IRCC Employer Portal - How to complete an Offer of Employment

Before you start the online process ensure you have a copy of the identification page of the
individual’s passport and a copy of the signed offer letter. You will need to provide
information regarding the individual (Legal Name, Date of Birth, Country of Residence,
Citizenship) and the job (Job Title, Salary, Duties, Duration) to IRCC.

Department administrators may only submit offers for Visiting Faculty, Post-doctoral Fellows
and Clinical Fellows. All other faculty exemptions must be submitted by Faculty Relations.
Staff exemptions must be submitted by central Human Resources (contact your HR
Associate/Advisor)

For questions regarding LMIA-exemptions and in which circumstances they are applicable,
please contact the immigration team at the Housing and Relocation Services office at HR
Immigration Help (UBCV) or Faculty Relations and Immigration Consultant (UBCO).

To start:

1. Log in to the Employer Portal.
2. On the main page, select “Access the offer of employment queue”.

What would you like to do today?

3. On the “Employment queue” page select "Submit an offer of Employment”. If there are
many offers of employment in your queue you will need to scroll to the bottom of the

page.
Apply for:

Submit an offer of employment
Return to previous page

4. Select “start form” on the Business Information option.

&y Print | @ Help |

LMIA-exempt Offer of employment

Offer of employment to a foreign national exempt from a Labour Market Impact Assessment (LMIA)

Complete your online application by choosing a section below.

You should review your application before you send it to make sure that itis complete and accurate

Form Name Status Options

Business Infarmation ED In progress Start form
Foreign WWorker © Mot started Start form
Job Details ED In progress Start farm
Wage and benefits © Hot started Start form
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Business Information

5. Provide Business information as requested. UBC’s business number, legal and operating

names will be pre-populated.

LMIA-exempt Offer of employment

Business information

¥

Business

Please provide the most up to date information about the business or company

Business number &

108161779

Business legal name )

University of British Columbia

Business operating name g

University of British Columbia

* Business telephone number (required)

Business address

Type of business

Business details

User contact information

Enter the main
department
phone number

After completing information select “Next” (You will need to do this after each section).
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Business Address

6. Enter the address information for your unit.

- Business address

Apartment/unit number (if applicable)

* Street number {required)

* Street address/name (required)

The information will
default to either the
address information for

/ the Branch User or for the
Street address/iname line 2 (if applicable)

* Countrylterritory (required)

Canada

* Province/state {required)

British Columbia

* City/town (required)

Vancouver

* Postal code (required)

V6T 173

“Is your business address different than mailing address? {required)

No

4= Previous

Type of Business

7. This information should auto-populate.

- Type of business

*Type of business (select applicable option) (required) @

first unit in that branch to
create an Offer of
Employment. Each unit
will need to enter their
own information.

Type of Business -
Educational Institution.
After the first Offer of
Employment has been
completed within the

branch, this and other
Oth - . . .
. N information will auto-

* Specify (required) populate.

Educational Institution
*Is the business a franchise? (required) @ -

N < |—| UBC is not a

2 = ]

= Previous
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Business Details

8. The business details information should auto-populate so you won't need to enter

anything.

~ Business details

Web address

N

wenew ubc.ca

Website:

Date business started 9

1908 j January j 01 j

www.ubc.ca

Describe the principal business activity @ \ Business Start

Teaching, research & training
of undergraduate and
graduate students

Date: 1908-01-01

Number of employees

iOver 100 Employees | j

Primary Business
Activities: Teaching,
research & training of
undergraduate and
graduate students

Gross income

Crver & rnillion j

4= Previous

# of Employees: over 100

Gross Income: Over 5 million
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Business Primary Contact
9. The person completing the form provides their contact details.

Note that the name provided on this screen will be the signatory’s name on the declaration
screen. The person completing the information is the only one who can ‘sign’ the declaration
section so their details must be added here.

+ Business details

+ User contact information

Primary contact is the person who will be contacted by IRCC for further information.

* First name(s) (required)

Middle name (if applicable)

The information on
* Last name(s) (required)

this page will default
to that of the first

* Job title (required) user in the branch. If

you are the first user

then this information
* Contact phone number (required) will be blank.

If information
Extension

already appears add
or adjust the
Contact fax number information as

appropriate.

* Contact email address {required)

Select “Save and exit”.
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Foreign Worker Information

10. Enter Foreign Worker data as requested

LMIA-exempt Offer of employment

Foreign Worker Information

« Foreign Worker Information

Family hame
Given name(s)

Gender

Please select j

Date of birth

Select vear j Select Month

Le

Country of birth
Please select j

Country of residence

Please select j
Citizenship

Please select j
Passport number

Select “Save and exit”.
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Job Offer Details
11. Enter job offer details

Job Offer Details

« Details of Job

Business legal name

University of British Col

Business operating name

University of British Caol

Business number

108161779

LMIA exemption title @

Flease select j

LMIA exemption code @

Explanation of how the job meets the requirements of the exemption being requested @

Job title

NOC code @

Flease select j

. . Job Title:
National Occupation

Classification (NOC) Code: a) Visiting Faculty Member*
Visiting Faculty Member - 41200 b) Postdoctoral Fellow
Postdoctoral Fellow — 41200 c) Clinical Fellow
Clinical Fellow - 31100 *Do NOT enter V|S|t|ng

Scientist (contact FR/HR)
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LMIA Exemption Title:

Visiting Faculty —-C22 Reciprocal
employment- Academic

Exchanges - R205(b) [not C20]

Postdoctoral Fellows - C44 Post-
doctoral fellows - R205(c)(ii)

Clinical Fellows — C45 Foreign
Medical (or Dental) Residents
and Medical Research Fellows-
R205(c)(ii)

The LMIA Exemption code
will auto-populate:

Visitors—- C22
Postdocs - C44
Clinical Fellows - C45

Job Requirements:

Visiting Faculty - This is a research
and teaching opportunity for a
faculty member from another
academic institution who is
temporarily located at UBC.

Postdoctoral Fellows - This is a
research position for a recent PhD
recipient. The primary focus is
research, however, the individual
may be provided with an
opportunity to teach.

If applicable add, The individual is
in receipt of a postdoctoral
fellowship award from....

Clinical Fellows - This is an
opportunity for a physician
specialist to receive advanced
training in the field of (enter field)
to advance clinical care and/or
medical research. The transfer of
skills and knowledge is a significant
benefit to Canadian universities
and the medical field.
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12. Complete all job offer details information

Please provide the address of the primary physical job location.
* Countryiterritory (required)

Canada £

Apartmentiunit number (if applicable)

* Street number (reguired)

* Street address/name (reguired)

Street address/name line 2 (if applicable)

* Province/state (reguired)

Please select v

* Cityitown (reguired)

* Postal code (required)

“Will the worker perform job duties at more than one job location? {reguired)

No w

*Expected start date of employment (reguired)

Select Year v Select Month k4 Select Day R4

*Expected duration of employment (reguired)

For Postdoctoral
Fellow, indicate
“May be
required to work
at various UBC
campus
locations.”

If the individual
will perform
work in more
than one
location for ANY
duration, select
Yes and
complete the
secondary
address
information. If
no 2nd |ocation
select No.

Start Date & Duration:
This information must match the details of the offer letter.

For an initial work permit:

11].

Please advance the start date by one month and add it to the total duration of employment to facilitate early
arrivals and avoid a shortened work permit. For example, a 12-month job offer starting on July 1, 2025,
should be advanced to June 1, 2025, with a total duration of 13 months. It should also be specified that the
additional month has been added in the alternate compensation scheme, as shown later in this guide [p.

Please note that work permit duration might still be limited by an earlier passport expiry date.
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Main Duties: Describe duties as applicable.

For Postdoctoral Fellow, indicate "Duties and responsibilities will be consistent with
that of a Postdoctoral Fellow, including research and teaching if required. Should a
change in the Faculty or Department be required, the Postdoctoral Fellow will
continue to carry out research and duties in the field in which their degree was
granted. May be required to work at various UBC campus locations”

“Main duties of the job (required) g

“Minimum education requirements of job (required)

Please select

Other training required

*“ Experience and skills required to complete the job duties (required)

* Are there provincial/federal certification, licensing or registration requirements for the job? (required) @

Mo

Wi

Experience & Skills:

Visiting Faculty Member:
indicate that the individual
holds a position at the
University of X to which
they will be returning.

Postdoctoral Fellow:
indicate that the individual
has recently received their
PhD.

Clinical Fellow: indicate
that Physician must be
specialized in.........

Enter additional

information as required.

A

* There are Employer compliance fees associated to an LMIA-Exempt offer of employment. Will you be paying your fees or are you fee

exempt? (required)

Please select \

Compliance Fees:

Indicate yes you will be paying the fees.

Note: the employer is responsible for paying this fee
and it cannot be charged to the foreign national.
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Clinical Fellows:
Yes - Must be
licensed by the
College of
Surgeons &
Physicians of BC.
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Employer Primary Contact Information

13. Provide the contact information.

+ Details of Job

- Employer Primary contact Information

Primary contact is the person who will be contacted by CIC for further inforrmation.

First name(s)

Middle name (if applicable)

Last name(s)

Job title

Contact phone number

Extension

Contact fax number

Contact email address

After entering the information, select "Save & Exit”
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same person as listed as the
Business Primary Contact,
but as required could be a
different person.
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Wage and Benefits Details
14. Provide current wage and benefit information applicable to the position

For unpaid visitors and Postdocs
receiving NUF pay, please select
‘no’ to the ‘direct pay’ question.

- Wage and benefits

* Are you paying the foreign national directly? {required)

i =] Input funding arrangement
details in the “alternative

* Type of wage (required)
compensation scheme” box.

VWage in Canadian dollars per hour B

*Wage amount {reguired)

Ensure the amount
matches what is on the
offer letter.

* Number of work hours per day (required)

8

* Number of work hours per week (required) If not being pald by UBC
40 enter “0”.

* Total of number of work hours per month (required)

173 For full-time Fellows &
Visitors:
*The overtime rate in Canadian dollars (required)
0 e 8 hours per day
e 40 hours per

* Qvertime starts after how many hours per week (reg

0

week
e 173 hours per

Additional information month

Overtime is not
applicable to faculty
appointments

Alternate compensation scheme (if applicable) @

\

For an initial work permit: The official start date for compensation, benefits, and appointment purposes is
[Month DD, YYYY], or the date of entry, whichever is later. One month has been added to the total duration of
employment to allow for early arrival, relocation, and required documentation.

Postdoc Fellows: Add: Funding sources vary, therefore, PDFs may receive additional funding from
grants/fellowships giving the potential for the wage to increase.

If the individual is self-funded or in receipt of a fellowship award enter this information here:

Visiting Faculty Member: Where applicable, indicate there is no remuneration from UBC, and indicate how
they will fund their stay (i.e., self-funded, home institution, award, etc.), including amount in CDN. If they
may be required to teach add, Should the Visiting Faculty be offered and agree to teach during the duration of
their appointment, UBC will provide them compensation in the form of an honorarium, with the amount
aligned with UBC's standard compensation rate.

Postdoc Fellows: If they may be required to teach add, If the Postdoc is required to teach they will receive
additional pay as per the offer letter.
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Benefit Information
15. Enter information or leave blank as applicable

= Benefits

* Benefits (required) @ Benefits

Disability | N .
[ Disabllity Insurance Visiting Faculty: no Benefits

Postdoc Fellows: Dental &
[JPension Medical Benefits if meeting UBC
[ Extended medical insurance (e.g. Prescription drugs, paramedical services, medical services and equipment) Benefits eIigibiIity criteria.
Clinical Fellows: Dental &
Medical Benefits if meeting UBC
B Benefits eligibility criteria.

[[1Dental Insurance _»

Type of vacation

Please select

Other benefits (if applicable). Please spec Vacation

If paid appointment
vacation must meet

Additional information o
minimum of 2 weeks

For Postdoc & Clinical
Fellows, add benefits are

— based on one year, at least
revious .
50% time & salary

minimum.

Select "Save and exit”.
If you have entered all required information the status for each section will be noted as

‘Complete’. Should you wish you can review or update the information by clicking on
“update form” button beside each section.
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LMIA-exempt Offer of employment

Offer of employment to a foreign national exempt from a Labour Market Impact Assessment
(LMIA)

Complete each section below to submit your online offer of employment.

You should review your offer of employment before you submit to make sure it is complete and accurate.

Form Name Status Options

Business information + Complete Update form

Foreign Worker ' Complete Update form
Job Details + Complete

Update form
Wage and benefits + Complete Update form

Print and save each detailed section, combining them as a PDF document.

Once all information is correct, select “continue” to sign-off and move to the payment
screens.

Document checklist

Once you select “"Continue” the following screen will appear. Normally there will be no
forms to upload, so you should select the ‘Next’ button to continue.

3 Start Again ‘ M Share with CIC | # Modify my Answers | 3 Print | & Help I

Your document checklist

Administrator Name ST TR BLTAT )

Details Document Name Instructions  Options
Administrator Name S ELEIREETIE LSS
Details Document Name Instructions Options

There are no required documents for this Online Application

Fees
Application Quantity Price (CAD) per unit Total (CAD)
LMIA-Exempt work permit Fee 1 $230 $230

The fee shown is an estimate based on the fees in effect on the dsy that this Persons| Reference Code is issued. The actual fees to be paid will be calculated on the date of
SUblmizEion.

Total Price [CAD) $230
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Declaration & Electronic Signature

16. The Administrator Name that appears at this stage is the Primary Business Contact
entered at step 7. Select “sign” in order to move forward.

Your Declaration and Electronic Signature

Required Dacuments Checklist

Rweguired Dizc urmenis Chackiad

Deesils Decumien Rans Datisra

The compliance
fee will auto-

Sumimary of feas

populate.
Appiicatian Quarzky Pricw {CAD par unit Teeal ALY
Tezal Price (CAD)

Slalement of Privacy
Draclaration of emgdaye
®  Ineiwatchat | e smiared inmm o ampisyrant sgrea mest with e forsion eational thur providen for ampioyrane inhe wma ceoupat

L ta afer of srpeymene. [ ateat Tt tha

" — . The person

e completing the

form will need to
add their first &
last names. They
are the ‘signatory’
for the offer of

E e B e employment.

~

g The security question
e is specific the person
= performing the data
entry. This must be
AT answered to proceed.
Security Queslion
] [regquirad|
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Confirmation of Signature

Signature

Required Documents Checklist

Required Documents Checklist

Details Document Hame Options

There are no required documents for thiz Online Application.

Summary of fees

Application Guantity Price (CAD) per unit Total (CAD)

LMIA-Exempt work permit Fee 1 F230 F230

Total Price (CAD) $230

Declaration of employer

| certify that | am actively engaged in the business in respect of which the offer of employment is made and understand that | must remain so during
the period of employment for which the wark permit iz izzued to the foreign national

| certify that | am compliant svith, and will comply with, the federalfprovincialterritorial laws that regulste employment and the recruitment of
employees, inthe provinceferritory in which i is intended that the foreign national's weork and, if applicable, with the terms and conditions of any
collective agreement.

| certify that | will provide the foreign national with employment in the same occupation a3 that set out in the foreign national's offer of employment
and with wages and working condtions that are substartially the same as -- but not less favourable than -- those set out in the offer.

| certify that | will make reasonable efforts to provide a workplace that is free of abuse which includes physical, sexual, psychological or financial
ablze.

| confirm that | have read and understood the contents of this form. | declare that the information that | have provided in this form is true, complete
and accurate. | confirm that | understand that if | have made & falze declaration or have otherwise provided falze or mizleading information the
potential employee's application could be rejected. | further confirm that | understand that providing such false or misleading information, making 2
false declaration or failing to declare all information material to the potential foreign workers application could be an offense andfor constitute
non-compliance under the immigration and Refugee Protection Act.

Please select (required)

Signature

| agree that by submitting this application, | am electronically signing the spplication.

I name | solemnly declare that the information | have provided is true and that the documents | am submitting in support of my application are
genuine and have not been attered in any way.

17. Assuming all is correct, select "Transmit and Pay
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18.Payment of Fees

First a summary screen will appear:

By Prirt | g Help

Summary of Fees

Summary of Fees for Nicole Hyatt

Thiz table iz & summary of your fees bazed on what vou have applied for in your application. A1 fees are listed in Canadian dollars (CAD).

Application

Quantity Price (CAD) per unit Total (CAD)

LMIA-Exempt work permit Fee 1 F230 230

THIZ 15 NOT & RECEIPT

Total Price (CAD) $230

You will be redirected to a different site to pay your fees. ¥You have 2 hours to complete your payment. If you can't proceed with your payment

right nov, select “transmit and pay”, and then select "cancel tranzaction”. Do not cloge your browser to exit.

Your My CIC seszion will time out after 20 minutes. If your session times out while you are paying your fees, your application iz still submitteg! Sign
back into your MyCIC account to viess your acknoswledgemeant of receipt lefter. it may take a few hours for the letter o be sent to your acco

Transtmit and Pay

Click and this will
take you to the
payment page.

Then you will be taken to a secure screen to enter your credit card information. Once you
have entered and submitted this information a confirmation screen will appear.

TAKE A PRINT SCREEN OF THIS RECEIPT AND SAVE.

19. Process Completed

Congratulations! You have successfully submitted your
application or profile.

Your Online Request For Enrolment in the CIC Portal Has Been Transmitted

What happens next?

@ Step 1:

@) step 2:

@) step 3:

Citizenship and Immigration Canada will verify that you are eligible to enrol in the portal as an Employer using the

information you have provided /

You will be advised by e-mail of the result of your request for enrolment.

Itis important that you logout and close your browser before leaving your computer unattended. This is a
precaution to ensure that no one else can access your personal information

Please take a few moments to rate your experience with us today

This will be the
final page you'll
see once
everything is
done!

° Exit Questionnaire

Return to the home page to review the Offer of Employment queue to retrieve the Offer of
Employment Number. This number will appear in the left-hand column of the queue after

CIC has reviewed (normally shortly after submission). Please copy and paste this

number which will be provided to the Foreign National as follows:
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UBC Vancouver
Department administrator emails the following information to the foreign national, cc’ing
immigration.help@ubc.ca with the Subject Line “[[insert Offer of Employment #] First
Name, Last Name: Position]”, attaching the following:

e Completed and signed LMIA-Exemption Offer Number Confirmation Letter

e Copy of the LMIA-exempt Offer of Employment submission (saved in one PDF, titled
Last Name, First Name LMIA-exempt Offer of Employment)

e $230 Employer Compliance Fee Receipt

e Signed and dated offer letter

Include one of the two paragraphs below (whichever applies) in the body:

New Work Permits:

The UBC Immigration team, cc’d, will advise you on the work permit application process. They receive a
high volume of inquiries, so it may take them one to three business days to respond. Unless you have
proceeded with an application before, our suggestion is to wait until you have received the specific guidance
from our immigration team before you proceed with submitting any applications or taking any actions.

For our immigration team, Dr. [Full Legal Name] is a citizen of [Country] currently residing in [Country].
They will be a [Appointment Type/Position] beginning on [Date]. If there is any additional information that
might be relevant to the HR Immigration team, please provide it here (i.e. currently in Canada, but working
for another post-secondary institution, or is currently a visitor in Canada, accompanying family
members/their nationalities etc...).

Work Permit Extensions:

The UBC Immigration team, cc’d, will advise you on the work permit extension process. They receive a high
volume of inquiries, so it may take them one to three business days to respond. Unless you have proceeded
with an extension application before, our suggestion is to wait until you have received the specific guidance
from our immigration team before you proceed with submitting any applications or taking any actions.

For our immigration team, Dr. [Full Legal Name] is a citizen of [Country] currently residing in Canada.
They are currently a [Appointment Type/Position] whose work permit expires on [Date]. If there is any
additional information that might be relevant to the HR Immigration team, please provide it here (i.e.
currently on leave, etc..).

The UBCV Immigration Team will advise the foreign national on the work permit application,
cc’'ing the department administrator

UBC Okanagan
Department administrator emails the following information to the Faculty Relations and
Immigration Consultant (trisha.kasawski@ubc.ca with the Subject Line [[insert Offer of
Employment #] First Name, Last Name: Position]:

e Completed and signed LMIA-Exemption Offer Number Confirmation Letter

e Copy of the LMIA-exempt Offer of Employment submission (saved in one PDF, titled
Last Name, First Name LMIA-exempt Offer of Employment)

e $230 Employer Compliance Fee Receipt

e Signed and dated offer letter

e Foreign national’s email address

The Faculty Relations and Immigration Consultant will advise the foreign national on the
work permit application, cc’ing the department administrator.
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