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Apply for a Co-op Work Permit on its own (online) – Step by Step Instructions 
 

1. Create or Sign-in to your account.  
▪ Create or Sign-in to your IRCC Secure Account online. 
▪ If you don’t know how to create your account, please review the file “How to Create your IRCC Secure Account”. 

 

2. Inside your IRCC Secure Account 
▪ On the “Start an application” section, click on “Apply to come to Canada” (even if you are in Canada) 
▪ This includes applications for visitor visas, work permits, and study permits 
▪ You will have the option to enter your personal reference code or answer a series of questions to determine 

your eligibility and create your Document Checklist right away. Both options will take you to the application. 

Personal checklist options: 
1. Personal Reference Code: create your code in advance by using the Come to Canada tool 
2. Do not have a Personal Reference Code: To start the process, click on “Visitor visa, study and/or work permit”. 

By choosing this option, the system will save your Document Checklist right into your account 
➔ Please review: Tips on how to answer the questions for a Co-op Work Permit application (within Canada) 

 

3. Completing the questionnaire wizard or entering the personal reference code  
▪ After completing the questionnaire wizard or entering the personal reference code, the system will provide your 

results. You must select ‘Co-op (in Canada)’ by clicking “Continue” 
▪ The system will ask you a few more questions. Based on your answers, you will be provided with a personal 

checklist of all the documents you need to submit with your application. 
 

4. Review your answers 
▪ Review your answers (recommended to save a copy) and click “Continue”. 

 

5. Page: Submitting your application 
▪ At the ‘Submitting your application’ page, review all the steps to submit your application and click “Continue”. 

 

6. Your Document Checklist 
▪ The system will generate a list of documents you must submit to apply 
▪ You will only be able to proceed once you upload each file 
▪ You can select the question mark button under “Instructions” to learn more about each document 
➔ Please review: Tips on how to fill out the IMM5710 form for a Co-op Work Permit application (within Canada) 

 

7. Submit your application 
▪ After submitting your co-op work permit application, you will receive a ‘Submission Confirmation’ pdf letter. 
▪ Applicants are responsible for providing legit and correct documentation. Immigration, Refugees and Citizenship 

Canada (IRCC) will assess your application based on the information you provide. 
 
 

https://www.canada.ca/en/immigration-refugees-citizenship.html
mailto:ieservices@vcc.ca
https://www.canada.ca/en/immigration-refugees-citizenship/services/application/account.html
https://www.canada.ca/en/immigration-refugees-citizenship/services/come-canada-tool.html
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Tips on how to answer the questions for a Co-op Work Permit application (within 
Canada) 

 
 
1. Open the Come to Canada tool to find out if you are eligible to apply. 

▪ Click on “Check your eligibility” 
 

Question Select 

What would you like to do in Canada? Work 

How long are you planning to stay in Canada? Temporarily - more than 6 months 

What is your current country/territory of residence?  Canada 

What is your current immigration status in Canada? Student (if applicable) 

Do you plan to work on campus? No 

Are you a full-time student at a participating post-secondary institution and 
want to work off-campus up to 20 hours per week? 

No 

Have you recently graduated from a participating Canadian post-secondary 
institution for which your study program was full-time and a minimum of eight 

months? 

No 

Is your work an essential part of your studies (for example, a Co-Op or 
internship program)? 

Yes 

Do you have a written job offer? No 

What is your province of destination? British Columbia 

 
 
 
2. Your results should show Co-op (in Canada) as an option.  

▪ Click “Continue” 
 

 
 
 
 
 

https://www.canada.ca/en/immigration-refugees-citizenship.html
mailto:ieservices@vcc.ca
https://www.canada.ca/en/immigration-refugees-citizenship/services/come-canada-tool.html
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3. Create your personal checklist.  

▪ Based on your answers, you will be provided with a personal checklist of all the documents you need to submit 
with your application. 

 
Question Select 

Are you accompanying a family member who has status 
in Canada? 

No 

Do you also want to apply for a study permit? No (If your study permit is valid and covers your period of 
studies, and you only want to apply for a co-op work 
permit on its own) 

When does your status in Canada expire? Enter your study permit expiry date 

Have you lived in a designated country or territory for 
more than six months in the last year? 

No (If you have been living in Canada for at least six of the 
past 12 months) 
Yes (If you have lived in a designated country outside 
Canada for more than six of the past 12 months - a medical 
exam may be required) 

Do you want to work in one of the following jobs? 

• health sciences worker 

• teacher of primary or secondary schools or 

•  other teachers of small children 

No (if you are not going to work in any area listed) 
Yes (if you are going to work in an area that is listed – for 
example health sciences or child-care field) -> You may be 
required to do Medical Exams. 

In the past 10 years, have you given your fingerprints 
and photo (biometrics) for an application to come to 

Canada? 

No (If you have not given biometrics in the past or your 
biometrics are no longer valid) 
Yes (If you have given biometrics in the last 10 years)  
You can check if your biometrics are still valid. 

Are you able to make a digital copy of your documents 
with a scanner or camera? 

Yes 

 
 
4. Review your answers.  

▪ I Review your answers (it is recommended to save a copy) and click “Continue” 
 
5. Your Document Checklist 

▪ The system will create your Document Checklist with the list of documents you need to submit in order to apply  
▪ On the next page, please view a sample of the Document Checklist and some tips 
▪ The system will only allow you to submit your application only after you upload all required files 
▪ IRCC doesn’t charge any fee for a co-op work permit application  
▪ You may be required to do medical exams depending on your occupation 
▪ If you need to submit your Biometrics, a charge of $85 will appear.  
▪ You can always click on the question mark bottom        under instructions to obtain more information on what is 

being asked. 
 

https://www.canada.ca/en/immigration-refugees-citizenship.html
mailto:ieservices@vcc.ca
https://onlineservices-servicesenligne.cic.gc.ca/extapp/termsAndConditions?&lang=en
https://www.cic.gc.ca/english/information/where-to-give-biometrics.asp
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This form will be required or not based on your nationality 
 

 

 

 

Check Temporary Resident Visa application photograph specifications 

Please add your VCC Co-op Work Permit Letter 

You may be required to do medical exams depending on your occupation (for example 
health sciences or child-care fields) and based on your answers to the questionnaire wizard 
 
 

 

Open or Download the Application to Change Conditions, Extend my Stay or Remain in Canada as a Worker 
(IMM5710) form. It is common for the form not to open on a web browser. You can download the form (click 
on the download arrow at the top right to save the file to your computer) and open it using Adobe Reader. 

 

 

https://www.canada.ca/en/immigration-refugees-citizenship.html
mailto:ieservices@vcc.ca
https://www.canada.ca/en/immigration-refugees-citizenship/services/application/application-forms-guides/temporary-resident-visa-application-photograph-specifications.html
https://www.canada.ca/content/dam/ircc/migration/ircc/english/pdf/kits/forms/imm5710e.pdf
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Tips on how to fill out the IMM5710 form for a Co-op Work Permit application 
(within Canada) 
 

 
Open or Download the Application to Change 
Conditions, Extend my Stay or Remain in 
Canada as a Worker (IMM5710) form. It is 
common for the form not to open on a web 
browser. You can download the form (click on 
the download arrow at the top right to save the 
file to your computer) and open it using Adobe 
Reader. 
 
 

 
 
The UCI (Unique Client Identifier) it is located on your 
study permit (8 or 10-digit number) 
 

 

 
Select “Apply for a work permit with the same employer” if you are extending your Co-op Work Permit or  
Select “Apply for a work permit for the first time or with a new employer” for a new Co-op Work Permit. 
 
 

 
Indicate your “Status” as “Student” (if applicable). At “From” please indicate your arrival date in Canada. At “To” please 
indicate your study permit expiry date. 
 
 

 

The ‘Client Information’ is an optional document, meaning you don’t need to include it. However, if you would 
like to provide more details about your particular situation, you may include a Letter of Explanation.  

https://www.canada.ca/en/immigration-refugees-citizenship.html
mailto:ieservices@vcc.ca
https://www.canada.ca/en/immigration-refugees-citizenship/services/study-canada/study-permit/get-documents.html#doc4
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Not all countries have a National ID. If your country does, provide the information including issue and expiry date. 
Do not include your passport, BCID or Canadian Driving License details. 
 
 
 
 
 

 
1. Please ensure to have your correct and complete mailing address, as this is the address to where IRCC will mail 

your Co-op Work Permit. If you do not have a P.O. box number, leave it blank. If you do not live in an 
Apartment/Condo, leave the ‘Apt/Unit’ section blank. The Street no. is your house or building number. 

2. If your Residential address is the same, please click “yes” to this second part. 
 
 
 
 

 
1. Date and Place (Port of Entry) where you entered Canada for the first time 
2. Original purpose for coming to Canada: Study (if applicable) 
3. Date and place where you entered Canada for the last time (for example, if you travelled outside Canada, add 

the date of your return – last re-entry) 
4. The “Document Number” is the black number starting with an “F” (for study permits) at the top right of your 

immigration document.  

https://www.canada.ca/en/immigration-refugees-citizenship.html
mailto:ieservices@vcc.ca
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▪ Please complete this section as shown above  
▪ On Duration of expected employment “From” please add today’s date  
▪ On Duration of expected employment “To” please add your study permit expiry date 

 
 
 

 
▪ Please complete this section as shown above and include the “Field and level of study” accordingly. 
▪ At “From” please indicate your start date at VCC 
▪ At “To” please leave blank 

 
 
 
 

https://www.canada.ca/en/immigration-refugees-citizenship.html
mailto:ieservices@vcc.ca
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▪ For COWP applications, the information in this section is not required. However, you need to fill out the first 

part in order to validate the form, so you can include the information to indicate you were a VCC student if you 
never worked. You must add your program start date and you can leave “To” blank. 

▪ Alternatively, you can also add information from previous or current employment (even if part-time) 
 

 
a) If you are not compliant with your study permit and/or work permit conditions. Provide details and explanation 
b) If you were ever refused a visa, admission to Canada or any other country please indicate and briefly explain 
c) Answer “Yes” to this question as you are currently in Canada. Please provide details of your current or previous 

immigration documents (example above). 
 

https://www.canada.ca/en/immigration-refugees-citizenship.html
mailto:ieservices@vcc.ca
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If you are applying online, you don’t need to sign. You can type your name and include today’s date. Click on “Validate” 
button and a bar code will be generated. Save the form and upload it to your application on the Document Checklist. 

https://www.canada.ca/en/immigration-refugees-citizenship.html
mailto:ieservices@vcc.ca

