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INTRODUCTION

This Handbook is intended as a guide for Human Resource professionals who assist in the hiring
of foreign workers to administrative positions.

Every visitor to Canada needs a visa, or permission to enter the country. A visa is a document
that is part of an individual’s  passport.  It is issued  by a Canadian visa office abroad when a visa
officer is satisfied that they meet the requirements for admission to Canada.  It must be kept up
to date. Those, however, who wish to work while in Canada, also need an Employment
Authorization, or permission to work.

Canada strives to protect employment opportunities for Canadian workers.  Therefore, only
Canadian citizens and permanent residents of Canada have a legal right to work in Canada.   All
others must have work authorizations from the Human Resources Development Canada (HRDC)
and/or Citizenship and Immigration Canada (CIC) for both temporary and permanent offers of
employment.  “Work” is defined as any activity for which a person receives or might reasonably
expect to receive pay or valuable consideration.  All non-Canadians or non-permanent residents
who work in Canada, even without pay, must have proper work authorization unless they qualify
under a defined exempt category.  Without this authorization, the foreign worker is subject to
immediate deportation and the employer will be fined for knowingly hiring someone who is not
legally authorized to work in Canada.  This is an offence under the Canada Immigration Act and
Regulations.

There are positions, which not only require work authorizations, but also a labour market
opinion, or “validation”  given by HRDC to Citizenship and Immigration Canada.  It certifies
that the hiring of the foreign worker will not have a negative or adverse effect on the Canadian
labour market. Canada Employment Counsellors consider several different factors when
considering applications for work authorization:

• Is this depriving a Canadian of an employment opportunity?  The employer must
demonstrate that they have made reasonable efforts to hire or train Canadians.

• Are the wages and working conditions adequate and competitive enough to attract and
retain available Canadians?

• Are there any benefits to Canada of recruiting foreign workers?
• Are the occupational requirements bona fide for that occupation?

The responses to these questions will determine whether a foreign worker’s application will be
approved or denied.

It is important to note, however, that an offer of employment authorized by an employment
counsellor at HRDC is used only to advise Citizenship and Immigration Canada (CIC) that the
recruitment of that foreign worker will not adversely effect employment and career opportunities
for Canadian citizens and permanent residents.  It is a recommendation and it does not
guarantee that the person will be allowed entry into  Canada or will obtain permanent status.
The individual then needs to apply to CIC for an employment authorization  along with certain
support documents and CIC will determine whether they will be allowed in the country to work.
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Although this manual pertains to the hiring of foreign workers to administrative positions, not to
academic positions, immigration procedures for such categories as Academic
Consultants/Academic Examiners, Employment Interviews for Academics, Guest Lecturers,
Visiting and Exchange Professors are described briefly. Further, more in-depth information on the
recruitment of such individuals is available through the Provost’s Office,
http://www.uwo.ca/pvp/acad/guide.htm

The following pages contain information, which we hope you will find useful, regarding
recruitment to:

• positions which DO NOT  require Employment Authorization
• positions with DO require Employment Authorization but no Validation
• positions which require both Employment Authorization AND Validation
• positions under the North American Free Trade Agreement and the Canada Chile Free

Trade Agreement



3

THE ROLE OF HUMAN RESOURCES:

The hiring of foreign workers can be a complex process involving numerous and varied rules and
regulations, both internal and external.  Mistakes or misunderstandings could prove to be costly
and cause a great deal of inconvenience both to the unit and to the applicant.  If considering hiring
a foreign worker to an administrative role or wishing to extend an appointment,  Human
Resources must be contacted prior to beginning the process or making any firm commitments.  In
addition to being the liaison with contacts from HRDC and CIC, Human Resources acts in an
advisory capacity to units in the hiring of temporary foreign workers and must be consulted in the
initial stages when considering the  employment of permanent foreign workers.
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POSITIONS WHICH DO NOT REQUIRE EMPLOYMENT
AUTHORIZATION FROM CANADA IMMIGRATION:

Persons listed in Immigration Regulation 19(1) are exempt from the need to obtain Employment
Authorizations and may enter under a Visitor’s Record. (This visa is only necessary if the person
intends to stay in Canada for longer than 6 months).  Note: The categories which are most likely
to pertain to administrative appointments are the first two: Student Authorizations and Self-
funded Academic Researchers.

1 Student Authorizations:

Full-time students in a degree or diploma-granting course fall into this category.  They
may be employed on the campus of the educational institution where they are registered if
they meet the following conditions:
-  they are registered as full-time students
-  they have been recommended by their department
-  their work will be directed by a faculty member or department head
-  the work takes place on campus or in a research institute or program in an affiliated
hospital or research unit

Employment authorization exempt.  Regulation 19(1)(x).

2. Self-funded Academic Researchers:

These are individuals who come to a Canadian academic institution to conduct research in
their own field, but who will not receive any remuneration in Canada because they come
with their own funding. They are admitted as visitors.

They must not be displacing a Canadian or Permanent Resident worker.  There must not
be an employer-employee relationship between them and their employer.  There must not
be any remuneration (nor must the Canadian institution be receiving remuneration for the
research.)

Needed:  A letter of invitation outlining the purpose and duration of the visit.  As well, the
individual must be able to prove that they will be self-sufficient during their stay in
Canada.

The University recognizes the fact that volunteers are a valuable resource and do much to
enhance University programs and activities.  However, in order to manage the risks and
liabilities inherent in volunteer activities, it is imperative that  all University units
familiarize themselves with and follow Western’s Volunteer Policy in registering and
training all volunteers.
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3. Employment Interviews for Academics:

Academics coming to Canada for employment interviews will be considered visitors.

Needed:  All visitors must have proof of their citizenship, such as a passport or birth
certificate or certificate of naturalization.  A letter of invitation from the employer is also
necessary indicating the position for which they are being considered and a statement that
the two tier recruitment process will be followed.

4. Academic Consultants/Academic Examiners/Eminent Individuals:

These individuals may enter Canada to direct studies, review work, or evaluate academic
programs related to scholarly work.

Needed:  Letter of invitation from the university outlining the purpose of the trip and the
duration.  They are considered visitors and no employment authorization is required.
Reference Regulation 19(1)(n)

5. Guest Speakers:

These visitors include:
a) speakers for dinners, conventions or similar functions;
b) individuals delivering a paper at a teaching or research function;
c)  persons delivering information at a seminar or workshop.

Needed:  Identification and a letter of invitation. Employment authorization exempt.
Reference Regulation 19(1)(o)

NOTE:    Human Resources acts in an advisory capacity to units and is the
liaison with contacts from HRDC and CIC.
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POSITIONS WHICH  DO REQUIRE EMPLOYMENT AUTHORIZATIONS
BUT NO VALIDATION:

There are some categories of workers who are exempt from validation either because:
-   they present a clear benefit to the Canadian labour market (i.e. in cases where there is a
shortage of the skills they possess).; or
-   there are other overriding considerations permitting a foreigner to work in Canada;  or
-   there are reciprocal agreements with their country which place obligations on Canada to accept
them in return.

These include:

Post-doctoral Fellows *
Guest Lecturers
Visiting Professors and Exchange Professors
Research award recipients paid by Canadian academic institutions *
Research award recipients paid by foreign academic institutions *

* Denotes categories most likely to pertain to administrative appointments (as opposed to
academic appointments.

NOTE:  For spousal employment authorization, please see Page 15.

1.  Post-doctoral Fellows:

A Post-doctoral Fellow must have  a Ph.D. degree and be appointed to a position granting a
stipend or salary in the form of a fellowship or grant to compensate for the temporary period of
teaching or research, or advanced study.

Needed:  The applicant must provide evidence that they have completed their doctorate and that
they are working in a related field.  They also require a letter of invitation from a responsible
academic official  (professor or higher) stating the nature of the work, the expected duration, the
location and the remuneration. Please ensure that both the Dean’s Office, Office of the Vice-
President (Research)  and Human Resources are copied.

Employment Authorization pursuant to Regulation 20(5)(e)(iii).
Validation  Exemption Code E45.

2.  Guest Lecturers:

Guest Lecturers are individuals invited by post-secondary institutions to give a series of lectures
which do not comprise a complete academic course and are for a period of less than one academic
term or semester.
Needed:  A letter of invitation from the host university outlining the purpose of the trip, the nature
of the work, the duration of the visit, evidence that the duration is less than one academic term or
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semester, and proof of remuneration. Please ensure that Human Resources is copied.

Employment Authorization pursuant to Regulation 20(5)(e)(iii).
Validation Exemption Code E40.

3.  Visiting Professors and Exchange Professors: (For information regarding foreign academic
recruitment, please visit the Provost’s web site at: http://www.uwo.ca/pvp/acad/guide.htm)

These are individuals who take a position at a post-secondary institution for a maximum of two
years, and who retain their positions abroad.  This includes exchange professors coming to
Canada on a reciprocal basis, but does not include summer school situations. (Those require
validation.)

Needed:  A letter of invitation from the host university is required outlining the position, the
duration and the remuneration.  As well, the individual should have a letter from their own
employer indicating that the person will be retaining their position abroad.

Employment Authorization pursuant to Regulation 20(5)(e)(iii).
Validation Exemption Code E40.

4.  Research Award Recipients Funded by Canadian Academic Institutions:

These individuals are direct recipients of an award paid by a Canadian academic institution.

Needed:  A letter from the host institution is required outlining the nature of the work, the
evidence of the award, and the anticipated duration of stay in Canada.

Employment Authorization pursuant to Regulation 20(5)(e)(iii)
Validation Exemption Code E45.

5.  Research Award Recipients Funded by Foreign Academic Institutions:

These individuals are direct recipients of an award from a foreign country.  They are invited by
Canadian academic institutions to conduct their activities in Canada, but area totally supported by
their own country.

Needed:  a letter from the host institution is required outlining the nature of the work, the
evidence of the award, and the anticipated duration of stay in Canada.

Employment Authorization pursuant to Regulation 20(5)(e)(iii)
Validation Exemption Code E45.

NOTE:   HR acts in an advisory capacity to units and is the liaison with contacts
from HRDC and CIC.
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INTERNATIONAL AGREEMENTS FOR TEMPORARY APPOINTMENTS

Applicants under these two agreements require an employment authorization, but no validation.
Both pertain to temporary appointments only.

1.  North American Free Trade Agreement (NAFTA) :

This agreement is a trilateral agreement which provides access for Canadian, American and
Mexican professionals  to temporary employment opportunities. It deals only with temporary
entry of selected persons and has no effect on permanent residence.  Please see Appendix A for a
list of occupations covered by this agreement.

Needed:
-  the applicant must provide evidence of citizenship (i.e. passport or birth certificate)
-  letter or contract from the host institution outlining the nature of the position, the remuneration,
the educational qualifications required, and the duration of the appointment
- the letter should refer to the temporary nature of the employment and also to the NAFTA terms
- evidence that the applicant is in possession of at least a baccalaureate or Licenciatura degree

Employment Authorizations pursuant to Regulation 20(5)(b).
Validation Exemption Code B23.

2.  The Canada Chile Free Trade Agreement (CCFTA) :

Similar to NAFTA, this agreement provides for temporary entry for four categories of business
persons:  Business Visitors, Professionals, Intra Company Transferees, and Traders and Investors.
Please see Appendix B for a list of occupations covered by this agreement.

Needed:
- a visitor’s visa is required of citizens of Chile.  Both the visa and the employment authorization

applications must be made at a Visa Post before seeking admission to Canada.
- evidence of citizenship (i.e. passport or birth certificate)
- letter or contract from the host institution outlining the nature of the position, the remuneration,

the educational qualifications required, and the duration of the appointment
- the letter should refer to the temporary nature of the employment and also to the CCFTA terms
- evidence that the applicant is in possession of at least a baccalaureate or Licenciatura degree

Employment Authorizations pursuant to Regulation 20(5)(b).
Validation Exemption Code B23.

NOTE:  Human Resources is  a resource to units and is the liaison with contacts
from HRDC and CIC regarding these Agreements.



9

APPLICATION PROCESS FOR ENTRY INTO CANADA AS A FOREIGN
WORKER::

Those applicants who do not require Employment Authorization or validation may apply at a Port
of Entry.   A Port of Entry is a CIC office located at any border crossing, airport or seaport where
persons who arrive in Canada are examined by an Immigration Officer.

Persons who do require Employment Authorizations may apply at a Port of Entry, as described
above, or, they may apply at a Canadian Visa Post abroad.  A Visa Post is a Canadian Embassy,
Consulate, or High Commission which processes Immigration applications outside Canada.

Persons who require HRDC validation and Employment Authorizations must apply at a Canadian
Visa Post unless they are  citizens or permanent residents of the United States.

Visitor’s Visas can be obtained only from a Visa Post.

Processing of applications takes a minimum of 3-4 weeks.  Employment Authorizations cost
$150. Visitor’s Visas require a Cost Recovery Fee of $75.

Please See Appendix F for a listing of Canadian Embassies and Consulates in the US and
Mexico servicing the NAFTA agreement.
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POSITIONS WHICH REQUIRE EMPLOYMENT AUTHORIZATIONS
AND VALIDATION:

All foreign workers coming to Canada as permanent residents or as temporary workers  not
outlined above must have offers of employment that have been validated by Human Resources
Development Canada.  This includes academic positions such as Professor, Assistant Professor,
Lecturer, Instructor, etc.  It also includes administrative positions such as Research Scientist,
Research Associate, Research Assistant, Visiting Scientist, or any other administrative position
(full-time or temporary/part-time) in which remuneration is expected.

Before validation of an offer of employment can be considered, evidence must be supplied that
the hiring institution has advertised for and has been unable to obtain a suitable Canadian Citizen
or Permanent Resident candidate.  Canadian citizens and Permanent Residents are given priority
and are assessed first.  Should no Canadian be qualified, then the foreign applicants may be
considered and a qualified foreign applicant selected.

PLEASE NOTE:  Human Resources must be involved in these recruitments
from the early stages, as a consultant to the unit and to ensure that the
appropriate University recruitment process is being followed.
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ADVERTISING PROCESS ALLOWING CONSIDERATION OF FOREIGN
WORKERS:

Positions must be advertised in publications providing maximum exposure to Canadian citizens
and Permanent Residents.  Suggested advertising sources:

1.  Western News and U.W.O. web
2.  University Affairs or  Canadian Association of University Teachers Bulletin (CAUT)
3.  Canadian academic journals
4.  National English and French newspapers (i.e. Globe and Mail)
5.  Letters to all appropriate faculties of Canadian Universities
6.  A listing of the position with CEC National Job Bank (esp. if
     #5 is not an option or does not apply

The closing date for applications must be a minimum of one month after the publication of the ad.
The ad must include the following statement verbatim:  “All qualified candidates are encouraged
to apply; however, Canadian citizens and Permanent Residents will be given priority”.

The advertisement should include:
-  title and level of position
-  minimum qualifications and background required
-  duties
-  salary and benefits offered
-  name/address of the person to whom inquiries should be addressed
-  effective date of the appointment
-  closing date of applications (min. one month from publication date)
-  Canadian caveat

Please see Appendix C for a sample advertising format.

All applications are to be reviewed by Human Resources.  Canadian citizen or Permanent
Resident applications which appear to meet the minimum requirements will be forwarded to the
hiring department and should be invited to participate in the selection process.  The hiring
department will inform Human Resources in writing of the suitability of each of the applicants.
The reasoning must be justifiable and bona fide.

If the committee determines that none of the Canadian or Permanent Resident applicants are
qualified for the position, they must be notified in writing that they are not suitable for the
position.

The hiring committee, then, may go on to consider foreign applicants who seem to meet the
required qualifications of the position.  If a foreign candidate is selected, the hiring department,
with the assistance of Human Resources, must make application to HRDC for a validated offer of
employment.  Such an application must include:
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• A completed Foreign Academic Recruitment Summary application form (Appendix D)
• A completed Foreign Worker Information Sheet (Appendix E)
• A cover letter from a senior official at the University explaining why a foreign applicant was

chosen over the best 3 Canadian applicants;
• A job description which includes the requirements for the position
• A statement of conditions that led to the job vacancy

If approval has been received, the foreign applicant may be offered the position by Human
Resources.
HRDC will advise Human Resources within 15 working days of their decision if approval has
been granted or not.   If approved, Human Resources will follow the usual appointment
procedure.  It is also the responsibility of Human Resources to ensure that the foreign worker
receives a copy of the validation  to take to Immigration as proof of authorization of employment
.
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APPLYING FOR EXTENSIONS TO EXISTING WORK
AUTHORIZATIONS:

Individuals wishing to extend their stay in Canada must apply for an extension to their visitor’s
visa or Employment Authorization before they expire.  (Approvals for extension take
approximately 1 month.)  The forms requesting an extension  may be obtained from the CIC Call
Centre  (1-888-242-2100) and the applications are processed in Vegreville, Alberta.  The forms
should be accompanied by a letter from the employer, extending the invitation.

A new validation will be required for extensions of any positions which originally required
HRDC validation.

NAFTA and CCFTA extensions may only be extended for one year at a time, and CIC must be
satisfied that the employment is still only temporary.

Please note that there is a cost recovery fee for all extensions.  If a request for an extension is not
made before the expiration date of the original visa, a $200. reinstatement fee will be charged.
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MEDICAL EXAMINATIONS:

Those requiring medical examinations for immigration purposes  include:

a. Anyone who applies for permanent residency is required to have a medical examination
b. Anyone in occupations related to health services or public health

It is important to note that a foreign worker who holds a medical degree from another country,
regardless of whether they intend to practice in Canada or not,  will need to undergo a medical
examination.  This is an absolute requirement before the final authorization for employment is
given and takes several months.  This is especially important as it relates to grant-funded
positions.  It is also important to note that applicants will be provided with a list of Designated
Medical Practitioners in their area, and the cost of the medical is to be borne by the applicant.
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SPOUSAL EMPLOYMENT:

As of 2002, Citizenship and Immigration introduced a new program called “The Spousal
Employment Authorization” program, allowing spouses or partners of skilled temporary foreign
workers in occupations including management, professions, technical fields or skilled trades to
work in Canada.  (Note: This includes Postdoctoral Fellows.)  These spouses will be able to apply
for an “open” employment authorization when they apply for entry into Canada, or they can apply
once they have arrived in Canada, and their authorizations will be validation exempt.  (i.e. The
employer will not have to prove that there are no qualified Canadian citizens suitable for the
position.)

Spouses of foreign students in possession of a valid student visa may obtain an Employment
Authorization without CEC validation.  When applying, they would need to provide evidence
that:
-  they meet the definition of a spouse
-  they are the spouse of a holder of a valid student authorization visa
-  the duration of their employment coincides with the duration of the student visa.
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APPENDIX C: SAMPLE ADVERTISING FORMAT

Date:

Vacancy:

Format: 1.  Title of position
2.  Qualifications required
3.  Nature of Duties
4.  Salary offered
5.  Person to whom inquiries should be addressed
6.  Effective date of appointment
7.  Closing date for receipt of applications.  A minimum time frame of one
month from publication date.

1.

2.

3.

4.

5.

6.

7.

______________________________________________________________________________
NOTE: Mandatory advertising insert: “All qualified candidates are encouraged to apply;
however, Canadian citizens and Permanent Residents will be given priority”.

Copied from “The Foreign Academic Handbook”, HRDC
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APPENDIX F - LIST OF CANADIAN EMBASSIES IN US AND MEXICO SERVICING
THE NAFTA AGREEMENT

UNITED STATES MEXICO

Canadian Embassy: Canadian Embassy:

501 Pennsylvania Avenue N.W., Mailing Address:
Washington D.C. 20001 P.O. Box 105-05
Tel. (202) 682-1740 11560 Mexico, D.F.
Fax: (202) 682-7689 Tel: (52-5) 724-7900

Fax: (52-5) 724-7983
Canadian Consultes General:

One Marine Midland Centre
Suite 3000
Buffalo, N.Y. 14203-2884
Tel: (716) 858-9500
Fax: (716) 852-2477

600 Renaissance Centre
Suite 1100
Detroit, Michican 48243-1798
Tel: (313) 567-2340
Fax: (313) 567-2125

300 South Grand Avenue
Lost Angeles, Cal. 90071
Tel: (213) 346-2700
Fax: (213) 625-7154

1251 Avenue of the Americas
New York, N.Y. 10020-1175
Tel: (212) 596-1700
Fax: (212) 596-1791

412 Plaza 600
Sixth and Stewart
Seattle, Wash. 98101-12860
Tel: (206) 443-1777
Fax: (206) 443-1782

(Copied from CIC’s guide: “Temporary Entry to Canada under the North American Free
Trade Agreement)
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APPENDIX G - LINKS TO USEFUL WEB SITES

Government of Canada
www.canada.gc.ca

Citizenship and Immigration
www.cic.gc.ca

HRDC (Human Resource Development Canada)
www.hrdc_drbc.gc.ca

The Foreign Academic Handbook
http://www.on.hrdc-drhc.gc.ca/english/se/fwr/publish_academic_e.shtml#academichandbook

Advertising and recruitment requirements for academic positions (Provost)
http://www.uwo.ca/pvp/acad/guide.htm




