If the program length is
longer than the validity of the passport, they can always apply for a SP-EXT when in Canada and
after they have obtained a new passport.

% Visa and passport should have the same validity date. A student should never be authorized to
study in Canada if they do not have a valid passport that will allow them to leave at the end of their
authorized stay.

% Don't forget to check for possible co-op programs before approving as you will have to issue a work
permit as part of the study permit application.

“ No more user remarks unless the student is enrolled in a prerequisite program.

Validity date of visa and permit— no pre-requisites:
» End date of program + 90 days, or validity of passport, whichever comes first.

Validity date of visa and study permit — pre-requisites apply.
» End date of pre-requisite course/program + 1 year, or validity of passport, whichever comes first.

Counterfoil = Generate
Permit = Authorized

Control documents status:

SITUATION “User Remarks” TEXT CONDITIONS
On- and off-campus work allowed v 18
» Full-time studies that will [ead to a v 26
diploma or degree. v 53
Only on-campus work allowed v 18
» ESL/FSL course, general interest v 26
course. v 52
Not eligible to work ) . )
) ) ) Unless authorized, prohibited from engaging v
» Part-time studies; primary/secondary in employment in Canada. 11
school students.
Prerequisite program + not allowed to work | (njess prerequisite course or program has v 18
off-campus been completed, may not accept off-campus v 26
» Pre-requisite course / programs. employment. v 53
Issued under R205(c)(i). Employment
practicum cannot form more than 50% of the v 18
Work permit for co-op program fotal program of study. Authorized to v 26
undertake employment which forms integral
part of studies as certified by the institution.
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REFUSALS

Refusals should be relatively detailed as students commonly request reconsideration and may seek JR.
The refusal grounds available in GCMS are listed below. Also included are sample notes for such
refusals — these should always be modified or added with details to make the refusal stronger.

a) Purpose of visit: R216(1)(b) Purpose

» Refusal ground details for R216(1)(b): / am not satisfied that you will leave Canada at the
end of your stay, as stipulated in subsection 216(1) of the IRPR, based on the purpose of

your visit.

b) Unreasonable program of studies: R216(1)(b) Purpose

» Use “Other” refusal ground and enter “Comments”: Givan the ap
sducation and/or employment lustory, [ am not satished thal the me “5;225;?%}?? o pursue Hius

oy

parlicudar program sl His point in time in Canada s reasonable. Refused under R216(1 )0},

¢) Low language scores: R216(1)(b) Purpose

» Use “Other” refusal ground and enter “Comments”: [ & nof satisfied that vou will be abie
to complete your program of study in that your low language lest scores indicate you may
nder RZ16{1)}{b).

o

not have the Janguage abifity to do 50, Refused
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d) No language scores: R216(1)(b) Purpose

» Use “Other” refusal ground and enter “Comments”: / & nof safisfied that vou will be abie

fo complate your program of shudly as there s insufficient evidence 1o determing whether
nof vou have the language sbifily to do so. Refused under R216(14b)

» P1E - Use "Other” retusal ground and enter “Comments”: / &1 nigl satshsd that vou will be
able lo complste vour program of study as there s insufficient evidence 1o delerming

F
.

& s0. Specifically, your resulls could not
verified as they were not “pushed” o IRCC z"ﬂ the FTE Portal. Relu f%f under

&
T
:

o
&

e) No LOA provided: R219(1)

» Refusal ground details for R219(1): You have not submitted written documentation from the
educational institution where you intend to study that states that you have been accepted to
study there.

> Use “Other” refusal ground and enter “Comments”: You have nof provided a vaild Letler of
éfﬁ{:@;;}fé};’;w from the designated lesrning institution in Canada al which you wish 1o study.
Refused under RZ168{ e} and RZ19(7).

» Sample Note: Applicant did not provide a letter of acceptance from a DLI. While the
applicant provided a list of registered courses and tuition payment receipt, it is unclear as to

in what type of program he was admitted, if enrollment is unconditional, and the length of
the program. Refused under R216(1)(e) and R219(1).

f) Missing education transcripts, degree/diploma/certificate: R216(1)(b) Purpose

jw 3

» Use “Other” refusal ground and enter “Comments”: You: have nof demonsirated how you
gualified for or have the academic background 10 successiully :@zf?;ﬂezv the mlended
program of studies because you have not provided your previous educational transcripts
and/or diploma/certificate/degres. Refused under R218(1)(b).

=

» Sample Note: The applicant claims to have completed Grade 12 and graduated from high
school in 2019, however neither transcripts or graduation certificate have been provided. A
high school diploma is a requirement for entry into the BA program at UBC. | am not

23 | Page
000490



Immigration, Refugees Immigration, Réfugiés
I * I and Citizenship Canada et Citoyenneté Canada
s.1 6(1 )(b) Information disclosed under the Access to [nformation Act
L'information divulguée en vertu de la [oi sur l'accés a linformation

STUDY PERMITS: Processing Instructions

s.16(1)(c)

satisfied that the applicant has the qualifications to enroll in such a program of study or has
the academic background to successfully complete it. Refused under R216(1)(b).

g) Poor academic grades: R216(1)(b) Purpose

» Use “Other” refusal ground and enter “Comments”: 7 am nof satisfied that vou will be able

fo complste your program of sfudy based on your previous academic performance. Refused
vnder RET6(1)bB).
» Sample Note: The applicant provided Grade 12 CBSE marks showing grades near failure

(below 45%). | am not satisfied that the applicant will be able to complete their program of
study given their previous academic performance. Refused under R216(1)(b).

h) Co-op component forms more than 50% of program: R216(1)(b) Purpose

» Use “Other” refusal ground and enter “Comments”. 7hea co-op component of your program
may not form more than 80% of your program of studies. Since this iimit has been
sxcesded, your program of study is not eligible. Refused under RZ18(1 b} andd
R205(cii 1),

» Sample Note: The applicant’s LOA indicates that co-op is mandatory for the completion of
the program of studies. Program is comprised of one academic semester plus two co-op
semesters. Since the co-op component is more than 50% of the program of studies, | am
not satisfied that the applicant is enrolled in an eligible program of studies. Refused under
R216(1)(b) and R205(c)(i.1).

i) Length of stay: R216(1) Length of Stay

» Refusal ground details for R216(1): | am not satisfied that you will leave Canada at the end
of your stay, as stipulated in subsection 216(1) of the IRPR, based on the length of your
proposed stay in Canada.

» Sample Note: Applicant has indicated that they are staying in Canada for an extended
period, yet there is limited explanation for this stay, or how the applicant is meeting their
obligations in their home country. | therefore do not find that the proposed studies are
reasonable, and am therefore not satisfied that the applicant will depart from Canada at the
end of their authorized stay. Refused under R216(1).

j) Assets and funds: R216(1)(b) Assets
» Use in conjunction with R220(a), R220(k) and/or R220(c) !!!!

» Refusal ground details for R216(1)(b): | am not satisfied that you will leave Canada at the
end of your stay, as stipulated in subsection 216(1) of the IRPR, based on your personal
assets and financial status.
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k) Insufficient funds — tuition: R220(a)

» Refusal ground details for R220(a): Pursuant to paragraph 220(a) of the IRPA, | am not
satisfied that you have sufficient and available financial resources, without working in
Canada, to pay the tuition fees for the course or program of studies that you intend to
pursue.

I) Insufficient funds — living expenses: R220(b)

» Refusal ground details for R220(b): Pursuant to paragraph 220(b) of the IRPA, | am not
satisfied that you have sufficient and available financial resources, without working in
Canada, to maintain yourself and any family members who are accompanying you during
your proposed period of study.

m) Insufficient funds — transportation: R220(c)

» Refusal ground details for R220(c): Pursuant to paragraph 220(c) of the IRPA, | am not
satisfied that you have sufficient and available financial resources, without working in
Canada, to pay the cost of transporting yourself and any family members who are
accompanying you to and from Canada.
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n) Balance of family ties: R216(1)(b) Family Ties
» To be used only in conjunction with other refusal grounds!!!

» Refusal ground details for R216(1)(b): | am not satisfied that you will leave Canada at the
end of your stay, as stipulated in subsection 216(1) of the IRPR, based on your family ties in
Canada and in your country of residence.

0) Contravention of T&Cs of previous stay: R216(1)(b) Previous Stay

» Refusal ground details of R216(1)(b): |1 am not satisfied that you will leave Canada at the
end of your stay, as stipulated in subsection 216(1) of the IRPR, based on your history of
having contravened the conditions of admission on a previous stay in Canada.

p) Employment prospects: R216(1)(b) COR Employment
» To be used in conjunction with other refusal grounds!!!

» Refusal ground details for R216(1)(b): | am not satisfied that you will leave Canada at the
end of your stay, as stipulated in subsection 216(1) of the IRPR, based on the limited
employment prospects in your country of residence.
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q) Current employment: R216(1)(b) Current Employment
» To be used in conjunction with other refusal grounds!!!

» Refusal ground details for R216(1)(b): | am not satisfied that you will leave Canada at the
end of your stay, as stipulated in subsection 216(1) of the IRPR, based on your current
employment situation.

r) Immigration status in COR: R216(1)(b) Immigration Status
» To be used in conjunction with other refusal grounds!!!

» Refusal ground details for R216(1)(b): | am not satisfied that you will leave Canada at the
end of your stay, as stipulated in subsection 216(1) of the IRPR, based on your immigration
status.

s) Travel history: R216(1)(b) Travel History
» Do not use as a refusal ground, but you can use this as part of your notes!!!

» Refusal ground details for R216(1)(b): | am not satisfied that you will leave Canada at the
end of your stay, as stipulated in subsection 216(1) of the IRPR, based on your travel
history.

» Sample Note: Applicant has no prior travel history to demonstrate compliance with visa
T&Cs. This is insufficient to count as a positive factor in my assessment.

t) CAQ: R216(3)

» Refusal ground details for R216(3): You have not submitted a Quebec Acceptance
Certificate (CAQ).

» Sample Note: Applicant is destined to attend CDI College in Montreal, Quebec. No CAQ
provided. | am not satisfied that the applicant has been authorized by Quebec Ministry of
Immigration, Francisation and Integration to study in Quebec. Refused under R216(3).

Refusal Grounds status = Generate
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SWITCHING DLIs

An applicant may choose to switch DLIs at various points of their application. Below are instructions on
how to action the switch.

APPLICATION STILL IN PROCESS
» Applicant should provide an updated LOA.

Y

Change IMM>TR screen to reflect:
» the new start and end date of the program,;
= the new program level of study;
= the new program field of study; and

* the new program length of study.

Y

Change the IMM>TR>Associations>Organizations & Entities tab to add the new DLI org. This will
automatically “expire” the original DLI with reason as “Transferred”.

Y

Reassess eligibility based on the new DLI and program of study.

APPLICATION APPROVED BUT VISA NOT YET ISSUED

» Applicant should provide an updated LOA.
» Cancel the visa and study permit. Re-open the application.
» Change IMM>TR screen to reflect:
= the new start and end date of the program;
* the new program level of study;
= the new program field of study; and
* the new program length of study.
» Change the IMM>TR>Associations>Organizations & Entities tab to add the new DLI org. This will
automatically “expire” the original DLI with reason as “Transferred”.
» Reassess eligibility based on the new DLI and program of study.

VISA ISSUED BUT NOT YET TRAVELLED TO CANADA
» Applicant should provide an updated LOA.

> In the Client>Documents>IRCC Documents tab, deactivate the visa and choose “Revoked” as
the reason for deactivation.
» Inthe IMM>TR> Associations>0Organizations & Entities tab, disassociate the DLI org from the

application by entering an expiry date and choose reason “No Longer Intended Institution”.
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» Reply to the applicant by indicating:

Your study permit visa has been deactivated. You should not make plans or altempt io ravel (o
Canada hecause you will not be permitted 1o L(;&;’;vwmm} ht. Should you w ;;«:s’z o study in
Canada at a different DL you must submit & new study permif app f"a?‘zg} yard pay new
processing fees.

» Enter notes under both the Client and application.

VISA ISSUED AND APPLICANT IS IN CANADA
» Applicant should provide an updated LOA.

» Change the IMM>TR>Associations>Organizations & Entities tab to add the new DLI org. This will
automatically “expire” the original DLI with reason as “Transferred”.

» Enter notes under both the Client and application.
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