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BC Waitlist Management Strategy Guidelines 

 

Introduction 

The Department provides approximately $600 million annually to fund settlement services across 

Canada (outside of Quebec).  In 2014-15, over 45% ($268 million) of settlement spending was for 

language services and in that same year, an estimated $34 million (~38% of BC’s settlement allocation) 

was spent on language training in British Columbia.  

Recognizing the significant role of language training in newcomer settlement and integration, the 
Department is implementing a National Waitlist Management Strategy to establish baseline waitlist data 
in a consistent and measurable format in order to better understand and address waitlist issues moving 
forward. 
 
This document serves to provide additional information and process requirements for waitlist 

management in British Columbia as part of the National Waitlist Management Strategy being 

implemented by Immigration, Refugees, and Citizenship Canada. Please refer to the “IRCC Waitlist 

Management and Language Referral Guidelines for iCARE users” for a general overview of requirements 

and process.  

 

1) Assessment Centre Process 

Initial Intake: 

- Client immigration status should be verified at initial intake for eligibility and Priority waitlist 

status (Permanent Resident or Protected Person). Record should be kept whether the Priority 

status was validated via documentation (primarily the COPR) provided by the client or whether 

future validation is still necessary (in the case a client was unable to provide documentation at 

the time of intake/assessment). 

 

- OPTIONAL: A referral form can be started at this time with the Priority/Protected Person status 

(refer to “Pr. P” on referral form) marked ‘Y’ or ‘N’ on the form and stamped with the Centre’s 

stamp. If client immigration status was not validated with appropriate documentation, this 

section is to be left blank and client notified to provide this document upon assessment 

appointment or waitlist registration at language training organization (LTO). 

- NOTE: If client indicates they are a protected person, please ensure appropriate documentation 

is viewed and verified (e.g. the Confirmation of Permanent Residence form ). 

Post-Assessment Appointment: 

- If client should be provided with a copy of their language assessment results on the same day 

of the assessment: 

 Upon receipt of assessment results, clients should be provided with a same day referral session. 

The following should be provided during the referral session: 

i) Official referral form 
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ii) A list of appropriate choices of LTOs based on the discussion of the client’s needs. 

iii) Reminder that the client is only able to enrol in one language class at any given time or 

where waitlists exist, the client is able to register on TWO language training 

organizations’ waitlists. 

iv) Reminder that all class enrolment and waitlist registration will need to occur at these 

organizations in person. 

v) Reminder to bring status documentation for waitlist registration at the LTO and if 

applicable, the COPR is also necessary to verify Protected Person immigration status (or 

Priority status) if not previously done so. 

vi) Reminder that client should read and sign the “Client Consent” statement on Client 

Referral Form.  

 

- If the client is not provided with assessment results on the same day: 

The initial intake process should include a brief discussion regarding the client’s basic needs 

(geographic area preferred, childcare necessary, client transportation needs, schedule, etc). 

- Upon mailing of client assessment results, the following should be included in the package: 

i) Official referral form 

ii) List of recommended LTOs based on information recorded during intake 

process. 

iii) Reminder that the client is only able to enrol in one language class at any given 

time or where waitlists exist, the client is able to register with TWO language 

training organizations’ waitlists. 

iv) Reminder that all class enrolment and waitlist registration will need to occur in 

person at these organizations in person. 

v) Reminder to bring status documentation for waitlist registration at the LTO and 

if applicable, the COPR to verify Protected Person immigration status (or Priority 

status) if not previously done so. 

vi) Reminder that client should read and sign the “Client Consent” statement on 

Client Referral Form.  

 

- The Assessment Centre should fill out the following on the official referral form: 

i) Date 

ii) Client Information  

iii) Assessed CLB Level with accompanying stamp (Note: Referral form is not valid unless 

stamp is present) 

iv) OPTIONAL: Priority/Protected Person status (“Pr. P” on form) marked ‘Y’ or ‘N’ and 

stamped. 

 

Re-issuing of Referral Form: 

- If the client exceeds the amendments on their referral form: 

i)  The client must return to the Assessment Centre for a new referral form.  

ii) The Assessment Centre must exchange the original referral form for a new referral 

form. The new form should indicate Version 2. 
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iii) The original version can be discarded. 

NOTE: This process does not need to be tracked. 

- If the client should lose the original referral form: 

i) The client must return to the Assessment Centre for a new referral form. 

ii) The client must present either a copy of the Client Referral Form (if available from most 

recent LTO) or a recent (less than a year old) LINC certificate. 

iii) If possible, the Assessment Centre should keep a record of referral forms re-issued due 

to misplaced referral forms.  

 

2) Language Training Organization Process 
 

 All clients must register IN-PERSON and present the ORIGINAL referral form stamped and 

dated by the Assessment Centre  

 Each client is able to register on a maximum of TWO waitlists;  

i) This can be with two different LTOs on two waitlists,  

OR depending on how waitlists are tracked and organized at the LTO: 

ii) On two waitlists with one LTO (For example: Two CLB 4 classes are available at the LTO 

and the client signs up for the individual waitlists for each offering.) 

OR 

iii) At two different LTOs on multiple internal waitlists; (For example: The LTO has multiple 

offerings of the sought CLB level 4 class, it will be at the LTO’s discretion whether to 

allow clients to register on multiple internal waitlists for all offerings of CLB level 4. In 

regards to the referral form, IRCC would consider this as ONE waitlist option; the client 

will still be able to register on the waitlist of another LTO as their second option.) 

  Moving forward, all clients are able to enrol in ONE LINC class only. 

 

Initial Waitlist Registration: 

1) Client presents the stamped referral form to LTO #1 and LTO #2. 

2) Client immigration status should be verified for eligibility. 

3) LTO reviews form to: 

i) Ensure client has not exceeded the maximum of being registered on TWO waitlists 

(or two organizations). 

ii) “Client Consent” section has been signed and dated by client. 

4) If client has not exceeded maximum waitlist registrations, the LTO should fill in, stamp and 

date the form to validate the waitlist registration. 

5) At this time, if the Protected Person box (“Pr. P” on referral form) has been previously 

verified by the Assessment Centre, the client does not need to provide further 

documentation as to their priority status. 

6) If the “Pr. P” box has not been completed by the Assessment Centre and the client indicates 

they are a Protected Person, the LTO should confirm the status via the COPR. 

7) LTO should update the iCARE waitlist module and if applicable, the internal waitlist tracking 

document. 
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Changes in Waitlist Registration Options: 

1) Should the client decide that they would prefer to register on a waitlist with LTO #3, the 

client should present the ORIGINAL referral form to LTO#3 and indicate from which waitlist 

they would prefer to be removed. 

2) Upon review of the form, LTO #3 should check the appropriate ‘Amendment’ box and fill 

out the appropriate information and stamp and date where indicated. 

3) LTO # 3 should e-mail either LTO #1 or #2 to indicate that the client should be removed 

from their waitlist as the client has registered on LTO #3’s waitlist. 

4) Clients are able to amend their waitlist choices 4 times before they must return to the 

Assessment Centre for a new referral form.  

 

Upon Registration into a Language Class: 

1) When a space is available for the client to register into their chosen class, the referral 

form must be taken from the client and placed in the client file. 

2) The LTO must notify, via e-mail, the other LTO on the form regarding the change in 

waitlist status. 

3) The second LTO should subsequently remove the client from their waitlists. 

 

If a client exits the LINC Program: 

1) If the client exits the current class due to personal decisions (extended absence, transfer to 

another language program, etc.) the “Notes for office use only” section of the ORIGINAL Client 

Referral Form should be updated with a brief reason regarding the decision to exit and indicate 

the most recently assessed CLB level and validated with a stamp and date. 

2) The original “Client Referral Form” should be photocopied and the ORIGINAL returned to the 

client.  

3) Client should be reminded that the form is needed should they want to access the LINC 

program in the future. 

4) The photocopy can be kept on the client file for one year. During this time, 

 

5) Should the client inquire, in order to replace a lost referral form, the client will need to return 
to the LTO for the copy of the Client Referral Form .                                                                                    

6) The client will then need to follow the procedures for replacing a lost Client Referral Form as 
previously described above (on Page 3). 
 

Should an External client transfer-in: 

1) The client should provide the original “Client Referral Form”. 
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2) Refer to the “Notes for office use only” section.  If the validated notes indicate a withdrawal 

from other LTO listed on form, no further contact is needed. Referral form should be taken from 

client and filed. 

3) If there are no validated comments, the LTO must notify, via e-mail, the other LTO on the form 

regarding the change in waitlist status. 

4) The referral form must be taken from the client and placed in the client file. 

Clients progressing to a CLB level not offered by current LTO:  

1) When the client is ready to exit, in “For Office Use Notes” section of the client’s original referral 

form, the LTO should enter appropriate comments regarding the progression and 

indicate the newly assessed CLB level. This should be stamped and dated for validation. 

2) The original “Client Referral Form” should be photocopied and the ORIGINAL returned to the 

client. The photocopy can be kept on the client file for future reference, in accordance to the 

LTO’s and IRCC’s file retention policy. 

3) The client must present the “Client Referral Form” to the new LTO before formal enrolment into 

the class.  

4) The new LTO should refer to the “Notes for office use only” section.  If the validated notes 

indicates the appropriate progression level and is validated, no further contact with the previous 

LTO is needed.  

5) New LTO should file the “Client Referral Form” in the client file. 

 

In communities where there is only one assessor/assessment centre and one LTO: 

1) If there is no waitlist, the form does not need to be completed.  

2) Should the client move to another town/city where LINC is offered, the LTO should issue the 

Client Referral Form.  

3) The following should be completed on the official referral form (the sections regarding 

waitlists can be left blank): 

o Date 

o LTO information 

o Client Information  

o Assessed CLB Level with accompanying stamp. This can be the most recent class 

assessment. (Note: Referral form is not valid unless stamp is present) 

o OPTIONAL: Priority/Protected Person status (“Pr. P” on form) marked ‘Y’ or ‘N’ and 

stamped. 

 

 

Glossary of Terms 
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Confirmation of Permanent Residence (COPR): The Confirmation of Permanent Residence document 

(IMM5292 or IMM5688) is issued by an immigration officer at the port of entry or by an IRCC office 

when permanent resident status is granted. There is an immigration category printed on this document, 

including Refugee class codes relevant to determining Priority waitlist status. 

Common Refugee Class codes (not exhaustive): 

 BSR: Blended Sponsorship Refugee 

 CR-1, CR-3, CR-4, CR-5, CR-8, CR-9 

 CRC: Convention Refugee Abroad with Community Sponsorship 

 CRG: Convention Refugee Abroad Sponsored by Group of Five 

 CRS: Convention Refugee Abroad Sponsored by a SAH 

Consent: As part of the intake process, the client agrees to allow the transmission of their personal 

details between SPOs for the purposes of waitlist management. The Client Consent section of the official 

Client Referral Form should be signed prior to registration on any waitlists. 

Intake or Referral Process: Managed by the language assessment centre as part of the client’s intake or 

referral process. Includes explanations to the client on how the waitlist system works, instructions on 

how to be placed on a waitlist, how to change from one waitlist to another, discussion of necessary 

support services, etc. Consent and priority status are also discussed during this process.  

Referral form: Completed during the assessment process, either provided to client on day of assessment 

or mailed to client along with a list of language providers for the client to choose from. Form includes 

client’s validated PR/Protected Person status (or can be done later by the LTO), consent to transmit and 

share personal info between IRCC-funded LTOs (via email), space for authentication stamps by both the 

assessment centre and the LTOs (two active choices at any given time).  

Class Registration: Class seat becomes available which client has accepted and is formally registered 

into the language class. LTO should collect referral form from client and place on client file. LTO will 

contact second organization via e-mail to update the status and confirm removal from the second 

waitlist. 

Priority Access: Clients will be given priority access to language training spaces in BC in the following 

order: 

1) Internal transfers as a result of client progressing from one level to the next. 

2) Protected Person, as defined in Section 95 of IRPA, on a first come, first served basis. 

3) Client moving on to the next CLB level at a new LTO that is unavailable at the current LTO. 

4) All other Permanent Residents. 

All other determinations of priority access not listed above are to be evaluated on a case-by-case basis 
and will be at the discretion of the LTO regarding priority placement. (or see BC LINC Operations Manual 
once updated). Examples: Returning clients who have been exited from the program due to 
circumstances out of their control such as reduction in classes, when a childcare space has become 
available, etc.  
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*NOTE: Priority Status determination is internal to IRCC and our language partners. To avoid confusion, 
please refrain from mentioning priority status determination to clients. 
 

Validate Status:  As part of the intake process and to determine priority placement, the client receives a 

completed referral form, which includes validation of the client’s Protected Person status. This section 

should only be left blank if the Assessment Centre was unable to view and verify the COPR during the 

assessment process. If the Assessment Centre has indicated the client is a protected person with the 

accompanying stamp, the LTO does not need to request the COPR upon waitlist registration. 

Waitlist Registration: Client must register for waitlists in-person at the LTO of choice. Each client can be 

registered on waitlists at two different LTOs at any given time, however, if applicable, can be on a 

waitlist for multiple offerings of the same level at the same LTO. At this stage the client will have 

provided the LTO with the UCI and either the PR card or COPR to determine eligibility and if applicable, 

priority status. When placing the client on a waitlist, the SPO will stamp and date the client’s referral 

form and update iCARE.  

 


