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ACRONYMS
____________________________________________________________
CAQ

Québec Acceptance Certificate

CIL

Centre for Intercultural Learning

CMHC

Canada Mortgage and Housing Corporation

EA

Executing agency

HCP

Health care plan

IRCC

Immigration, Refugees and Citizenship Canada

LAC

Local advisory committee

NGO

Non-governmental organization

ODA

Official Development Assistance

SGD

Grants and Contributions Management Office

TARs

Technical Assistance Regulations
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EFFECTIVE DATE
Effective October 1, 2016, the “Guide to Managing Award Holders in Canada
(Development Stream)” replaces previous versions of the “Management of Students
and Trainees in Canada: Manual for Executing Agencies.”

Any reference to the “Management of Students and Trainees in Canada: Manual for
Executing Agencies” document in a contribution agreement or a service contract is
a reference to this guide.

SCOPE
This guide has been compiled for use by project officers of Global Affairs Canada
(the Department) and by executing agency (EA) staff to guide them in managing
the Department’s award holders. It outlines the general direction sought by the
Department within the context of all its award programs under the Development
stream. The Department defines “award” as any training activity, practicum or
technical mission in Canada, the aim of which is the acquisition of knowledge by
nationals from countries receiving Official Development Assistance (ODA) and the
costs of which are borne by the Department.

BACKGROUND
The primary objective of a training program granted by Global Affairs Canada is to
train award holders in Canada so that they can apply their newly acquired
knowledge and skills in their home country upon their return.
The terms of the agreement between Global Affairs Canada and the EA
always take precedence over, but may not exceed, the terms of this guide.
This document presents the organizational and financial terms and conditions for
award holders undergoing training in Canada only. These terms and conditions do
not apply to individuals undergoing training in their home country or in a third
country; in those cases, the program and the Canadian mission establish the
financial terms and conditions based on the training program needs and local
conditions.
To make the text easier to read, any references to an EA also include Global Affairs
Canada project officers who administer award programs without EA involvement.

AUTHORITY
The financial terms and conditions of the Global Affairs Canada award are governed
by the Technical Assistance Regulations (TARs).
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The Department’s Grants and Contributions Management Office (SGD), Corporate
Planning, Finance and Information Technology Bureau, plays an advisory role in
interpreting the TARs for the Department’s officers.
Executing agencies that have questions or comments regarding this guide should
contact the officer responsible for the program or project within the Department.
For questions about the interpretation of the TARs, Global Affairs Canada project
officers can contact the SGD at:
Email: stagiaires.trainees@international.gc.ca
Address:
Global Affairs Canada
Distribution and Mail Services – AAG
Lester B. Pearson Building
125 Sussex Drive
Ottawa, Ontario
K1A 0G2
Canada
Award holders should direct any questions about their award program to their EA.
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CHAPTER 1
1. INTRODUCTION
____________________________________________________________
1.1 PURPOSE OF AN AWARD PROGRAM
The ultimate goal of an award program is to strengthen the institutional capacity of
countries receiving Official Development Assistance (ODA) by having award holders
apply, in a professional environment in their home country, the knowledge, skills
and abilities they acquired during a training program in Canada.
The decision to offer a training award to one or more individuals is the result of
agreements between ODA recipient countries and the Government of Canada
through Global Affairs Canada.
The objectives of an award program granted by the Department must meet the
needs and priorities of the recipient country, while remaining aligned with the
Department’s priorities. In some cases, a training award is not given to an individual
but to a government, which then grants it to one of its citizens under certain terms
and conditions.
Award programs in Canada target a wide range of human resources in all of the
Department’s countries of intervention. Recipients of Global Affairs Canada awards
fall into two categories: “students” and “trainees.” The generic term “award holder”
includes both categories.

1.2 DEFINITIONS
Academic advisor: The academic advisor is a resource person within an
educational institution who has been assigned responsibility for the educational
supervision and support of a student’s program. The academic advisor also
advises on matters related to academic requirements and progress. This person
will be called upon to comment and make recommendations on the level of
performance to be attained by the student, the student’s learning pace and
compliance with deadlines, and specific aspects of the student’s training. The EA
must ensure that each student is given access to the services of an academic
advisor. At the master’s and doctoral levels, the academic advisor is generally the
director of research (major assignment, paper or thesis) for graduate studies.
Award holder: Individual from an ODA recipient country who comes to Canada to
pursue academic studies, specialized or vocational/technical training as part of an
award program financed by Global Affairs Canada. The Department’s award holders
must sign a Training Agreement in which they formally undertake to return to the
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ODA recipient country at the end of their training program. A permanent resident
of Canada cannot be an award holder.
Award program: Global Affairs Canada program that offers scholarships or
practicums to nationals from ODA recipient countries. This program is typically
implemented through an EA.
Candidate: Citizen of a recipient country considered for an award program
granted by the Department.
Certified true copy: Photocopy certified by a notary public, a Commissioner of
Oaths, the registrar’s office, or the director or assistant director of the institution
or educational institution, certifying that it is an exact reproduction of the original
and is true to the original in all respects. This is the only type of copy permitted
under this guide. The name of the signatory (certifying the true copy) on every
certified true copy is to be printed in Latin script. Documents that originate in a
foreign country may be certified and sealed by an official of that country’s
embassy, high commission or consulate accredited to Canada. This may entail
costs for the award holder.
Dependant: Under the TARs, a “dependant” can be:

 the spouse of a fellow (award holder) whose marriage to the fellow is recognized

by the laws of the country in which it took place, but not including any person
whose marriage to the fellow resulted in the person or the fellow becoming the
spouse of more than one person;

 the common-law partner of a fellow (the Regulations define common-law partner
as follows: “in relation to an individual, means a person who is cohabiting with
the individual in a conjugal relationship, having so cohabited for a period of at
least one year”);

 a child of a fellow or of a fellow’s spouse or common-law partner, or a child
adopted in accordance with the laws of a fellow’s country of origin by the fellow
or the fellow’s spouse or common-law partner, who
o

is under the age of majority in the fellow’s country of origin;

o

ordinarily resides with the fellow or with the fellow and the fellow’s
spouse or common-law partner; and

o

is dependent on the fellow or the fellow’s spouse or common-law
partner for financial support; or

 a person designated by Global Affairs Canada to accompany a fellow, where the
fellow cannot, for religious or social reasons, leave the fellow’s country
unaccompanied.
A dependant cannot be a Global Affairs Canada award holder.
EA coordinator: Person designated by the EA to manage the award program. This
person’s exact title may vary from one EA to another. The EA coordinator is the
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award holder’s contact and is responsible for the award holder’s welfare while in
Canada. His basic task is to manage all activities that contribute to the smooth
running of the training program. The EA coordinator must facilitate efficient
communication so that activities are consistent among award holders and the
various parties. Award holders must consult the EA coordinator if they have any
questions about their training program. They are not to contact departmental
officials directly.
Educational institution: Public or private institution in Canada offering an
academic training program or a vocational or technical skills training program.
Executing agency (EA): Organization responsible for fulfilling the contractual
agreement reached with Global Affairs Canada for the administration of award
holders in Canada.
Global Affairs Canada project officer: Employee of the Department tasked with
implementing a project and achieving its objectives, including negotiating and
managing the agreement with the EA, as required. Within the Department, this
person’s exact title may vary from one bureau to another. The project officer
ensures that agreements between Canada and recipient countries are adhered to
and authorizes, after consulting with the ODA recipient country, any necessary
changes to the terms of the award. The project officer is the EA’s point of contact
for all questions regarding the agreement, including the project budget.
Home institution: Organization employing the award holder in his or her country.
It authorizes the award holder to take a leave of absence in order to pursue his or
her studies and undertakes to reinstate the award holder upon his or her return.
Many institutions also undertake to continue paying their employees during their
training.
International student office: Office within an educational institution that plays
the role of an intermediary between the institution and foreign students.
Local advisory committee (LAC): A local advisory committee is set up in each
recipient country. Its composition and term vary from one country to another. The
LAC is made up of one or more recipient country government representatives, one
Department representative responsible for working on gender equality issues in the
country, one representative from the Canadian embassy who acts as an observer,
and one former award holder who spent more than two years in Canada in the
previous five years and who acts as the external resource by advising LAC members,
when required. LAC members can be either the same or different from one year to
the next. The LAC makes an initial candidate selection, communicates its selection,
sends the candidate files to the EA and informs the home institution of the final
selection as well as the unsuccessful candidates.

Member of a technical mission: Award holder from an ODA recipient country
whose stay in Canada is short-term and whose task is to take on a particular issue
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of a professional nature in a technical, commercial, academic or political field. The
terms offered to a member of a technical mission are similar to those offered to a
trainee.
Practicum: Vocational or technical skills training program taken by a trainee.
Practicum supervisor: Professional contact, within a workplace training
environment, whose role is to provide quality control of educational activities in an
organization.
Recipient country: Country receiving Official Development Assistance (ODA) from
which the award holder originates.
Student: Award holder whose stay in Canada is equal to or more than ten (10)
months (long-term) and who is enrolled in a Canadian educational institution in an
academic training program leading to a degree/diploma.
Trainee: Award holder whose stay in Canada is less than ten (10) months (shortterm) and who undergoes specialized or technical training not leading to a
degree/diploma. The term “trainee” includes any foreign citizen, regardless of level
of responsibility in the home country, who comes to Canada at the expense of Global
Affairs Canada to undergo training or development.
Training agreement: Legal document binding the EA, the award holder, the award
holder’s local government and the Department. In this agreement, the award holder
undertakes to meet the terms and conditions for being granted the Global Affairs
Canada award, including the obligation to return to the ODA recipient country at the
end of his training program. In this agreement, the local government also certifies
that the selected award holder meets the requisite award program criteria and
agrees to the program terms and conditions.
Training program: Academic training program for a student, and vocational or
technical skills training program for a trainee.

1.3

INSTITUTIONAL RESOURCES

The main institutional resources involved in a Global Affairs Canada award program
are the Department itself, Canadian educational institutions, Canadian organizations
offering practicums, the EA and the award holder’s home institution, that is, the
government of the recipient country, local private companies, that country’s
educational institutions, and various local and other partners.
In granting a training award in Canada, the Canadian government and the recipient
country must comply with any accord or cooperation agreement signed between the
two countries.
The granting of an entry visa to Canada falls under the authority and jurisdiction of
Immigration, Refugees and Citizenship Canada (IRCC).
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Diagram 1
Interaction Between the Various Institutional Resources Involved
in a Global Affairs Canada Award Program

Recipient
government

Global Affairs
Canada

Executing agency

Award holder's
home institution

Educational
institution

1.4

HUMAN RESOURCES

A number of parties, such as the Global Affairs Canada project officer and the EA
project coordinator, play a major role in the award holder’s training environment in
Canada. Additional human resources include representatives of the international
student office, the award holder’s immediate supervisor in his or her country, and
the practicum supervisor.
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Diagram 2
Interaction Between the Various Human Resources Involved
in a Global Affairs Canada Award Program

Award holder

Global Affairs
Canada
project officer

International
student office
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EA project
coordinator

Other
Award
holder’s
superior in
home country
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Practicum
supervisor /
Academic advisor
/ Research
director

CHAPTER 2
2. PLANNING AND ORGANIZING AN AWARD PROGRAM
2.1

ROLES AND RESPONSIBILITIES OF KEY INSTITUTIONAL RESOURCES

The purpose of this section is to outline the roles and responsibilities of the main
institutional resources involved in a Global Affairs Canada award program.

A.

Executing agency

The EA must ensure that all requisite conditions are met for the integrated
management of award programs, and that award holders have access to all the
benefits linked to their Global Affairs Canada award, in accordance with the
contractual agreement between the EA and the Department.

Diagram 3
Illustration of EA Management Activities
as Part of an Award Program

Global Affairs
Canada

Executing
agency

Plan

Manage and
organize

Communicate
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Evaluate

In its award program administration process, the EA must give consideration to the
priority needs of the recipient country from which the award holder originates,
including when selecting the educational institution or practicum location. In
addition, educational needs must be identified and education–employment suitably
matched with the expectations of the recipient government.
The administration of award holders is an integrated system whose activities in
Canada are interrelated with those carried out in the recipient country. The EA must
bear in mind that the administrative process will include activities both in the award
holder’s country and in Canada.
Below is a list of the main tasks that the EA must carry out as part of its mandate.

2.1.1

Award program planning

The EA must, in particular:
 Develop the structure of the award program and specify its duration;
 Coordinate the award holder selection process;
 Thoroughly review the files of short-listed candidates and make the final
selection;
 Find educational institutions, practicum locations and training programs best
suited to the identified needs;
 Submit applications for admission or for practicums to targeted Canadian
educational institutions or organizations and inform candidates of the decisions.

2.1.2

Award program management and organization

The EA must, in particular:
 Have award holders and other parties sign the Training Agreement;
 Enroll award holders in a health care plan (HCP) with a Canadian insurer (plan
for visitors to Canada);
 Coordinate a pre-departure briefing, orientation session in Canada, and mid-term
(as needed) and end-of-stay sessions;
 Check that award holders received all the necessary authorizations before leaving
their country;
 Comply with IRCC requirements for obtaining an entry visa to Canada;
 Supervise and guide award holders throughout their entire training program;
 Take care of the logistics and arrangements for award holders’ practicums in the
home country or in Canada during the training program, if required;
 Arrange logistics for award holders’ return to their country;
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 Guide award holders in reintegrating into their workplace upon their return to
their country;
 Take into account the educational institutions’ internal regulations and deadlines;
 Comply with the various internal standards of the organizations where the
practicums will be taking place;
 Comply with the terms of its contractual agreement with Global Affairs Canada,
as the terms and conditions of the agreement take precedence over the
information contained in this guide;
 Know the objectives of the project that is providing funding for the training
program in Canada and the expectations of award holders regarding their training
and the context in which they will be required to work upon returning from this
training;
 Make the most appropriate decisions in light of the award program objectives;
 Put in place all the human and institutional resources that may be needed for the
administrative process;
 Keep a constant line of communication open with award holders and oversee their
progress throughout the training program;
 Keep track of deadlines so that the length of the award program does not exceed
the deadlines set during program planning;
 Monitor administrative, accounting and financial management activities;
 Keep to the budgets, multiple and varied deadlines and timetables impacting
administration of the award program, including those of award holders’ home
country (departmental and local administrative requirements), the Department,
educational institutions and organizations offering practicums;
 Inform award holders of their obligations.

2.1.3

Communication

The EA must:
 Provide recipient-country authorities with relevant information about Canadian
institutional resources, available award programs and target dates;
 Respond to requests for information about the award program within a
reasonable amount of time.

2.1.4

Award program evaluation

The EA must, in particular:
 Be made aware of the challenges of consistency between the needs of recipient
countries and those of award holders, the award program objectives,
reintegration of award holders into their workplace, and education−employment
suitability;
 Prepare evaluation reports at various stages in the award holders’ progress;
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 Produce post-training evaluations.

B.

Global Affairs Canada

For the purpose of administering an award program, the Department must:
 Monitor and control the execution of the contractual agreement with the EA;
 Determine the resource envelopes or quotas to be allocated to each country, as
required;
 Analyze the EA implementation plan and annual work plans;
 Give approvals and provide comments to the EA to promote program efficiency
and the achievement of results;
 Approve the list of admissions to award programs;
 Approve the allocation and annual renewal of awards;
 Approve any changes to the training program under way, to the educational
institution or to the practicum location, as well as any training program
extensions;
 Offer the Department’s awards and the associated benefits for the entire duration
of the training program;
 Authorize and control program disbursements;
 Guide embassy and EA staff by answering their questions and addressing their
comments about the program;
 Evaluate the award program after each phase.

C.

Educational institutions and organizations offering practicums

As part of an award program, educational institutions and organizations offering
practicums must:
 Evaluate applications for admission from candidates;
 Provide responses to applications for admission;
 Receive selected award holders;
 Report any problematic situations involving award holders to the EA.

D.

Recipient country or home institution

As part of an award program, the recipient country must:
 Disseminate information about the awards in the country’s institutions;
 Approve any changes to the training program under way, to the educational
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institution or to the practicum location, as well as any training program
extensions. However, the Department gives the final approval;
 Select and propose candidates for award programs;
 Reimburse any expenses incurred by the award program if an award holder
withdraws after signing the agreement or if the award is withdrawn;
 Require award holders to return to their country at the end of the training
program;
 Ensure that after returning to their country, award holders work in the sectors on
which their award program focused;
 Ensure that award holders are reintegrated into their home institution, keep their
position or are promoted to a higher-level position upon returning to their
country;
 Repay any unpaid debt that award holders leave behind in Canada.
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2.2 SUGGESTED ADMINISTRATION ACTIVITY SCHEDULE (FOR STUDENTS ONLY)
The EA must allow close to a year for all of the required steps to be completed
before an award holder leaves for training. An activity schedule has been provided
as an example:
Time of year

Task

July – December

 Communication and information about awards
 Selection of priority sectors
 Identification of training needs

December – January

 Candidate selection process

January – February –
March

 Training program structure
 Identification of educational institutions or
practicum locations

 Applications for admission to educational
institutions

April – May – June

 Confirmation of admission
 Formalities for entering Canada
 End-of-stay session before award holders return
to their countries

June – July

 Signing of the Training Agreement
 Enrollment in the educational institution’s health
care plan or in the health care plan provided by
the EA

July – August

 Preparations for stay in Canada
 Travel to Canada
 Reception and settlement of award holder
 Orientation session upon award holder’s arrival

Late August – Early
September

 Course or practicum registration

Throughout program

 Guiding of award holder

 Beginning of training program
 Academic supervision or monitoring of practicum
of award holder
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2.3 IDENTIFICATION OF TRAINING NEEDS AND OBJECTIVES
Training needs must be identified based primarily on the needs of the recipient
country and the identified sectors of intervention. Therefore, candidates for a Global
Affairs Canada award must be selected based on these different needs, the level
required for program completion in the shortest amount of time and the available
quotas.
In order to achieve the main goal of strengthening the institutional capacity of ODA
recipient countries, the general and specific objectives of a given training program
must be determined. The general objective will define the general learning direction,
while the specific objective will pinpoint the learning that award holders will have to
complete during their training program.

2.4 CANDIDATE SELECTION PROCESS
Governments receiving assistance must identify their priority needs and then select
and propose candidates to departmental and EA officials. Even though recipient
countries do not always know the details or terms of each award program, the EA
must send them all the relevant information as well as information on the candidate
selection criteria.
The main steps in the selection process are as follows:
1) The recipient country or home institution screens the applications submitted by

candidates against set selection criteria.
2) A decision is made by the LAC (or the selection committee), which consists of

government representatives of the recipient country, one representative from
the Canadian embassy who acts as an observer and other parties, to ensure
transparency in the selection process.
3) The applications selected by the LAC (or the selection committee) are sent to

the EA, which checks them, meticulously vets them and makes the final
selection.

4) The EA sends the final list of selected candidates to the Department for approval.
5) The EA submits the selected applications to the admissions office of the selected

educational institutions.
6) The educational institutions inform the EA of their decision to either accept or

reject the candidate; if the candidate is not accepted by the educational
institution, he cannot receive an award from the Department.
Note: The final decision on any application for admission to an award program lies
with Global Affairs Canada.
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Students
As part of the process to select candidates for an academic training program, the
EA must also send the recipient countries information on the admission
requirements for training programs in Canadian educational institutions. Once the
Department approves the admission list, the EA must submit the selected
applications to the admissions office of the selected Canadian educational
institutions and inform the candidate of his acceptance or rejection by these
institutions. If the educational institution rejects the candidate, he cannot receive
any award from the Department.

Trainees
For a short-term practicum, the basic structure of the vocational or technical skills
training program must be developed before the candidate is selected. Also, the
recruitment pool of candidates is limited to the human resources of the organization
participating in this program. The EA will then try to reach a consensus with
candidates’ superiors about the choice of individuals most likely to benefit from the
training program. The person who will best meet the organization’s productivity and
performance needs will then be selected.

2.5 CHOICE OF TRAINING PROGRAMS, EDUCATIONAL INSTITUTIONS, AND
PRACTICUM OR SHORT-TERM TRAINING LOCATIONS
When the needs, training objectives and level of training required for award
candidates have been established and the final candidate list has been approved by
the Department, the EA may present the parties involved (local authorities and
candidates) with a choice of training programs, suggesting educational institutions
or practicum locations best suited to their needs. To avoid any change requests
while the program is under way, the training program and educational institution or
practicum location should be selected jointly with the candidates.
The needs that have been identified, the objectives that have been defined, and the
availability of organizational, human, logistical and financial resources should all be
taken into consideration in choosing the educational institution or practicum
location. Since academic rules and regulations differ from one institution to another,
an application for admission for each candidate should be sent to multiple
educational institutions offering a similar program.
A training program must be selected in light of the following considerations:

 Will the award holder apply his knowledge, skills and abilities?
 Will the training help the award holder perform better in his workplace?
 Will the training received be transferable to another workplace or a different
professional setting?
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2.6 SELECTION OF AWARD HOLDERS AND ADMISSION TO THE TRAINING
PROGRAM
Students
2.6.1

Summary of required documents

The documents required for candidate selection are the following:
1)

A duly completed application form;

2)

A cover letter specifying the candidate’s career intentions for the training;

3)

Certified true copies of the degrees/diplomas obtained;

4)

A certified true copy of the candidate’s birth certificate or an official certification
of the place and date of birth;

5)

A certified true copy of the candidate’s passport or any other valid document
proving the candidate’s citizenship;

6)

Certified true copies of all transcripts, regardless of how long ago the
degrees/diplomas were obtained;

7)

For admission to graduate school, at least two or three letters of
recommendation from immediate superiors or professors;

8)

For admission to graduate school, a 750-word career intent essay;

9)

For admission to post-doctoral programs, a 1,200-word research project
proposal that includes the purpose, thesis, methodology and expected results.
The proposal must also indicate the support and resources available in the
country for carrying out the project;

10)

A resumé showing the candidate’s current duties and responsibilities.

Note: Some of the documents listed above are not required for a practicum.
In addition to the above-mentioned documents, the government of the recipient
country may sometimes require that candidates obtain an official document from
their home department authorizing them to take a leave of absence for a specified
period. In some cases, an exit visa may also be required.
It is up to each candidate to find out from the government authorities of the
recipient country whether specific document requirements must be met. This can
be done in cooperation with members of the Canadian mission in that country.

2.6.2

Information on required documents

If any of the application documents are not in one of Canada’s two official languages,
they must be accompanied by a translation, certified by the Canadian embassy or
consulate in the recipient country.
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In the Canadian education system, transcripts are of paramount importance.
Program directors analyze previously obtained grades to make a decision on
whether to admit or reject a candidate. If the applicant is admitted, this analysis
may also indicate compulsory courses that might be required before the student is
definitively admitted to the program.
If transcripts are not sent with the application for admission, the institution may
deny admission, or students may have to take courses they have already taken but
cannot prove they passed.
The documents required for candidate selection must be sent directly to the EA.
These selection documents must enable the EA to verify that the award holder’s
training objectives are consistent with the specific needs of the recipient country.

2.6.3

Prerequisite or refresher courses

Depending on the quality of the applications proposed to the educational
institutions, or if candidates cannot demonstrate that they have taken and passed
certain courses in the last five (5) years of their previous program, program
directors in educational institutions may require candidates to take prerequisite or
refresher courses. The student will have to pass these courses to be definitively
admitted to his study program.
Moreover, given the differences in work methods and requirements between
educational institutions in recipient countries and those in Canada, educational
institutions may suggest that students take a few courses to help them become
familiar with North American work methods faster or to build some of their skills.
Other specific courses may also be proposed or required, such as computer courses
or courses that teach how to use certain software.

2.6.4

Language requirements

To be admitted into a Canadian educational institution, students must be fluent in
one of Canada’s two official languages. Institutions normally require foreign
students to take a language test before they are admitted, either before they leave
their home country or when they arrive at the Canadian institution. The EA should
therefore contact educational institutions to determine their requirements in this
regard. The EA must also evaluate candidates’ language skills during selection.
At French-language institutions, courses are given in French, but much of the
reference material is in English. Students wishing to register at a French-language
university must therefore be fluent in French and proficient in reading English.
Depending on their level of fluency in English, students may be asked to take an
English course before they are admitted to a French-language program.
Since all prerequisite or refresher courses required by an educational institution will
affect the duration of the training, the EA will have to take this into account when
developing the training program structure.
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Trainees
Trainees are selected based on organizational needs, performance and productivity
objectives, and the particular abilities of the potential candidates. The admission
requirements for a practicum depend on the Canadian organization that made the
offer. The EA must also ensure that the candidate is fluent in the working language
used in the training environment.

2.7

APPLICATIONS FOR ADMISSION

Once the training programs, educational institutions and practicum locations have
been determined, the EA must prepare and send the applications for admission or
practicum. For academic programs, each official application for admission submitted
by the EA must be made using the form specific to the intended educational
institution. In addition, each application must be sent to the secretariat of the
educational institution, along with payment of the registration fees, which may vary
from one institution to another.
Although application deadlines may be different for each institution, they are
generally as follows:

 Before February 1 or March 1 for admission to a fall session;
 Before October 1 or November 1 for the winter session.
Note: Missing these deadlines may lead to delays in admitting the award holder to
an educational institution.
Official notice of admission from the educational institution provides confirmation of
admission. This sets procedures in motion for the foreign student to leave the home
country and to stay in Canada. The EA must forward this notice to the following
parties:

 Global Affairs Canada project officer;
 LAC (or selection committee) responsible for each country, as applicable;
 The candidate in the home country;
 The candidate’s employer, if in the private sector.
2.7.1

Instructions for correctly completing admission documents

The documents required for applications for admission are listed in section 2.6.
However, an educational institution might require additional documents not listed
there.
It is also important for the application form to indicate the candidate’s address in
the recipient country so that he can receive correspondence intended for foreign
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students from the educational institution. The student will receive a variety of useful
information materials about the institution’s rules and procedures, student life and
so on. The EA must also indicate its own address on the form so that it can be
informed of the institution’s decision regarding the candidate’s admission.
Furthermore, the EA should provide award holders with all necessary information
about the concept of first and last names in the Canadian system in order to avoid
any legal or administrative complications or issues with identification.

2.8

DEGREES/DIPLOMAS AND EQUIVALENCIES

Most Canadian educational institutions set their own standards for equivalencies.
These standards can sometimes differ from those set by foreign institutions.
In many cases, the recipient country has bilateral agreements with Canada
regarding equivalencies to Canadian degrees/diplomas. The EA should determine
the existence of such agreements as well as their content and scope, and relay this
information to candidates when they are selected.
If no official agreement exists, the EA should inform the Department, because this
is crucial for ensuring that Canadian credentials are recognized abroad. The
existence of this type of agreement has a direct impact on the student’s re-entry
into the labour market upon returning home after training. The Department should
then initiate official negotiations so that this issue is settled before the student
returns.

2.9

REQUIREMENTS FOR ENTRY INTO CANADA

Canadian entry formalities for a candidate can be quite lengthy because they involve
coordination between a number of Canadian and foreign government departments.
The EA should ensure that these formalities are completed so that the award
holder’s departure from his country is not delayed.
To be able to stay in Canada, the candidate must:
1) Obtain the administrative authorizations required by the recipient country for a

stay in Canada;
2) Obtain the necessary visas for transit through a third country if the itinerary

requires such transit;
3) Have a valid passport;
4) Meet IRCC requirements to obtain the necessary documents to enter and stay in

Canada (for example, visas, work permit or study permit).
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Note: Global Affairs Canada does not cover the award holder’s passport costs.
However, when necessary, costs associated with travel to a third country to obtain
the visa and undergo the required medical examinations will be reimbursed under
the National Joint Council Travel Directive.
It is the responsibility of the award holder to inquire with IRCC about the
requirements for entering and staying in Canada. After being admitted to an
educational institution or accepted by an organization offering a practicum, the
candidate must visit the IRCC website (www.cic.gc.ca) to find out about the
application process for entering and staying in Canada. The candidate must provide
all the documents required by IRCC in support of his application. These documents
may include the following:
1) A valid passport;
2) A copy of the Training Agreement signed by the government of the award

holder’s home country, the award holder and the Government of Canada;
3) The original letter of acceptance from the educational institution or confirmation

from the Department of the candidate’s official acceptance to a Canadian
educational institution;
4) If applicable, a Québec Acceptance Certificate (CAQ) if the training or studies

are to take place in Quebec.
Failure to meet the requirements for entering and staying in Canada may lead to
suspension of the award by the Department. The award holder must provide the EA
with evidence that he has obtained the authorization required to enter and stay in
Canada.

2.10 SIGNATURE OF TRAINING AGREEMENT
The Training Agreement is signed after the candidate has been admitted to an
educational institution or has obtained a practicum. The signed Training Agreement
enables the candidate to complete the formalities for entering Canada. It is only at
this point that the candidate becomes a Global Affairs Canada award holder.
In addition, the Training Agreement is the only legal document in which:

 The Department undertakes to provide a training program in Canada and the
benefits associated with a Global Affairs Canada award;

 The student agrees to abide by the terms set forth in the agreement;
 The government of the recipient country or the home institution confirms its
acceptance of the conditions.

Important: All parties must officially sign and seal the document before the award
holder leaves for Canada, as per the terms of the Training Agreement.
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Once the Training Agreement has been duly completed, a copy is sent to each
signatory. If the award holder is a student, additional copies must be sent to the
responsible units in the educational institution to which the award holder was
admitted, that is, the registrar’s office, the finance department and the international
student office. In addition, it is important for the award holder to keep his copy as
proof of award holder status throughout the stay in Canada. The award holder will
also need this document to enter the country or to obtain a student authorization.
The Training Agreement also allows the EA to obtain important information about
the award holder. Thanks to this document, the EA can track the award holder’s
academic, vocational or technical performance and know whether he has submitted
an application for immigration to Canada. The absence of this signed document
prevents any communication between the Department, the EA and IRCC.

2.10.1 Award holder commitments and obligations
Under the Training Agreement, the award holder must:

 Authorize Global Affairs Canada and the institutional resources involved in the
award program to obtain and share any academic, personal or other information
about him;

 Fulfill the commitment undertaken in his Training Agreement;
 Repay all monies spent if he withdraws after signing the Training Agreement;
 Communicate in a professional and respectful manner with the EA, the
Department and the educational institutions before, during and after his stay in
Canada;

 Diligently follow the training program for which the Department’s award was

received, follow the rules of the host educational institution and meet the
deadlines set by that institution or comply with the professional standards of the
organization offering the practicum, and comply with the terms of the award
granted, as detailed in this guide;

 Submit to the Department or to the EA, any requested reports or progress reports
relating to his training program;

 Abide by Canadian laws;
 Repay any debt contracted in Canada before returning to his country;
 Leave Canada at the end of the training program, or before that if the training
program or award ends earlier for any reason;

 Use his knowledge and skills for the benefit of the recipient country or home
institution, as the financial support provided by the Government of Canada was
offered to the recipient country’s government so that the award holder could
contribute to the development of his country upon returning.

29

2.10.2 Dependants of the award holder
For long-term training, some programs may pay award holders allowances for
authorized dependants. Dependant allowances will under no circumstances be paid
for a stay in Canada of less than six (6) months. The decision to cover certain
dependant expenses falls to the program within the Department. This option is not
a right; funds for dependants may be allocated, if the program approves them,
following a case-by-case evaluation by the EA, provided that such funds are
available and the program objectives or results are achieved.
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CHAPTER 3
3. ADMINISTERING AND EVALUATING AN AWARD PROGRAM
____________________________________________________________
3.1

PREPARING FOR A STAY IN CANADA

In some countries, pre-departure briefings may be offered to Global Affairs Canada
award holders in the field. It is up to the EA to make the appropriate inquiries with
the project officer responsible for the program within the Department.
For briefings in Canada, the EA must communicate with the Centre for Intercultural
Learning (CIL) at the Department.
To help award holders adapt to academic, professional, cultural and social life in
Canada, the CIL has developed the following sessions:
1) Orientation session upon arrival
2) Mid-term follow-up session
3) End-of-stay session

The orientation session upon arrival in Canada is mandatory in some cases because
it provides award holders with all the information they may need to get settled and
adapt quickly to their new life. This orientation session must cover topics such as
the characteristics of Canadian culture, interculturalism, finding an apartment,
signing a rental lease, managing a budget, opening a bank account and accessing
health care services. The EA informs award holders of the mandatory sessions they
must attend. The EA can also sign an agreement with the educational institution’s
international student office. This option allows award holders to meet other foreign
students quickly.

3.1.1

Arrival in Canada

The date of the award holder’s arrival in Canada depends on the start date of the
course or practicum. The EA must ensure that the award holder arrives a few days
before so that he or she can make arrangements for the stay in Canada and settle
in before training starts. The amount of time between the award holder’s arrival in
Canada and the start of the training must be reasonable and relative to the duration
of the training program. For example, if the award holder is enrolled in an academic
program that runs at least several months, the EA must plan an arrival at least two
weeks before the course start date.

3.2

GUIDANCE OF AWARD HOLDER
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The EA must guide the award holder throughout the training program. This entails
not only arranging the award holder’s stay, but also being available to meet his
psycho-social, academic and professional needs. To do this, the EA must remain in
fairly close contact with the award holder, especially during the first year of his stay
in Canada. In addition, the EA must regularly meet with the award holder to answer
any questions, ensure that his adaptation to the country is going well, and keep
track of his performance. However, if an award holder starts showing clear signs of
psychological, academic or professional difficulties, the EA must inform the
Department and refer the award holder to the appropriate human or institutional
resources to help him overcome these challenges. It is crucial for the EA to work in
cooperation with the various parties connected to the award holder for a successful
outcome.

3.2.1

International student office in universities

The international student office is typically responsible for welcoming, guiding and
overseeing foreign students. The head of the international student office is the main
point of contact for student award holders during their stay in Canada. Following an
agreement with the EA, it can put the award holder in touch with other foreign
students to make adaptation to the country easier. The EA may reach an agreement
with the educational institution to entrust the international student office with
certain aspects of administering the award program.

3.3

RECEPTION AND SETTLEMENT OF AWARD HOLDER

It is important for the award holder to be met by an EA representative when he
arrives at the airport. However, educational institutions may themselves send
someone to meet their students at the airport. If that is the case, the EA should
coordinate with the institution so that there is no unnecessary duplication.
Once the award holder has arrived, he should be informed of what has been
arranged for his stay in Canada, particularly with respect to temporary
accommodations and payment of an advance.

3.3.1

Accommodations

Before award holders arrive in Canada, the EA must find temporary
accommodations, for example, in a hotel, in a community organization or in a
private home. While award holders should not be left to find their own
accommodations upon arrival, some award holders may choose to make their own
arrangements. Depending on the length of stay, the EA must help award holders to
find a place to live based on their needs and budget. Once a place has been found,
payment is made directly by the award holder from the allowance received from the
EA. Rental insurance with third-party liability should also be recommended to award
holders.
Depending on the length of stay, the EA must locate the type of accommodation
best suited to the budget allocated by the Department. Award holders taking a
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short-term training program can stay at a hotel for a few weeks, but it is more
economical to rent a furnished apartment if they are staying in Canada for several
months. If the stay is very short, award holders should only have to manage the
funds allocated for meals, local transportation and incidentals.
When it comes to renting an apartment, award holders may not necessarily be
familiar with signing a lease, which is a contractual act. Therefore, the EA should
provide them with all necessary and useful information clarifying their rights and
obligations.
For student residences, it is the EA’s responsibility to provide award holders with all
the relevant information about the availability of such accommodations, as this
varies from one educational institution to another.

3.3.2

Finances

The EA must help award holders manage their finances when necessary. Although
some financial aspects are covered during the orientation session upon arrival, the
EA must nonetheless provide award holders with assistance, particularly by acting
as an advisor and developing tools that they can use.

3.3.3

Health care

The EA
that is,
routine
explain
holders

must explain to award holders how public and private health care works,
how to access emergency services, how to get in to see a physician for
visits, how to obtain referrals to a specialist and so on. The EA must also
the types of treatments not covered by the health care plan that award
are offered.

3.3.4

Integration activities

Under a Global Affairs Canada award program, each award holder is encouraged to
build ties with other students or professionals to make his integration easier. Each
award holder should also find out about socio-cultural activities, sports and other
activities to which he might have access in the educational institution. The EA
should, to the extent possible, make the most of the award holder’s stay in Canada
to put him in touch with professional circles in the relevant field of study. This might
help the award holder create long-lasting collaborative relationships with Canadian
businesses and might ultimately benefit the recipient country.

3.3.5

Student services

Student services in educational institutions are typically available to answer
students’ general questions or to refer them to the appropriate academic services
where required. This office is also normally responsible for issuing student IDs and
can provide students with information on the various terms and conditions related
to the IDs. Students enrolled in an educational institution must obtain a student ID
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so that they can participate in student activities and sometimes benefit from certain
advantages. The ID is renewable annually and is required to borrow books from the
library, obtain an access code for school computers and participate in mid-term and
final exams.

3.4

ACADEMIC INFORMATION

3.4.1

Academic calendar

In Canada, the academic year is typically divided into three periods called sessions.
Each session is independent from the others and represents a complete period of
study. These sessions are spread over the year according to the following schedule:
1) Fall session: late August or early September to late December
2) Winter session: early January to late April
3) Summer session: early May to late June, early July to late August, or May to

August
Summer sessions are sometimes called “intensive” because the pace of the courses
is accelerated. For example, there may be two classes per week instead of one.
In addition, each academic program consists of credits. For example, to complete a
master’s degree, a student must typically earn 45 credits; each course is worth
about three (3) credits.

3.4.2

Academic results

Depending on the educational institution, the results of academic work can be
marked in either percentages or letters, generally from A to E (where A+ is the
highest mark and E is a fail). It is up to the student to inquire upon his arrival about
the academic performance requirements for his program. In addition, it is important
to know that academic results are transmitted by way of a transcript to the student
and to the EA at the end of each session. A transcript shows students the average
grades for each course so that they can compare their results against the average
for other students.
Students pass a course when they obtain the minimum grade established by the
university for all course assignments and exams. Results below the university’s pass
mark are a fail.
Each transcript also indicates the student’s cumulative grade point average, that is,
the average for all the courses taken. If this average is below program or university
requirements, the student may be withdrawn from the program and be required to
return to his country earlier than expected.

3.4.3

Exclusion from an academic program

Although this may vary from one educational institution to another, a student is
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typically excluded from the academic program in one of the following situations:
1) If the student does not obtain the minimum grade point average established by

the university in his prerequisite, refresher or regular courses, even after writing
exams or completing make-up assignments;
2) If the student fails more than one prerequisite or refresher course, worth less

than 10 credits combined, or more than two prerequisite or refresher courses,
worth 10 or more credits combined;
3) If the student fails more than two regular program courses;
4) If the student is found guilty of plagiarism or cheating.

3.4.4

Course registration

Course registration is the administrative step after admission. The registration dates
for each session appear in the administrative calendar of the award holder’s
educational institution. The award holder is the sole person responsible for
registering for courses. Since some courses have limited capacity, students are
strongly encouraged to pick their courses at the beginning of each registration
period. Students must also ensure they receive confirmation of their registration for
each session from their educational institution. Issued by the institution’s registrar,
the confirmation shows the selected courses along with their time and location.

3.4.5

Course or practicum selection

In the Canadian educational system, each training program offers core and elective
courses. Courses should be selected based on program requirements, training
objectives and the time allotted for obtaining the degree (master’s, PhD, postdoctorate, etc.). The EA must therefore supervise students to make sure their
course choices meet these requirements. For the first year only, students should
take on a lighter course load so that they are able to adapt to the pace of Canadian
studies. However, they must keep their “full-time” student status during their entire
stay in Canada. In addition, students should carefully read each course syllabus or
outline and meet with professors as needed to inquire about their particular
requirements and expectations.
Not all courses are offered during all sessions, and some courses must be taken in
the order established by the program director. Some courses are prerequisites for
other courses.
For trainees who are taking a vocational or technical skills training program, the EA
should also assist them in selecting their practicum or workplace, jointly with the
practicum supervisor, if applicable.

3.4.6

Course timetable or practicum schedule

In most programs of study, the range of courses offered gives students enough
flexibility to choose courses at the times of day or on the days of the week that suit
them best. However, students must avoid conflicts in their class or exam timetables.
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The practicum schedule depends on the organization offering it.

3.4.7

Course changes

In some cases, a change in the choice of institution, program or course may be
necessary. For these changes, award holders must obtain approval from the EA,
which in turn must obtain authorization from the recipient government (or home
institution) and the Global Affairs Canada project officer.
Training given to students under the terms of the agreement between their
government and the Government of Canada is intended to meet development
objectives based on the needs of their country. Students must therefore not change
the training program structure for personal reasons.
Exceptions to this principle may be considered, especially if the proposed changes
better meet the objectives of the agreement between the two countries. However,
the length and cost of the program must not be changed under any circumstances.
Students who want to change or drop one of their courses must find out from their
educational institution what procedures they must follow and what deadlines they
must meet. This information is typically published on the institution’s website or
may be provided by student services.

3.4.8

Choice of research topics

When a student must choose a topic for his research, major assignment, paper or
thesis, the EA must ensure that this topic is in line with the objective of the student’s
training program, or is related to a national issue in the recipient country. The EA
must always bear in mind that the student comes from a country benefiting from
an award program to meet its development needs, rather than the personal
development needs of the student.

3.4.9

Full-time student status

To meet IRCC requirements for a stay in Canada, Global Affairs Canada students
must be registered in an academic program full time throughout their stay in
Canada. They must therefore register for the number of courses required by their
educational institution to be considered full-time students. Although this number
may vary from one institution and program to another, it is typically between two
(2) and five (5) courses per session, or the equivalent of six (6) to fifteen (15)
credits.

3.5 PARTICIPATION IN SUMMER ACTIVITIES, CONVENTIONS, CONFERENCES OR
PRACTICUMS
In preparation for the summer season, which typically runs from May to August,
students must arrange their program of activities with the EA. The EA must then
inform the Global Affairs Canada project officer of the planned activities.
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There are many summer options to choose from, including:

 Summer courses in Canada offered over a four-month period or an intensive twomonth period;

 A summer practicum in Canada or in the recipient country; or
 Research activities (data collection, field research, etc.) in Canada or in the
recipient country in preparation for a thesis, paper or major assignment.
The objectives of practicums and research activities must be defined very precisely
by the student and the EA. Logistics and costs must also be established and
approved by the Department before summer activities begin. In addition, if the
practicum or research activities take place in the recipient country, they must be
planned and organized well before the student’s departure from Canada, in
collaboration with the government authorities of the recipient country as well as the
various Canadian parties concerned.
More specifically, the conditions required by the Department for a practicum or
research activities taking place in the recipient country are as follows:
1) The practicum or research activity must be related to the student’s training

program;
2) The stay must last at least six (6) weeks;
3) Students must have completed at least one (1) year of their academic study

program in Canada;
4) Students must have at least one (1) academic year left to complete in Canada;

and
5) In the case of a practicum, students must prepare a report about the training,

to be submitted to their home authorities (ministry, organization or other) before
they return to Canada and to the EA and their educational institution after they
return to Canada.

3.5.1

Participation in conventions or conferences

Award holders may ask the EA for permission to participate in conventions or
conferences during their training program. However, award holders may not attend
more than one (1) conference or convention per year. This entitlement is not
cumulative and cannot be accumulated over two (2) or more years. The EA must
approve the budget for such requests and have the request approved by the
Department. Preference is given wherever possible to award holders who have been
invited to present their research at such events. In addition, any requests for
participation in a convention or conference held in the recipient country must be
planned as part of a summer practicum or a research activity in order to be
considered.
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3.6

PAID EMPLOYMENT AND TAXES

Students who want to work a part-time job can apply with IRCC for a work permit,
but only in one of the following cases:

 If the educational institution certifies the employment as an integral part of the
student’s course of study, for example, a cooperative program;

 If the student is a graduate assistant;
 If the student wishes to work on campus at the educational institution; or
 If the student is sponsored by the Department, and the employment is part of
the program arranged by the Department.

Important: The award holder must first obtain authorization from the EA. Activities
of any kind must not compromise the student’s full-time status or jeopardize his
academic performance or length of stay in Canada.

Under the federal Income Tax Act and any other provincial legislation regarding
income, all sources of income must be reported annually by each individual having
earned taxable income. Every award holder earning taxable income must comply
with this legislation and is responsible for paying the applicable taxes. The
Department’s award is non-taxable.

3.7

TERMINATION OF THE AWARD

The Department’s award typically ends when the award holder finishes the training
program.
However, the Department’s award also ends in one of the following circumstances:

 The award holder is excluded from the training program for poor academic or

professional performance. The award holder cannot, as a last resort, change
educational institutions or organizations because of poor academic or professional
performance;

 The award holder has accepted an award other than that offered by the
Department;

 The award holder failed to fulfill one of the obligations under the signed Training
Agreement;

 The award holder informed the EA in writing that he was leaving the training
program or Canada before the expected date.

3.7.1

Award holder’s departure after award payment ends
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If payment of the award ends for a reason other than the end of the training
program, the EA must inform the Department, the recipient country’s government,
IRCC, the home institution, the educational institution and the Canadian mission in
the recipient country.
Although the Department and the EA may decide otherwise, as appropriate, the
award holder must leave the country thirty (30) days after the final award payment
is made, as set out in the Training Agreement, except where the study or work
permit expires before that time.
Moreover, when payment of the award ends, so too does the award holder’s
coverage under the health care insurance plan provided by the EA. The EA must
therefore inform the insurance company of the departure date of the award holder
so that his coverage may be terminated accordingly.
If the award holder does not comply with this deadline, the EA must immediately
inform the Global Affairs Canada project officer, who will inform the government of
the recipient country after looking into the situation. If this happens, the
Department reserves the right not to cover any costs associated with the award
holder’s eventual return or the costs of sending his personal effects.
Furthermore, if the award holder does not leave Canada definitively, legal action
may be taken against him in order to recover the funds invested in the training
program.

3.7.2

Official training program end date

An academic training program officially ends no later than one week after the end
of the course (including exams) or acceptance of the thesis, paper or major
assignment, or when the educational institution’s authorities indicate to the EA that
the student has met all the requirements for the degree or diploma.
The vocational or technical skills training program officially ends, depending on the
situation, one to several days after the last practicum activity.

3.8

CHANGE IN TRAINING PROGRAM

The training program offered to award holders under the terms of the agreement
between the recipient country government and the Government of Canada is
intended to meet specific development objectives based on the needs of the
recipient country. Award holders must therefore not change the training program
structure for personal reasons. Exceptions to this principle may be considered in the
following cases:

 The proposed changes are more in line with the objectives of the agreement
between the two countries;

 The proposed changes would enable the award holder to significantly improve his
academic or professional performance, while meeting the objectives of the
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agreement between the two countries.
Award holders who want to change programs must submit a request in writing to
the EA explaining the reasons why. The EA must then forward the request with its
recommendations and those of the LAC (or selection committee) to the Department,
which in turn transmits it to the government of the recipient country or to the home
institution. Although the EA and the Department must both approve the request,
the final decision rests with the Department.

3.9

EXTENSION OF THE TRAINING PROGRAM

In principle, the duration of an award holder’s training program cannot be extended.
However, if it must be extended in exceptional circumstances, the EA may make
the request to the Department.
All extension requests must be addressed to the EA for approval at least four (4)
months before the initially set training program end date. In his request, the award
holder must include a letter explaining the reasons for the extension, approval from
the home institution, approval from the government of the recipient country and a
letter from his research director. The EA must then forward the request with its
recommendations to the Department. The final decision rests with the Department.

3.10 CANADIAN DEPARTURE FORMALITIES
Before departing from Canada, the award holder must ensure that:
1) His passport and any documents required for the return trip are valid;
2) He leaves no unpaid invoices or debts, as the EA or the Department will not

settle them and will send them to the award holder or to his home institution;
3) He provides the EA with a forwarding address in his home country and an email

address so that the Department can contact him to set up a network of former
award holders and to use his professional services if required.

Before the award holder leaves Canada, the EA must:
1) Ensure that the award holder has met all the requirements of his training

program;
2) Ensure that the award holder has met all administrative requirements in

connection with his stay in Canada (rent, utilities and so on);
3) Inform the award holder’s government if one or more of the award holder’s

obligations have not been fulfilled;
4) Inform IRCC of the award holder’s date of departure;
5) Notify the recipient government and the Canadian mission in that country of the

award holder’s itinerary and date of arrival.
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3.10.1 Graduation
Award holders will receive their official diplomas several months after returning to
their country. During the session wrap-up meeting, the EA gives each award holder
a letter or plaque confirming graduation from the program. The educational
institution’s program director may also issue such a letter.
To minimize the risk of losing Canadian diplomas in the mail, the EA may ask the
educational institution to be sent diplomas. The EA will then see to it that the
diplomas reach their destination by the most secure method.

3.11 TRAINING PROGRAM EVALUATION REPORTS
Evaluation of the Department’s award program and the related training objectives
is an ongoing process that entails various reports produced by the award holder,
the EA and, where applicable, the practicum supervisor. Among other things, this
evaluation highlights the strengths and weaknesses of an award program so that
the necessary adjustments can be made to maximize its impact on the development
of institutions in the recipient country. In addition, evaluation criteria are defined
on the basis of the training objectives identified early in the program planning
process.

3.11.1 Regular reports
The EA must analyze reports outlining student and trainee progress in the respective
academic and training programs at the end of each session. It must also make
comments and recommendations to the Global Affairs Canada project officer. The
regular reports from the EA should also contain financial and accounting statements.

3.11.2 Summary reports
The EA must use all the regular reports to produce an annual summary report for
each award holder, including its recommendations on the renewal or discontinuation
of the award and a record of the disbursements. This report is to be submitted to
the Department.

3.11.3 Final report
At the end of the training program, the award holder, the EA and the practicum
supervisor, if applicable, must prepare a final report on the completion of the
training program and must submit it to the Department.
In his final report, the award holder must include comments on the training
program, the overall administration of the program and any difficulties encountered
along the way. He is also encouraged to recommend improvements to the Global
Affairs Canada award program in which he participated.

3.12 POST-TRAINING EVALUATION
Under the agreement it has with the Department, the EA must prepare a
post-training evaluation, particularly based on the following considerations:
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 Did the award holder return to his country?
 Is he working in a position related to the training taken as part of the
Department’s award program?

 Are the award holder’s degree/diploma and qualifications recognized at fair
value?

 Does the training received enable him to have a real impact in his workplace?
In addition, the EA must ensure that all signatories comply with the Training
Agreement. If the award holder does not return to his country, the award program
is a failure, because the main objective of effectively incorporating the acquired
knowledge, skills and abilities into a professional environment following a training
program is not achieved.

3.12.1 Tracking mechanisms
The EA must set up a mechanism to track former award holders in order to know
what happens to them after they return to their own country. Although other
tracking arrangements are encouraged, the EA must create a central database of
former award holders with information on their addresses, the training they
received, the duration of their stay and any other relevant data for quantitative and
qualitative follow-up on training funded by the Department. This database may be
consulted by the Department at any time.
The details of this tracking should be worked out at the time the training program
is planned. This will also help in setting up a network of former award holders,
forming a recruitment pool of local experts.

3.12.2 Degree/diploma recognition
It is crucial for the degree/diploma earned by award holders in Canada to be
recognized within institutions in the recipient country given the impact that this may
have on the award holders’ career path. If the degree/diploma is not recognized
under bilateral agreements between the Government of Canada and the
government of the recipient country, the EA must inform the Global Affairs Canada
project officer and the educational institution that awarded the degree/diploma. In
some countries, a specialized graduate degree, the Diplôme d’études supérieures
spécialisées (DESS),1 is not recognized as equivalent in their system but is
recognized as a North American degree.

1

A DESS corresponds to one year of studies after the undergraduate program.
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CHAPTER 4
4. FINANCIAL RULES FOR AN AWARD PROGRAM
__________________________________________________________
The applicable financial limits are detailed in the “Summary table of costs covered
in a training program for students and trainees” in section 4.16.

4.1

MEDICAL EXAMINATIONS AND VISAS

Candidates are reimbursed for
examinations as well as visas
examinations must all be done
Canadian mission in the recipient

all costs associated with mandatory medical
and permits. In addition, medical tests and
according to the procedure established by the
country or in a neighbouring country.

A medical examination is mandatory if the candidate is coming from a country
designated by Health Canada as having a high incidence of communicable diseases,
or if the applicant will be in Canada for over six (6) months. A doctor designated by
the Government of Canada will perform the examination. The visa officer from the
Canadian mission may provide information in this regard.
The medical record must include:
1) a medical examination;
2) a chest X-ray; and
3) blood tests to screen for tuberculosis, HIV and other diseases.

Important: All health matters and screening should be treated with the utmost
confidentiality.

4.2

HEALTH CARE PLAN

As part of the training program, the EA is required to provide the necessary health
care insurance coverage (basic plan) to allow award holders to complete their
academic or training program. Some award holders in academic programs might
receive insurance coverage offered by their educational institution.
Upon signing the Training Agreement, the EA must inform award holders of the
health care plan available to them.

4.3

AIR TRAVEL COSTS AND ARRANGEMENTS

The EA must contact airline companies to arrange travel for award holders to
Canada and then back to their country (flight reservation, itinerary and
confirmation). It must also give award holders one plane ticket to come to Canada
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and another to return to their country, in other words, two one-way tickets.
However, award holders who plan to return to their country by any other means
should inform the EA, which will then consult the Global Affairs Canada project
officer to determine whether such a request is justified. Any costs associated with
itinerary changes or unscheduled stops during air travel are to be borne by the
award holder.
Costs associated with return transportation between the international airport in the
recipient country and the training location in Canada are eligible. However, the
portion of the trip from the award holder’s home to the international airport and
vice versa is payable by the award holder or his government. In addition, travel is
to be in economy class at the most economical fare, by the shortest route and with
the shortest possible transit times. The EA must also use travel agencies offering
the best prices.

4.4

SHIPMENT OF PERSONAL EFFECTS

When coming to Canada, award holders are not entitled to any funds for air freight.
They must therefore abide by the baggage requirements of the various airlines.
However, upon returning to their own countries, award holders have the option of
bringing back, by either air or sea freight, any books and personal effects they
acquired during their training program. Those goods will be delivered at their point
of entry (airport or port) and the customs clearance and charges are the
responsibility of the award holder.

 For long-term training, the maximum permitted weight is 325 kg, including
packaging.
o

Basic allowable weight: 100 kg for the first year (130 kg including
packaging)

o

50 kg per additional year or part of a year (plus 30 percent of weight
for packaging)

 For short-term training, the award holder is not entitled to any freight. If an
award holder must acquire material or documents to achieve the objectives of
the program that is funding the training, the EA may, after reaching an
agreement with the Global Affairs Canada project officer, authorize freight
weighing up to the basic 100 kg (130 kg including packaging).

 If the weight exceeds the allowable limit, the award holder is to pay for the excess
weight. Award holders must also pay for shipping insurance.
The award holder must either contact the EA or make arrangements with a licensed
carrier for the shipment of his personal effects.
Award holders must present customs officers with a list of effects they are bringing
back to their country. However, the following items cannot be shipped at the
Department’s expense:
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 Perishable goods;
 Liquid or solid fuels;
 Pets and livestock;
 Alcoholic beverages;
 Firearms and ammunition;
 Explosives, corrosives, flammable liquids, aerosols and cooking oil;
 Goods requiring controlled climatic conditions.
4.4.1 Loss of personal effects
Airline companies are responsible for transporting the award holder’s luggage. If
the award holder does not pick up his luggage upon arrival, he must immediately
inform the airline, which will then deliver the luggage to the award holder’s
residence or to the EA’s address. Each piece of luggage or package must have a
label with the following information clearly indicated:

 The first and last name of the award holder;
 The name, full address (including city, country and postal code) and phone
number of the EA.
Note: The cost of baggage insurance must be borne by the award holder.

4.5

TRAVEL ALLOWANCE

For the award holder’s first trip to Canada, or for any authorized travel during the
award holder’s stay in Canada, the EA will pay the award holder an advance to cover
travel expenses. These advances are based on the amounts shown in the National
Joint Council Travel Directive (the Directive). More specifically, the clauses
applicable to the award holder are those that refer to the “traveller.” However, some
clauses apply strictly to persons employed in the public service of Canada and
therefore do not apply to award holders.

4.6

INSTALLATION ALLOWANCE

An installation allowance is a lump sum paid only once to the award holder within
thirty (30) days of his arrival. This allowance is granted for stays of several months,
in addition to the monthly living allowance.

4.7

CLOTHING ALLOWANCE

This allowance is a lump sum paid only once per award holder as needed for the
purchase of clothing necessary for Canadian weather conditions.
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4.8

DAILY LIVING ALLOWANCE

Generally speaking, for a stay of a few days or a few weeks, the award holder is
accommodated in a commercial establishment and receives a daily living allowance,
as set out in the Directive. If the award holder stays in an establishment where
meals are provided, the meal allowance is adjusted accordingly, with the approval
of the Global Affairs Canada project officer. In such cases, award holders are not
entitled to an installation allowance.
However, if the award holder spends several months in the same city, it may be
more cost-effective to rent a furnished apartment in a commercial building, or an
apartment or residence in an educational institution. In such cases, the EA helps
the award holder find such accommodations and pays him the daily living allowance
set out in the Directive. The installation allowance may be paid when required.

4.9

MONTHLY LIVING ALLOWANCE

Award holders staying in Canada for ten (10) months or more are entitled to a
monthly living allowance, calculated based on statistical data from the Canadian
Mortgage and Housing Corporation (CMHC) and updated annually by the
Department, typically in the summer.

4.9.1 Research Activities
If students carry out a research activity in the recipient country for a duration equal
to or less than three (3) months, they continue to receive their monthly living
allowance because they are assumed to be maintaining their accommodations in
Canada. However, if the stay is more than three (3) months, the monthly living
allowance is reduced for the duration of the stay. The research activity must be
approved by the Global Affairs Canada project officer. A stay in the recipient country
must under no circumstances exceed six (6) months.

4.10 TUITION FEES
All mandatory costs associated with admission and tuition in an educational
institution are eligible. For short-term training, the costs of a custom-made
program, including teaching material can be covered with prior approval from Global
Affairs Canada project officer.

4.11 COSTS OF COMPUTER EQUIPMENT
Expenses associated with the purchase of a computer and mandatory software for
the training program are eligible upon submission of receipts. The Department
reserves the right to limit the allowable amounts to a ceiling it deems necessary
based on existing financial policies within the Department. The EA must tell award
holders to consider compatibility with computer systems used in the recipient
country when choosing computer equipment in Canada. The EA must also inform
award holders that they are solely responsible for any computer maintenance costs
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and customs charges.
For computer purchases, the EA must ensure that the award holder obtains two
estimates before making a choice and that the purchase is made from a licensed
retailer rather than an individual.

4.12 BOOK COSTS
The cost of books required for courses is eligible upon submission of receipts.

4.13 OTHER EXPENSES RELATED TO THE TRAINING PROGRAM
To be eligible, all other expenses must be essential to the training program and will
be reimbursed upon submission of receipts. These expenses may include the
purchase of research material and equipment, participation in conferences or
conventions, and field research.

4.14 EMERGENCY FAMILY TRAVEL
In exceptional circumstances, emergency family travel may be approved by the
Global Affairs Canada project officer provided that it does not jeopardize or delay
the training program.
Emergency travel may be approved in the event of the death or likely death in the
short term of a member of the award holder’s immediate family, that is, father,
mother, legal spouse or child shared with the legal spouse. The Department will
require a death certificate.
International return air travel is to be arranged at the most economical fare and by
the most direct route between the training location in Canada and the international
airport of the home country.

4.15 COSTS ASSOCIATED WITH THE DEATH OF AN AWARD HOLDER
Reasonable costs, not covered by the award holder’s insurance, for returning the
body to the recipient country or the costs of burial or cremation in the country where
the death occurred are eligible.

4.16 SUMMARY TABLE OF COSTS COVERED IN A TRAINING PROGRAM FOR
STUDENTS AND TRAINEES

Medical
examinations and
visas (ref. 4.1)

Eligible expenses upon submission of receipts.
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Health care
(ref. 4.2)

Eligible expenses as specified in the health care plan offered
to the award holder.
The Department reimburses the costs of medical insurance
coverage (basic plan) for award holders, up to $150 per
month in Canada.

International air
travel

Eligible expenses. By the most direct route in economy class
at the most cost-effective rate.

(ref. 4.3)
Shipment of
personal effects

Travel to Canada: no freight, baggage limit allowable by
airline company, no additional expenses eligible.

(ref. 4.4)

Travel back home:

1) Stay ≥ 10 months: air or sea freight of up to 250 kg or
325 kg including packaging
2) Stay < 10 months: no freight, except in exceptional
circumstances
3) A single freight shipment permitted.
Travel allowances

According to the clauses* in the Directive.

1) Internationally
2) In Canada

*Clauses referring to “travellers” rather than persons
employed in the public service of Canada.

(ref. 4.5)
Installation
allowance

$600 (lump sum paid only once): for award holders staying
several months.

(ref. 4.6 & 4.8)
Clothing allowance

$350 (lump sum paid only once, when required.)

(ref. 4.7)
Daily living
allowance
(ref. 4.8)

Monthly living
allowance

According to the clauses in the Directive.
Applicable to trainees and members of a technical mission
only.

$1,000 (basic amount). As per the amounts specified in:
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(ref. 4.9)

http://www.international.gc.ca/developmentdeveloppement/partners-partenaires/btoa/monthly_allowancesindemnites_mensuelles.aspx?lang=eng.
Applicable to students only.

Tuition and
vocational or
technical skills
training costs

Eligible expenses upon submission of receipts. Ceiling
established by Department.

(ref. 4.10)
Computer
equipment*
(ref. 4.11)
Books
(ref. 4.12)

Maximum amount of $1,500 where required for the training
program and upon submission of receipts. Computer
equipment is the property of the award holder.
Maximum of $600/academic year or $300/session. Actual
and reasonable expenses eligible for the purchase of books
required for the training program and upon submission of
receipts.

Participation in
conventions or
conferences*

Limits for the entire duration of the training program:

(ref. 3.5)

Graduate students: $1,000

Undergraduate students and trainees: $500
1 convention or conference per fiscal year.

Field research*

Stay ≤3 months: monthly allocation maintained

(ref. 3.5)

Stay >3 months: monthly allocation = $500/month (duration
of stay)
Maximum duration: 6 months

(ref. 4.13)

Maximum of $6,000 for the entire duration of the training
program. Actual and reasonable expenses eligible if essential
for the training program and upon submission of receipts.
These expenses include purchase of computer equipment,
participation in conventions or conferences (registration
fees, accommodation and living expenses) and field
research. Travel expenses (travel and travel allowances) are
charged to the “Transportation” and “Travel” budget items.

Emergency family
travel

Return travel with prior approval from the Global Affairs
Canada project officer in the event of the death or likely

Other expenses
related to the
training program
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(ref. 4.14)

death in the short term of father, mother, legal spouse or
child shared with legal spouse (see section 4.3).

Death of the award Eligible expenses not covered by the award holder’s
holder
insurance for returning the body to the home country or for
burial or cremation in the country where the death occurred.
(ref. 4.15)
Approved
dependants

Applies to some programs only.

(ref. 2.10.2)

*These expenses fall under the “Other expenses related to the training program” budget
item and are therefore included in the $6,000 limit, which cannot be exceeded for the
entire duration of the program.
All of the costs listed above are in Canadian dollars.
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APPENDIX 1 - STUDENT TRAINING AGREEMENT
APPENDIX 2 - PROFESSIONAL OR TRAINEE TRAINING AGREEMENT
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