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1. Introduction

This document is for applicants who receive notification that CIC intends to undertake negotiations
towards a Contribution Agreement (CA). The proposal which you submitted to CIC is the basis to start
these negotiations. However, please be aware that during negotiations CIC staff may request additional
details. Note as well, that CIC may negotiate modifications from what you originally proposed.

This recipient guidelines document provides you with some of the basics, including information on some
of CIC’s expectations on how we negotiate and manage CAs. Our goal is to prepare you for negotiations
by providing you with background information, being transparent and consistent, simplifying processes
while maintaining or strengthening accountability, and reducing burdens on you. Some terms that you will
encounter in this document and in the negotiation process are described more fully in the glossary that is
included as Annex A. You should also refer to the Funding Guidelines document provided as part of the
call for proposals (CFP) application process. And, of course, you can always seek clarification from the
CIC Program Officer assigned to negotiate your CA. Should there be any contradictions between
materials provided, the PO’s interpretation will be authoritative.

Several changes to the CA were introduced in 2013, including:

e Revisions to the contribution agreement form and schedules

e Requirements to complete a Legal History Form and prepare a detailed budget

e Use of aflat rate to calculate administration costs on claims

e Policy changes on holdbacks and advance payments

o Use of timesheets or a shared cost allocation matrix for staff who work part time on the CIC
project

e Preparation time for language instructors

¢ Revisions concerning support services (e.g. child care, counselling, needs assessment)

e Valuating the cost of rent for owned property

¢ Introduction of LINC (Language Instruction for Newcomers to Canada) certificates for all LINC
Program participants

¢ Introduction of the portfolio-based language assessment for the LINC Program

¢ New annual report form for community partnerships (e.g. Local Immigration Partnerships)

In the following sections each of these changes is described in some detail to aid your understanding, as
the negotiation process proceeds.



2. Revisions to the Contribution Agreement Schedules and Forms

The CA negotiation process requires that you or your Program Officer complete several forms and
schedules. For ease of reference, these are included in Annex B. They are shared here FOR
INFORMATION ONLY at this time. In addition, if you did not submit a detailed budget with your
application, this will be required during negotiations. You will also need to complete the Legal History
Form if you have not already done so. Familiarize yourself with the contents of all these documents and,
if required, consult your Program Officer for any clarification.

2.1 Contribution Agreement

Changes to the contribution agreement include new provisions affecting transfers of funds among
categories and items, information about services in both official languages, and notification of changes to
policies or staff that will affect your project. A number of other minor changes have been made to
simplify language or eliminate outdated information.

2.2 Schedule 1 - Statement of Planned Activities and Intended Results

Schedule 1 includes a clause encouraging recipients (you) to post any teaching related material on
www.Tutela.ca. See section 7.2 for more information about the Tutela.ca resource.

All contribution agreements now include a clause requiring provision of annual audited financial
statements within 6 months of your fiscal year end.

2.3 Schedule 2 — Description of Eligible Costs

No action required on your part. Schedule 2 is completed by the Program Officer based on detailed
budget information you provide. Refer to page 13 of the Negotiation Guidelines for further description.

Recently introduced, the Administrative cost category is always calculated as a percentage of Delivery
Costs. This percentage, the ‘Negotiated Administrative Rate’ or commonly referred to as the flat rate, is
determined by dividing the estimated total administrative costs by the estimated total delivery costs.
Calculating this at the negotiation stage requires that you provide detailed information about
administration and delivery costs. The resulting flat rate will be rounded up to the nearest whole nhumber
and will not normally exceed 15% of program delivery costs.

Program delivery cost items and capital costs are presented using a drop-down menu on Schedule 2 and
will be less detailed than in the past. As noted earlier, your Program Officer will prepare Schedule 2.

Eligible GST/HST expenses are now explicitly included as a cost item for both program delivery and
capital costs. For provinces which do not have HST/pay PST and that do not receive a rebate for the
PST from the provincial government, the PST expenses will be included in the relevant line item and cost
category for the proposed expense.


http://www.tutela.ca/

2.4 Schedule 3 - Terms of Payment

The form includes clauses related to requests for advance payments. Section 7, below, provides more
detail about advances.

2.5 Schedule 4 - Supplementary Terms and Conditions

There is reference to iCARE (see Section 8.1) which is the data collection system that will replace iCAMS
and other systems, by April 1, 2014. Recipients are to input data by the 5th working day of the following
month (for example, data for May should be input by the 5™ of June).

There is also a clause addressing lobbying and advocacy. Your Program Officer will determine whether or
not it will be included in your agreement.

Any additional Terms and Conditions will be added on Schedule 4 as deemed appropriate by your PO.
These additional Terms and Conditions will not supersede anything written in the standard CA articles.

2.6 Forecast of Cash Flow Form

The Forecast of Cash Flow form (see Annex E) is based on your projected budget and is completed
initially to help you to estimate your claims for payment over the term of your CA. Subsequently, when
you submit claims for actual expenditures the form permits you to identify whether you are dealing with
forecasts or ‘actuals’ in your claim. The form also shows standard line items for program delivery and
capital expenses. The nominal amount calculated based on the flat rate should be inputted for the
Administrative cost Category.

There are two types of payments:

° Reimbursements (progress payments) are issued to you upon receipt of a claim for
reimbursement of expenditures.
. Advance payments are issued to you prior to expenditures being incurred for program

activities, based on your cash flow forecast requirements.

Advance payments of a contribution are permissible, if they are “essential to the achievement of
objectives”. The provision for advance payments may be included in the CA and advance payments will
be based on your cash flow requirements.

A drop down menu above the signature block on the Forecast permits you to confirm that you are
requesting advance payments; refer to Section 7 below. Note that if you are requesting advance
payments, signing off on this statement serves as the request for advance payments. Certification that
you meet the requirements for advances (detailed in Schedule 3) is done when the negotiations are
successful and you sign the CA. The Forecast of Cash Flow must be signed by the individual(s) with
financial oversight of the organization as a whole (i.e., not just the CIC-funded project) in accordance with
your organization’s protocols.



As the project proceeds, there may be changes to your cash flow projections. If there are significant
variations from initial projections, you are required to complete a new cash flow form. Where you
experience significant budget slippages, you are not to move forecasted costs forward. Instead, you are
to inform your Program Officer about the slippage, so that funds can be reallocated to other projects.(See
also definition of Forecast of Cash Flow in Annex A)

Direct Deposit Payments from CIC

CIC is moving toward full implementation of direct deposit starting April 2014. All new CAs will be set up
to receive payments via direct deposit. There are a number of benefits for you with this payment method
and your Program Officer will explain the steps required to set up for direct deposits.



3. Management and Monitoring of the Contribution Agreement

The CIC Program Officer assigned to negotiate your contribution agreement with you will inform you
about requirements concerning:

e The frequency of payments and reporting;

e The frequency and types of monitoring (e.g. financial, activity, desk reviews, and on-site);
¢ Any requirement to have a compliance audit performed; and,

e The percentage of the final payment holdback to be applied.

Should a compliance audit of your CA be required, this is an eligible expense. In such cases you are to
obtain quotes from independent accredited auditors (at least 3 recommended) for an independent
assessment to provide assurance of your compliance with the terms of the Contribution Agreement.

It should be noted that although CIC may not indicate that a compliance audit is required when we
negotiate the CA, there remains a possibility that one will be performed. In such a case, the audit cost is
an eligible expense.

4. Legal History Form

As part of its risk-based approach to managing Grants and Contributions, CIC requires that each recipient
provide information pertaining to current legal proceedings, as well as any that occurred over the past
three (3) years. This legal history refers to legal proceedings against your organization, board members
or employees discharging responsibilities on your behalf.

The Legal History Form (Annex D) collects information on current and past legal proceedings (over the
last 3 years) in which the legal action was initiated against your organization, board members and/or its
employees. Such action should not be interpreted as being restricted to dealings with CIC.

Please note this request for information does not include the collection of information on potential legal
proceedings and/or personal legal proceedings against employees or Board members where the legal
proceeding is not in relation to your organization’s operations.

Once fully completed and signed by a duly authorized representative of your organization, such as the
Chairperson of the Board of Directors, Executive Director, or Solicitor, the form is to be returned to your
CIC Program Officer. Please note that delays in or failure to complete and return this form will affect the
timing of or may prevent negotiation of a Contribution Agreement with CIC.



5. The Budget

5.1 Information for Negotiations

You are required to provide detailed budget information that will be used to determine CIC’s contribution
to the project. The information includes wage or salary rates, administrative expenses, delivery costs and
capital costs. A sample budget template outlining the required level of detail is included as Annex C. The
detailed budget information serves as the basis for presenting aggregated information on Schedule 2 and
for your guidance in submitting claims. It will be referenced when performing any financial monitors and/or
compliance audits..

Once costs are negotiated you will complete the Forecast of Cash Flow (Annex A) for the appropriate
program (e.g. Settlement or Resettlement,) and will indicate if an advance payment is requested. The
Program Officer will complete Schedule 2.

Once the project is underway you are required to either keep timesheets for staff who spend only a
portion of their time on the CIC project or you may provide a salary shared cost allocation model which
lists all employees working on the CIC project, their actual time devoted to the project, and time period
covered. You must provide updated versions if cost allocations change.

5.2 Flat Rate Calculation for Administrative Expenses

As noted earlier under Schedule 2, you will claim for administrative costs by applying a flat rate as a
percentage of delivery costs. The flat rate is determined using budget information where total
administrative costs are expressed as a percentage of total delivery costs.

In this example, where the contribution agreement is for $1,000,000, with delivery expenses of $880,000
and administration costs of $120,000, the flat rate is calculated at 13.6%. The effective flat rate applied to
the CAis 14%.

Total Administration
Total Delivery

X 100% = 14%

Use of the flat rate eliminates the need for you to provide detailed descriptions of administrative costs with
each claim or request for payment, the details regarding the costs for administration having been
negotiated at the onset of the CA. This streamlines the preparation and the processing of claims allowing
you and Program Officers to focus efforts on the more important program delivery and capital cost
categories. The details regarding the incurred expenditures for administration are generally not requested
for financial monitors and/or compliance audits.

5.3 Vacation Pay

Vacation pay and paid leave are eligible expenses. You may claim one or the other for each employee
working on the CIC project for the proportion of time they work on it. You are to make the claim when the
expense is incurred and paid.



Expenditures are eligible for reimbursement when they are incurred and paid by the recipient in relation
to the services during a funding period or during the fiscal year in the case of multi-year funding. If
employees of your organization do not use all of their leave accumulated in a fiscal year, and the HR
policy or equivalent does not stipulate that leave is paid out at the end of the year, it should be carried
over to the following fiscal year and not paid out. In terms of leave, incurred and paid means that the
employee has taken said leave, or it is paid out in accordance with the HR policy or equivalent (i.e., CIC
will not reimburse accrued leave).

5.4 Sick Leave

You may claim sick leave expenses when employees are paid for sick leave taken. CIC may contribute
toward payouts for sick leave that is not taken if it is stipulated in your HR policy or equivalent. If there is
a payout of the sick leave, you should consult your Program Officer. There should be no extra costs due
to sick leave other than situations where replacements are hired as language instructors or child care
givers. Often these replacement costs can be absorbed through slippage. Long-term sick leave is not an
eligible expense.

5.5 Overtime

CIC will only cover overtime in exceptional circumstances; the need for such cannot be determined in
advance and therefore cannot be included in the negotiations. Overtime may be claimed as an eligible
expense provided it is not incurred as a regular or recurring cost. ‘Emergency’ overtime may be eligible
for a short period if approved in advance by CIC. Contact your Program Officer to seek approval of
emergency overtime.

5.6 Program Evaluation

Program evaluation is an eligible expense. Evaluations conducted by staff are included as a delivery
salary expense. Evaluations by consultants are charged as Professional and Consultant Fees.

5.7 Preparation Time for Language Instructors

Language instructors require preparation time for each class. In some CIC regions allowance for
preparations is included within the salaries. Other regions pay for the additional preparation time.

Starting in January 2014 the portfolio-based language assessment (PBLA) will be phased in over the
next three years. Implementation of the PBLA will likely require additional preparation time which should
be guided by the following estimates of time required initially to implement PBLA in LINC classes:

e 10 week online course and 1 day in person training session in Year 1 (equivalent to 4 days) to train
lead teachers (LT); 1 LT per 10 teachers, minimum 1 per recipient

e 5 hours a week for 1 semester in Year 1 (approximately 16 weeks) for LTs to continue distance
training and implement PBLA in their classrooms



e 3daysin Year 2 to train LINC Coordinators and LTs to prepare for PBLA implementation and training
of classroom teachers

e 4 daysin Year 2 for non-lead teachers to be trained by LTs

e 5hours aweek in Year 2 and subsequent years for LTs to assist other teachers
e 4 hours per term for all teachers to administer PBLA

e 5 minutes preparation time per hour of instruction in the early years.

Where there are insufficient funds to pay the costs of additional time it may be feasible to reduce in-class
teaching hours to give instructors the time needed for preparations and to implement the PBLA.
See Section 8.4 for more information about the PBLA.

5.8 MERCs and Benefits

You may claim the employer portion of costs associated with MERCs (e.g. CPP, EIl) and other benefits
such as dental plans, life insurance and private pension plans or registered retirement savings plans. To
qualify as eligible expenses, these other benefits must be available to all staff, not just staff working on

the CIC-funded project/activity/initiative. CIC will negotiate the appropriate amount to be covered under a
CA.

5.9 Other eligible costs

Training and professional development costs are eligible provided they relate to the activities and
objectives of the project. There is ho maximum cost associated with this line item. However, it must
demonstrate value for money and be in line with your HR policies or equivalent.

Eligible costs include tuition, registration fees, costs to run professional development days, and salaries
of participants. Costs for administrative personnel (e.g. executive director’s office, finance, human
resources, etc.) are to be included in the calculation of the administrative flat rate. CIC does not cover
costs for replacement employees hired to work during the training period for regular employees.

Travel, accommodation and related costs are eligible provided the costs relate to delivery of the
project which may include travel for professional development, workshops, training and conferences.
Meals and allowances are eligible up to those outlined in your own travel policy, up to the maximum
indicated in the National Joint Council (NJC) Travel Directive which your Program Officer can provide.
Parking and other allowances included as a benefit (i.e. a parking allowance) are ineligible. Travel must

be within Canada. Costs for international travel are ineligible. Travel, accommodation and related costs
for Administrative personnel are to be included in the calculation of the flat rate.

Delivery assistance tools and materials used to deliver service are eligible expenses. These may
include:

e Costs to purchase, photocopy or print materials which relate directly to program delivery; other
photocopying to be included as an administrative cost
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e ‘Language Companions’ will be required for participants in LINC programs when the PBLA is phased
in. These are three-ring binders with printed inserts. Your Program Officer will inform you about the
procedures to obtain Language Companions.

Research costs are eligible for projects that develop a policy or program as an outcome (i.e. indirect
services) or for direct services projects. For these projects you are to provide a breakdown of costs for
employees and consultants. Expenditures such as printing questionnaires or phone costs for telephone

interviews should be included under Research if they are explicitly for a research-related project;
otherwise they should be included in another line item in Delivery assistance tools and material or
Overhead costs under Program Delivery.

Workshops, field trips and conferences are eligible. Field trips must be part of the curriculum, be
undertaken in lieu of class time and involve practical application of what students are learning. Hospitality
and honoraria are not eligible field trip costs. Honoraria are eligible for speakers at conferences or
workshops. Hospitality expenses are permitted for meetings, receptions, workshops, and conferences.
(See also definition of Hospitality in Annex A)

There are limits to the amount that can be spent on hospitality, as your Program Officer will explain.

The following costs are ineligible

e Honoraria for CIC or your staff who present at conferences and workshops

e Honoraria requested to be donated as a charitable donation

e Purchase of alcohol or “illegal” substances

o Hospitality for staff functions, including Christmas and/or any other religious celebrations
e Meals or refreshments for employees

e Hospitality for training courses or recurring/regular meetings.

Publicity is an eligible expense provided it relates to a particular CIC project and is not solely to promote
you or your organization. It can include preparation of materials, purchase of promotional items and paid
advertisements. It is an administrative cost unless prepared by a third party in which case it is charged
to Professional and Consultant fees.

Professional and Consultant Fees can include:

e Services from subject matter experts, research consultants and third party evaluators
e Services to develop/set-up the computer infrastructure required for program delivery
e Services to develop publicity for a project.

Professionals and consultants are not employees, therefore MERCs and other benefits do not apply.
Computer maintenance plan costs are not professional fees, but rather are included as Overhead Costs

Copyright Fees related to copying and printing copyrighted materials are eligible.

Capital Costs (see also definition of Capital Assets in Annex A) are eligible expenses and can include
assets such as computers, furniture, and other tangible property costing in excess of $1,000 that are
purchased or leased with the option to buy. Capital expenditures must not exceed 15% of the total

program delivery value and must be less than 50% of the program delivery amount for any given fiscal

year.



Some leasehold improvements are eligible as well as modifications to accommodate clients with physical
or learning disabilities. Your Program Officer can provide more information on this.

CIC expects you will have most capital assets for administrative purposes in place and any capital
funding requests will need to be directly tied to the delivery of the project/services (i.e. should not have
the intention of building capacity). The proposed costs should add to the existing infrastructure and the
necessity should be directly related to the successful delivery of the program. Similarly, CIC does not
usually co-fund capital asset acquisitions because it makes the disposal difficult. Generally CIC does not
fund the acquisition of vehicles for client transportation.

GST/HST/PST are eligible costs. CIC will reimburse GST/HST, less the federal and provincial tax rebates
that you are entitled to receive. The claim form includes line items for GST/HST under Delivery and
Capital cost categories. Note: If you are entitled to receive a tax rebate but do not apply for one, you
cannot claim 100% of GST/HST paid on purchases. CIC will only reimburse the amount you are required
to pay. Penalties associated with federal and/or provincial tax assessments/audits are not eligible.

PST should be claimed/recorded in the program delivery cost category. For example, if a non-profit
organization in BC is proposing a $10,000 cost for Professional and Consultant Fees, the total amount to
be claimed/recorded under this line item in the program delivery section would be the net cost ($10,000) +
the PST ($800), for a total of $10,800. The total amount of GST would be $500, of which only 50% (or
$250) would be recorded under the “Eligible GST/HST” line item. (See also definition of Goods and
Services Tax in Annex A)

5.10 Support Services

A number of changes to the support services were introduced in 2013. Support services, which include
child care expenses, are eligible to a maximum 20 per cent of the value of the contribution agreement.

Child Care

Costs for unlicensed child care options in the same location are eligible under the Settlement Program.
There are three types of care: Long-Term, Short-Term, and Combined Care which can support the full
range of settlement services funded by CIC. Costs for both licensed and unlicensed child care options
are eligible. Please refer to the Funding Guidelines for detailed information regarding child care
requirements.

Settlement Program Client Transportation

e Transportation costs such as bus tickets or transportation tokens are eligible for clients who might
otherwise have difficulty in attending settlement programming;

e Costs for taxis or car rentals or the cost to run vehicles are eligible where public transportation is
unsuitable or not available to clients. The cost to run vehicles includes car allowances for recipient
owned vehicles (e.g. mileage — please refer to the national joint council kilometric rates). Car
allowances for the personal use of vehicles are not eligible.

e Note: in general, the purchase of a vehicle is not an eligible expense.
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Resettlement Program Transportation Costs for RAP Clients within Canada are eligible from:

e The point of entry/the airport to temporary accommodation (commercial and reception house format)
Temporary to permanent accommodations, including costs of employees using their own vehicles to
transport RAP clients seeking permanent accommodations.

Translation costs are eligible for translation of written documents (e.g., birth and marriage certificates,
educational transcripts, etc.). Translation should normally be between a client’s language of origin and an
official language. Use of accredited professionals for translation is preferred, but staff or volunteers are
also acceptable.

Interpretation costs are eligible for:
¢ Oral interpretation service which is essential to a client’'s immediate needs (e.g., communication with
your staff, other services, schools, etc.).

e Oral explanation of documents in the clients’ native language.

e Translation for visually-impaired clients (e.g. Braille) and interpretation (e.g. American Sign
Language) for clients to participate in programming. This activity will be tracked via ICAMS/ICARE.

o Interpreters are usually ‘cultural’ interpreters who can both translate what the client says and provide
information on cultural aspects which may be affecting understanding.

Interpretation must be between a client's language of origin and an official language. The use of
accredited professionals for interpreters is preferred, but the use of staff or volunteers is acceptable.

Provisions for Disability are eligible to allow a client with a physical or learning disability to participate in
CIC-funded Settlement programming. Costs may include:

e Provisions for equipment up to $1,000

e Provisions for other things such as arrangements for people with a disability (e.g., Braille material and
large print material)

¢ Interpretation costs to support communication between deaf or hearing-impaired clients and recipient
staff.

Provisions and arrangements for items costing more than $1,000 are considered capital expenditures.
Refer to Capital Costs, above.

Crisis Counselling is an eligible service. Crisis counseling is different from the general counselling
provided as part of information and orientation. Crisis counselling provides advice and support to clients
encountering problems and crises while adjusting to life in Canada. It is a short-term service provided by
staff that can include the identification of the client’'s needs and the determination of the appropriate type
of service and/or resource for referral. This service should not include in-depth social or psychological
counselling of a kind normally provided by health and social service systems. The ultimate objective is for
you to bridge the client to appropriate mainstream services (e.g., professional counselling services, peer
networks and support groups).
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Newcomer Assessment and Referral Services (NARS) is central to CIC’s efforts to enable newcomers
to take a more active role in planning their settlement path. NARS include five main activities:

¢ Informing clients about why information is collected and how this information is protected.

¢ Encouraging newcomers to undergo a Primary Needs Assessment across a spectrum of settlement
areas (e.g., housing, health, language, employment, etc).

e Developing settlement plans with your clients to summarize the results of the Primary Needs
Assessment and present a roadmap detailing settlement objectives, specific needs, actions, referrals
and timelines for each action.

e The needs assessments and settlement plans identify specific services to help newcomers settle in
Canada. Services may be provided by recipients or by mainstream organizations that serve a broader
segment of society.

e Once the assessment is complete you are required to enter data for each client in the NARS Module
of ICARE (see Section 7.1, below). This data will be a key baseline to measure the outcomes of the
Settlement and Resettlement Programs and to ensure that the programs remain responsive to the
needs of newcomers.

You are encouraged to periodically reassess clients to determine whether their settlement needs have
changed.

12



6. Holdbacks

The holdback is the portion of the total contribution funding that is withheld until you fulfill all obligations
specified on Schedule 1 of the contribution agreement. The holdback may be 5%, 10% or 15% of the
overall project budget and is withheld from the payment(s) for the final claim(s) of the project. Your
Program Officer will inform you of the holdback percentage which will be included on Schedule 3 of the
contribution agreement.

7. Advance Payments

You may request advance payments under your contribution agreement with CIC. Requests are based on
cash expenditure projections and demonstrated need. To request an advance, you must submit a
Forecast of Cash Flow (see Section 2.6, above) detailing expenses by line item under the appropriate
expenditure category for each month. The forecast must be linked to the project budget and to your
immediate cash requirements that are necessary for you to realize project objectives. To qualify for
consideration of advance payments, you must demonstrate that:

e your current working capital is not sufficient to provide the necessary cash flows to carry out the
services;

e other sources of funds are not sufficient to allow you to deliver the services in advance of
reimbursement for expenditures incurred,;

e advance payments are necessary and essential for achieving project objectives; and,

o without CIC’s advances, the success of the project or initiative could be compromised.

Where these conditions are met and you wish to receive an advance, you will need to use the Forecast of
Cash Flow form and make the relevant selection in the line above the signature blocks, as indicated in
Annex C. Your Program Officer will describe the way in which advance payments work and the reporting
and payment schedule. It should be noted that advance payments are not usually issued when you are
on a monthly reporting and payment schedule.

The initial forecast you submit will match your CA budget. However, as you will eventually be reporting on
actual costs and expenditures and identifying slippage, your forecasts will change. Subsequent advance
payments are released only when you account for the previous advance — in part or fully - and, when
necessary, you provide an updated Forecast of Cash Flow.
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8. Settlement Program

8.1 Introduction of iCARE

CIC uses a variety of online systems to collect information on services provided to newcomers by Service
Provider Organizations. Starting in April 2013, CIC began the phased introduction of the Immigration
Contribution Agreement Reporting Environment (iCARE) system to better align its reporting requirements
with the Settlement Program design. Over the course of 2013 — 2014 iCARE will replace the Immigration
Contribution Accountability Measurement System (iCAMS). The data collection mechanism and the scope
of data collected through iCARE will change from those used previously.

The first three ICARE modules - covering services delivered under Needs Assessment and Referral
services (NARS), Information and Orientation services (1&0), and Employment-related services (ES) -
were introduced in April 2013. Information sessions on iICARE content and training on use of the system
are ongoing. Contact your Program Officer to register your staff for one of these sessions if they have not
already been trained.

With the introduction of iCARE come new security, privacy and technical requirements. The following
documents will be provided to you:

e Updated iCAMS/iCARE Security Manual - for use by staff who will input data into the
iICAMS/iICARE system.

e Minimum IT, security and privacy requirements list — you will need to complete this document
and submit it to the iICARE team. Not all requirements need to be met immediately; however, you
must indicate how and by when your organization will meet any outstanding requirements. Costs
for systems upgrades to meet these requirements are considered Administration expenses to be
included under the flat rate referenced earlier.

e User registration forms — these need to be completed for each user and sent to the ICARE
team with a copy of a valid Police Criminal Records Check, or equivalent documents, completed
within the last 10 years.

e Privacy brochure — the Gathering Information pamphlet is to be distributed to all clients prior to
entering their data into iCARE.

Detailed instructions on the iCARE registration process will be provided in a separate communication.

8.2 Tutela

Tutela.ca is a national online repository and community for Canadian English as a Second Language
(ESL) and French as a Second Language (FSL) professionals. It contains learning activities, worksheets,
templates, teacher training resources, curriculum guidelines, policy and management documents,
research papers and more. As a community, it offers interactive technologies to support ongoing
collaboration and sharing among ESL/FSL professionals and builds community through special interest
groups, a calendar of events, survey tools, postings of training/job opportunities, wikis and news feeds.
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Members access resources, connect and collaborate with like-minded ESL and FSL professionals, and
expand their personal learning networks through public forums and special interest groups.

All organizations providing language training should have their teachers become active members of the
“Tutela” community. If you develop teaching materials (e.g. curriculum, classroom resources, teaching
tools, best practice guides, etc.) as part of an agreement, you are encouraged to upload these materials
to the site. As a general rule, materials developed as part of an agreement should be made available
through Tutela.ca, in a manner that allows them to be modified, adapted and translated for use by the
Tutela.ca community. Standard-setting and similar types of documents can be shared on Tutela.ca in a
manner that allows the community to make use of them, but prevents modification. Membership
information is available at www.tutela.ca.

8.3 Introduction of LINC Certificates for all LINC Program Participants

Citizenship Regulations require applicants for citizenship to demonstrate evidence of speaking and
listening proficiency at Canadian Language Benchmarks/Niveaux de compétence linguistique canadiens
(CLB/NCLC) level 4. If you deliver the Language Instruction for Newcomers to Canada/Cours de langue
pour les immigrants au Canada (LINC/CLIC), the regulations require that you issue language certificates
to all your students. These new language certificates issued by organizations that offer LINC/CLIC
training are among CIC’s preferred indicators of language proficiency.

LINC providers are to give certificates for learners at all levels of LINC/CLIC at the end of each term
following the assessments by their language instructors. The certificates include scores based on
CLB/NCLC indicating their ability in reading, listening, speaking and writing skills.

Organizations will directly print and issue certificates to learners at all levels (Literacy to CLB/NCLC 8)
upon completion of a CLB/NCLC level in at least one of the four skills.

The certificates are available on the www.tutela.ca web site. Teachers will determine when a learner has
completed a level and should receive a certificate.
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8.4 Introduction of the Portfolio-Based Language Assessment for the LINC Program

The portfolio-based language assessment (PBLA) is being phased-in over the next three years to
become a standard feature of LINC/ CLIC classes by 2016. The PBLA will improve CIC’s ability to
analyze and report on LINC/CLIC program performance while also raising teachers to a common
standard of practice.

The PBLA is being introduced in phases starting with training and implementation of lead teachers in the
first year, followed in Year 2 by lead teachers introducing it to their colleagues. A series of training
sessions for lead teachers will be conducted over 2013-2015. There are additional time requirements
associated with training and administering the PBLA, as noted above in the Salaries section. There are
also costs associated with providing LINC/CLIC participants with the ‘Language Companion’. Your
Program Officer will explain how to obtain copies of the Language Companion.

8.5 Annual Performance Report for Community Partnerships

The Annual Performance Report for community partnerships is a component of the performance
management strategy for the Settlement Program. It is intended for recipients providing indirect services
through community partnerships (e.g Local Immigration Partnerships, Francophone Immigration
Networks, sector-specific partnerships such as TRIEC). If you deliver indirect services you are to request
a copy of this report from your Program Officer.

8.6 Local Immigration Partnerships
Local Immigration Partnerships (LIPs) are community-based partnerships that:

e Establish an inclusive partnership council and create terms of reference for how the group will
function and what it will do;

e Conduct research on newcomers’ needs and assess the community’s ability to meet these needs;

o Establish a local settlement strategy identifying key priorities established through analysis of
research;

¢ Develop an annual action plan that presents concrete activities to address local priorities; and
e Implement the action plans.

Contribution agreements highlight the requirement for LIPs to seek additional funding from other sources
to demonstrate stakeholder commitment. LIPs are also to report on outcomes by completing the Annual
Performance Report as noted above. For more information on LIPs please go to the Pathways to
Prosperity web site.

8.7 Settlement Information Renewal Exercise

As part of its Settlement Information Renewal Exercise (SIRE), CIC offers information on 16 key
settlement topics as well as references to government-funded programs and services. You may use this
content in your programming and service delivery for promotion publicity and associated purposes.

16


http://p2pcanada.ca/lip/
http://p2pcanada.ca/lip/
http://p2pcanada.ca/best-practices/

8.8 Francophone Immigration Networks

Francophone Immigration Networks (FIN) are important community based organizations that are hosted

within francophone community groups.

Based on the logic model developed in 2012 between CIC and the FIN, their activities are:

. Ensuring consultation and promoting partnerships among various levels/types of partners;
. Identifying needs, deficiencies and assets around the immigration continuum;
. Educating, mobilizing and supporting communities and partners in the implementation of the

priorities of the department on Francophone Minority Communities (FMC); and,
. Ensuring follow-up and preparing reports on network activity and achievements based on priorities

of the department on FMC.

CIC funds 13 francophone immigration networks in nine provinces and two territories. The FIN play an

important and central role in FMC issues related to francophone immigration outside Quebec.
More information can be found online by visiting the following link:

http://www.immigrationfrancophone.ca/fr/Reseaux-En-Immigration-Francophone 11
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9. Refugee Resettlement Program

The Refugee Resettlement Program (RAP) has undergone changes. Some points you should note when
negotiating agreements and finalizing budget details include:

1) Requirements for Performance Measurement Framework Strategy (PMF Strategy) and Reporting:

e RAP Clients may be asked to participate in a voluntary survey to better determine if RAP
services meet their needs.

¢ You will be required to input data into iICAMS/iCARE or any CIC electronic accountability
system,

e You will be required to participate in a survey to assess RAP outcomes, including linkages
made between RAP clients and other settlement/government services.

2) Government Assisted Refugees (GAR) Targets: Contribution agreements to deliver RAP services
are based on the number of GARs that will arrive in each RAP centre.

3) Child care is not an eligible expense under RAP and will not be funded in the RAP contribution
agreements.
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ANNEX A

TERMS OF RELEVANCE

Accredited Services (pertaining to translation and interpretation): Services provided by an authorized or
officially-recognized individual or organization. If in doubt, check with your Program Officer.

Action Plan: Periodic report prepared by funding recipient to detail progress towards achieving goals and
outputs/outcomes as stated in the Schedule 1. It also describes the intended activities for the remainder
of the fiscal year/life of agreement aimed at successful achievement of same.

Activity Monitoring: A CIC-initiated process for ensuring that the activities outlined in the agreement are
taking place and are in keeping with the program objectives and outcomes (e.g. activity progress,
milestones and participant progress); see also monitoring and financial monitoring.

Activity Summaries: Statistical and/or narrative report that is submitted with the Claim for
Reimbursement and detailing program functions, clients served, etc. that have occurred during the period
for which payment is being requested. The term “activity” refers to an operation or work process
performed by the recipient and which leads to an output.

Administrative Expenses: Operating expenses that an organization incurs but which are not directly tied
to a specific project or activity. These expenses are related to the organization as a whole and are
generally fixed in nature and therefore will be incurred regardless of projects/programming. Examples of
administrative costs include: administrative-type salary and professional services (e.g. executive director,
bookkeeper, clerical support, legal services, audit fees), bank charges, security costs, rent, office
supplies, printing and photocopying, Internet access, etc.

Advance Payment: Advance payments are payments made prior to the recipient performing the activities
specified in the contribution agreement. Advances are granted when a recipient requests such and
confirms that it is essential to achieving project objectives.

Agreement (or Contribution Agreement): Previously referred to as Articles but now commonly used to
refer to the Contribution Agreement plus Schedules 1 to 4 in totality. It is a signed document (by the
recipient and an authorized CIC official) constituting a binding agreement between the two parties with
respect to transfer payments for the provision of goods or services to a third party.

Annual Performance Report: A report prepared by the recipient at the end of each fiscal year of
funding. It summarizes activities and deliverables for the fiscal year that has just concluded and is to be
submitted to CIC in support of the final Claim for Reimbursement for the fiscal year.

Bank Charges: All charges and fees made by a bank to their customers. These charges include monthly
charges for the provision of an account, charges for specific transactions, interest in respect of overdrafts,
etc.

Budget: A detailed estimate of the recipient’s revenues and expenses designed to provide a plan for, and
control over, future operations.

Capacity Building: Increasing the skills and abilities of individuals, groups and organizations to plan,
undertake and manage initiatives such as projects and programs. It also enhances the recipient’s
capacity to organize these ventures, to keep them running, and to effectively deal with future issues
and/or problems.
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Capital assets or capital expenditures: Costs that the Recipient expects to incur and pay for capital
assets purchased or leased (with option to buy, where there is reasonable assurance that the lessee will
obtain ownership at the end of the lease terms), in whole or in part, and costing in excess of $1000.
Capital assets must be recorded according to the “whole asset” approach, taking into account the quantity
of items purchased. Under the ‘whole asset approach’, any assets costing more than $1,000 should be
included in the capital category, including:
e Multiple items of one kind, even if less than $1,000 individually (e.g., desks,tables and chairs for
classes);
e Components or, items that work together to make a whole even if each item taken individually
costs less than $1,000 (e.g., computer, printer, screen, and keyboard).

Cash Flow Forecast (see Forecast of Cash Flow)

Child Care/Care for Newcomer Children:

Long term (4 weeks or more) or short term (less than 4 weeks) care for children of eligible
clients provided during the delivery of direct CIC funded programming (e.g. assessment,
language classes). This care is different from licensed daycare because the parents are on-
site with their children.

Compliance Audit (also referred to as Recipient Audit): An independent assessment to provide
assurance of a recipient’s compliance with the terms of a contribution agreement. Such an audit may
address any or all financial as well as non-financial aspects of the CA and are intended to support
monitoring and overall management of a contribution agreement.

Copyrighted/non-copyrighted material: "Copyright" means "the right to copy." In general, only the
copyright owner, often the creator of the work, is allowed to produce or reproduce the work or to permit
anyone else to do so. Non-copyright material is that which is not prohibited from unauthorized
reproduction. Copyright fees are generally eligible expenses.

Crisis counseling: Crisis Counseling provides advice and support to clients encountering problems and
crises while adjusting to life in Canada and it assists them in the resolution of these difficulties. It is
different from general counselling provided as information and orientation. It is a short-term service and
should not include in-depth social or psychological counselling of a kind normally provided by existing
health and social service systems. The ultimate objective is for the recipient to successfully bridge the
client to appropriate mainstream services (e.g., professional counseling services, peer networks and
support groups).

Cultural interpreters: Interpreters used in the Settlement or Resettlement context are usually “cultural”
interpreters, that is, they are permitted to not only translate what the client has said but are also to provide
information on cultural aspects which may be affecting understanding of a subject.

Daily Total (meals & incidentals): Your Program Officer will confirm what are eligible and acceptable
limits to ensure that they align with the Treasury Board of Canada’s Travel Directive and Special Travel
Authorities. .

Deliverable(s): Deliverables are products (e.g. reports, publications, classes) that recipients commit to
complete during the course of a project. Your CA would set out various deliverables that you, as a
funding recipient, are expected to achieve and report on during the course of the project.

Direct services: Projects or services which involve a direct intervention (generally in-person or face-to-
face) with an eligible newcomer client. See also Funding Guidelines p. 12.
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Eligible clients: Refer to specifics in the Contribution Agreement, form IMM5252 (attached)

Eligible costs/expenses: These are detailed in the Funding Guidelines document issued in the context
of the CFP application process. The final listing for your CA will be included in the Schedule 2.

Financial Statement Audit: Independent audit performed by auditors to provide an opinion on an
organization’s financial statements. It is different from a compliance audit in that it does not indicate if the
costs claimed by the recipient are in compliance with a particular CA; see also compliance audit.

Financial monitor: Monitoring conducted to verify that funds are spent as per the agreement and that
financial systems and practices are in place to manage and control agreement funds; see also monitor
and activity monitor.

Financial reporting: Financial reporting includes:

1. The Forecast of Cash Flow which presents projected administration, delivery and capital costs by
fiscal year

2. The Claim for Reimbursement is an itemized list of expenditures based on the Schedule 2 cost
categories. It may be submitted with an updated Forecast of Cash Flow, if applicable

3. Final Financial Report details all actual revenues and expenses for the entire project, audited or not
(based on CA requirements).

Flat rate: see Negotiated Administrative Rate

Forecast of Cash Flow: A financial management tool used to show both projected expenditures on a
monthly basis for each fiscal year and actual expenditures as the project progresses. It aids analysis to
assess whether expenditures are in line with forecasts during the project period. Updated Forecasts of
Cash Flow are required when there are variances of +/- 15% of total costs for a period, or upon request
by CIC.

Generally Accepted Accounting Principles (GAAP): In Canada, accounting principles are established
by the Canadian Institute of Chartered Accountants (CICA) and provide the framework of broad
guidelines, conventions, rules and procedures of accounting in order to communicate and present
financial information.

Goods and Services Tax (GST) and Harmonized Sales Tax (HST): It is the responsibility of recipients
who are entitled to reimbursement of a portion of taxes paid to apply to the Canada Revenue Agency
(CRA) for a GST or HST rebate. Recipients should provide CIC with confirmation of the rebate. If the
rebate is less than one hundred percent, the portion not included in the rebate is an eligible non-salary
cost. CIC will not pay claims or reimburse other expenditures from the recipient after the final claim has
been processed.

Holdback: A portion of a total contribution payment which is withheld until the recipient has fulfilled all of
obligations, as specified in the contribution agreement. The holdback percentage is determined based on
an assessment of level of risk.

Honoraria/Honorarium: A payment made to a person for their services in a volunteer capacity or for
services that are rendered nominally without charge.

Hospitality Hospitality expenses can include meals (i.e. food and non-alcoholic beverages offered as
breakfast, lunch and dinner), refreshments (i.e., snacks and/or non-alcoholic beverages served between
meals), in conjunction with meetings, receptions, workshops, conferences, youth events that are longer
than an hour or two, graduation ceremonies (e.g. beverage and light snack), and occasions when it is not
reasonable for clients to provide their own refreshments (e.g. no access to fridge, no opportunity to go out
and purchase at reasonable cost) and it is deemed necessary to deliver the service effectively. Your
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Program Officer will confirm what is eligible and acceptable and will ensure that these align with Treasury
Board of Canada directives.

iICAMS/iICARE These are online systems designed to collect and store client and program-based data
relating to the use of settlement and resettlement assistance services. Recipients collect these data from
clients and provide them to CIC to enable the Department to manage program planning and funding,
determine how recipients are performing, as well as, identify areas where improvements can be made to
settlement and resettlement programs.

In-kind contributions: Resources provided by either the recipient or another organization that are
integral to the operation of the proposed project/activity (e.g. use of space, equipment, salary) and do not
require any reimbursement for their use. In-kind contributions are not eligible for reimbursement.

Indirect services: Activities undertaken by organizations to strengthen the settlement sector and improve
and/or enhance settlement or resettlement assistance program-related services (e.g. workshops,
conferences, seminars, publications, research, curriculum development, publicity); see also Funding
Guidelines, p.7.

Interim report/periodic report: The Contribution Agreement requires that all recipients report on the
activities and results of their project. Such reports are intended to help CIC determine whether expected
results are being achieved by measuring progress during project implementation, or within the duration of
program funding.

Interpretation: Oral translation from the client’s language of origin into either official language for
immediate and essential settlement needs.

Itinerant Services:
Settlement services offered to clients at locations other than those operated by the reporting
agency/recipient.

Lease agreement:

A contractual/legal document that indicates the specific terms of agreement between an owner (lessor)
and tenant (lessee) that are agreed to by both parties, for the use of an asset (e.g., property,
photocopier).

Leasehold improvements: Leasehold improvements (not applicable to the owner/landlord of a building)
are modifications to an existing property that are durable (i.e., lasting more than one year) and revert, in
principle, to the landlord or the owner at the end of the agreement. They improve a property beyond its
original condition and are normally not readily removable. Examples include the installation of walls,
doors, built-in cabinets and ceilings, as well as devices for eligible clients with disabilities. It does not
include the cost to construct a building. Maximum amounts payable for capital expenditures apply.

Line Item: Refers to the program’s eligible expenditures displayed in the drop-down menus in Schedule 2
of the CA. The line items are grouped under cost categories. Within the Program Delivery cost category,
there is a drop down list of 17 line items (e.g. salaries, wages and benefits; training and professional
development; etc.) and 2 line items within the Capital cost category (capital expenditures and eligible
GST/HST).

Mandatory Employment Related Costs (MERCs): MERCs are costs that employers are required to pay
based on federal or provincialiterritorial laws. MERCs under the federal law include employment
insurance (El) and Canada Pension Plan (CPP).

Monitoring: Activities undertaken to control the risk related to a recipient and to ensure compliance with

the obligations and performance objectives in a contribution agreement. It includes reviewing project
activities and finances in order to ensure: public funds are spent for the intended purpose; expenditures
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claimed are eligible and allowable; agreed-upon services/activities are being undertaken; and, the
agreement and program terms and conditions are being met. (See also Financial Monitor)

Negotiated Administrative Rate (Flat Rate): The negotiated administrative rate is determined by
calculating total eligible administrative costs as a percentage of total eligible program/project delivery
costs. The maximum rate is 15 per cent. Costs are based on the detailed budget provided to CIC at the
negotiation stage.

Outcome(s): The term “outcome” refers to an external consequence attributable in some fashion to a
project or initiative that is considered significant in relation to the project. The outcomes or results are the
effects of the outputs on stakeholders such as raised awareness and understanding of issues, increased
ability in speaking/reading/writing/listening, better economic conditions, etc. They can be short, medium
or long term.

Outputs: Refers to direct products or services stemming from the activities of a project or initiative, and
delivered to a target group or population. These typically provide evidence that the activities have
occurred. The work done usually produces something tangible such as clients served, jobs created,
conferences held, books published, etc..

Overhead costs: Overhead includes all other program delivery costs that are not listed in section 5.9
above.

Paid Leave (see also Vacation Pay): Paid leave represents vacation time earned by employees as they
work. Paid leave is accumulated by the employer and is paid when the employee takes vacation.

Payroll charges: Fees charged by financial institution or payroll service for the preparation and filing of
the payroll.

Performance indicator: A benchmark used to measure the extent, quality or quantity of a result
produced. It is indicative of the size, amount or degree of progress towards the result.

Police record checks: Under the Criminal Records Review Act, individuals working with children or
vulnerable adults and who have unsupervised access to children or vulnerable adults must authorize a
Criminal Record Check for their employer or authorized organization.

Profit margins: For CIC grants and contribution purposes, profit margin is the difference between the
cost of a good or service incurred by the recipient and the amount claimed for it where the claimed
amount exceeds the cost to produce the good or service.

Program Delivery: Program delivery costs include all costs directly related to the delivery of the
program/activity offered by an organization. Examples include salaries and wages for language
instructors, rent for classrooms, computer labs for students, materials for training.

Progress Payment: (see Reimbursement)

Promotional items: Items used in marketing and communication that are given out by the recipient to
promote specific programs or services.

Provisions for disabled/disabilities: Provisions for disabled/disabilities are costs incurred to allow a
client with a physical or learning disability to participate in CIC-funded Settlement programming. These
costs can be capital in nature (e.g., items over $1,000 such as special equipment or furniture, ramps,
and/or other features to make buildings and premises more accessible) or non-capital in nature (e.g.,
items up to $1,000 such as Braille material, large print readers).

Reimbursement: A reimbursement is a payment by CIC for eligible expenses incurred by a recipient for
goods and services used to deliver the project. Recipients submit a Claim for Reimbursement.
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Rent: Rent is a periodic payment from a tenant to a landlord for use of space. Rent may include utilities,
parking, maintenance and other related costs as detailed in a rental agreement.

Risk assessment: Overall process of estimating likelihood (chance, probability) and impact
(consequence) of a risk event and assigning a magnitude to it. Risk assessment also includes
consideration of the costs and benefits of measures for managing risk as well as the needs, issues and
concerns of stakeholders. Risk assessment involves an analysis to evaluate the recipient, the proposal,
the planned activities and the budget against a set of established criteria. The purpose is to minimize the
kinds/levels of risk that are acceptable, in light of the expected program results. When negotiating a CA,
CIC uses its risk assessment to determine the degree of monitoring and payment frequency that will be
put in place.

Salary: (see also Wages) Usually refers to a base rate of pay that is not hourly, but is usually a weekly,
monthly or annual amount. It is commonly used for upper level or management positions where it is
common for hours worked to fluctuate or vary. Often details of salary amount, hours of work and other
forms of compensation are included in an offer of employment or employment contract between the
organization and individual.

Stacking: When projects undertaken by an organization receive support from other sources
(e.g., through multiple agreements), it is known as “stacking”. Total assistance from all sources (e.g.,
federal, provincial or municipal governments, private organizations, the recipient itself) shall be a
maximum of 100% of eligible project costs. This includes grants, contributions and in-kind contributions
made to the project. If the actual assistance exceeds this limit, the amount exceeding must be repaid. In
order to verify the stacking of assistance, the organization must disclose to CIC any confirmed or potential
sources of project funding and/or in-kind assistance prior to, and during the life of the agreement.

Subscriptions: Costs for magazines or other periodicals that are expressly for the use of eligible clients
while receiving CIC funded programming.

Support and Enabling Services: These are supporting activities aimed at removing barriers to client
participation in receiving direct settlement services. They include: child care, transportation assistance,
translation & interpretation and may also include crisis counseling and provisions for the disabled.

Terms and Conditions (of the CA):These are the elements agreed to by the recipient under the CA
negotiated with CIC.

Translation: Translation of written documents from the client’s language of origin into either official
language for the purpose of addressing immediate and essential settlement needs.

Transportation: Public transportation, such as city-run bus service, for clients to be able to access
services. Taxi fare or car service may also be eligible if public transportation is unavailable or deemed
unsuitable. Transportation costs can also include rail or air carrier expenses for recipient staff to attend
mandatory training or workshops that are not available within their own area.

Tutela: Tutela.ca is a national online repository and community for Canadian English as a Second
Language (ESL) and French as a Second Language (FSL) professionals.

Vacation pay (See also Paid Leave): Vacation pay is expressed as a percentage of the wages or salary,
which is paid to the employee every pay period OR as a lump sum payout annually.

Value for money: The extent to which a program demonstrates relevance and performance. Relevance
is achieved by addressing a demonstrable need, being appropriate to the department and being
responsive to the needs of Canadians. Performance is achieved by using taxpayer resources well,
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producing program outputs in an affordable manner, and achieving outcomes consistent with program
objectives.

Wages: Usually refers to an hourly rate of pay. Total wages for a pay period are calculated as hourly rate
of pay x number of hours worked within pay period (weekly or bi-weekly are the most common pay period

types).

Youth: Individuals aged 15 years to 24 years.

ANNEX B
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CONTRIBUTION AGREEMENT AND SAMPLE SCHEDULES

CONTRIBUTION AGREEMENT

Babwaen: Her Majsety the Guean In right of Canada, !‘" Pl mambs
ag fihs

Minister of Citizenship, mnﬂ:ﬁmmlm
inereinaier refenred o as e Depanment”}

0 g

0O &merzrees

12T | Arvaradmen? i Fksed

{hereinaher refemed fo s e "Raciplent”)

Ill eddraany

Whereas the Reciplent wishes to provide servces to elgible dlents under the (check appropriate bo):
[[] Setilement Program

[[] Resetiiement Assistance Program [RAF)

and has appiled o the Depariment for funding under the sald Progran;

and the Depariment wishes fo provide 3 contritaiian to the Reciplent to asskt It In camying out

slich SaTVIces;

the Department and the Recplent undertaie and agree & folows:

1.0
1.1

21

AGREEMENT

Thils Agreement, Including the aitached Schedules, any wiitien Instruchions Issued pursuant to s provisians,
and any subsequent amendments thereta, constitule the entire Agreement between the Department and the
Reciplent, and supersetes al previous documents, negatiations, Understandings and undertakings related fo
Rs subject matier.

[] The Contributicn Agresment;

[] Schedule 1, enified Statement of Planned Actvilies and Infended Resuis,

[] Schedule 2, eniied Description of Elgie Costs,

[] Sehedule 3, enified Tenms of Payments;

[] Schedule 4, enified Suppiementary Terms and Conoiions

INTERPRETATION
In this. Agresment. uniess othenwise defined hieredn

*“Coniritution” means a canditional transfar payment for 3 specified purpose pursuant fo a confrbuticn
agreement hat Is subject to being accounted for and audbed,

“Sendces” means the services descrbed In Schedule 1 which are provided direclly 1o eligible clients or which
ooniribute Indirecty to the resetiemant, adapion, setiement and Integration of eigible clienis.
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b

b

“Ellgibie cost=" means the costs described In Schedule 2 required by ihe Reciplent fo provide services which
arss

A Incurmed and paid by ihe Reciplent In relabion fo the serdces during the Tunding period, or during the
fiscal year in the c3ss of Tunding, or

) IncurTad by the Redpient In reiation to ne goods and SEMvices punchassd durlng the |ast bwn months
oif the sunding period and pmwrlm ity days of the condusion of the funding penod, and whose

1y Costs associated with validating credentials of elighle clients are not eligibie: and
Iy Proft Is nelher a “cost™ nar an “expense” and tharsfore may not be Inchided as an eligihls
coEL

) deemed to have been Incurmed based on a Tunding formula.
~Capital costs™ means costs thiat the Redplent expects to Incur and pay for caphal aEssis purchased andhor
keaged {with opbion i buy and Mere Is reasonabie assurance that ihe lessee will abizin oamership &t the and
of the lease tam), In whole or In part, and costing In excess of $1000. Capisl a55ets MUBt be recormed
according to the “whole asset” approach, taking inlo account the quantiy of llems purchassd.

“Sigible client™ means:
A) For the Setitemant Progran

|:| Pemmanant Reskdents of Canada who haee not acome Canadlan dizens;
Iy Profected persons as defined In Section 25 of the Immigration and Refugee Profection Act

1y Irmt]lﬂ;“nmmmm{:EHHmmmmmm
pending compietion of medical, securtty and criminal verfication siatubony requirements, and
wha hawe been informed, by a letter from Clizenship and iImmigration Canada;

I ‘Comeention refugees and probecied parsons overseas whao have been sslecied for
resatiliement In Canada by CHzenship and Immigration Canada;

) Livein Caregivers
aj Applcants overseas who have been imfommed, by & lether of confimmabion trom

) Applicants N Canata and In POEEEESoN of 3 TeMmporary work permit Issusd under

1} Tao access language raining, an lgitie client must irst undergo a language assessmeant by
a qualfied assessar and be of legal schooHeaving age wiihin thelr applicable province or

Z) TEmporany Warkers, Ncding Mhoss nominabed under Provincial Nominee Programs, ans not
eligihle for CIC SeSiement Program Senvices excapt for those accepbed under the Live-in
Careghver Program and those described In A) 1) abave.

) For the Resefiement Assistance Program:
thie soliowing Individusis and thalr sccompanying dependanis, 35 defined In the RAP Terms and Conadibors:

1y Covernment-Assisted Refugees (GARE), Including Joint Azsisted Sponsored (JAS) refugeas;

Iy Privately Spansored Refugaes (PSR Including Wisa Oftice Refemed (WOR) clents (primary
Port of Entry Sandces)

T Orther groups admitted under 3 public pollcy estabilsnad by he Minister and desmed eligible
Tor RaR;

he} ?mmmmmmmmmmm;

v Cne-Year Winoaw OV amvals.

=Care for Newcomer Children” means unilcansed childcare that s provided to ihe children of eligible CIC

cllents while they atbend short bermn andvar long tEmm seSiement senines.

Far the Resstiemeant Asslsiance Program, Semparany acoommodaiion™ means any fomn of accommadation,

aE mesmed sullable by Me Department, provided io house and shelter eligible RAP dients Soliowing Meir

amval in Canaga.

“Funding period” means e period speciiied In Schedule 2 In the section entlled Duration of Aoty
Period.

~Tesm of Agreement™ means the pertod during which s Agreement shall be effeciive, which period
commences an ihe date e Agreement ks signed by baih partes and terminates one y=ar after the end of the
furding pesiod.
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@i report mears an Independant ssEessmeant dane by an accrediisd Judlior (in 3ccardance

“Complance
with Secfion 5315 of the CICA handbook) to provide assurance of a Reiplents compliance with a
mm’tmw mmmmamm

CONTRIBUTION
In orier to asskst the Reciplent to provide the sendces, and subject o the terms of the Agreement, the
will make 3 cantrbution to the Redplent In respect of the eligibke costs of Me senvices of an

100%; of e ellglole costs; or
B) the total maximum conirbution spacified In Scheduks 2.

Costs are eligible coesss for fhe purposes of this Agreament only I they are, in the apinion of the Department:

directty refafed to and necessary for e provision of e services;
reasonable; and

allowable expendtbures for the provision of the senices.

The total maxmum conribufion dendfied in Schedule 2 shall nof be exceaded without an
amendmeni.

B) Mew Ene Bems (within existing cost cafegories) shall not be added o Schadule 2 without an
amerdmeni.

Amandments wil 3iso be required for:

2 hax»

n

I iransfers between exising cost calegaries (Program Delvery and Capiial) that exceed the
lessar of $100,000 or 10% of ihe originating cost categany's Rscal year budget;

Iy transfers between exising Ine Reme within a cost cabagory that exceed the lessar of $25,000
or 258 of the arginating ine Rem within a fiscal year budgel;

Wy  extersions o the end date of the agreement; and

vy  changes relsted to the scope of the project outined In Schedule 1.

) The Redplent may realiocate elgible costs batwean lIne llems with the priar wiithen approval of the
Department, unger the Tollowing canditions. oniy:

I when funds are fransfemed between extsting cost categories (Program Dedlvery and Capltal
Costs) and the fransfer ks the lesser of A (bebween 5% and 10%) o B (between 550,000 and
$100,000) of the ariginating cost categony's Nscal year budget; and

Iy when funds are fransfemed between extsting line itlems within 3 cost categary and the
fransfer s e lesser of A {between 10°% and 25%) or B (between 510,000 and $25,000) of

the anginating Iine Hem wiinin a fscal year budget.

E) The Redplent may realiocate elgible costs batwesn Ine imes without the prior writien approval of
the Department, under the folkowing condiians oriy:

I when funds are fransfemed between extsting cost categories (Program Dedlvery and Capltal
Coests) and the fransser ks the lesser of $50,000 or 5% of the onginating cost categony's fiscal
year budget: ang

Iy when funds are fransfemed between extsting line ltlems within 3 cost categary and the
fransfer s Me lesser of 510,000 or 10% of the anginaing Ine Bem wiihin 3 Sscal year

buckget.

F) In asdition:
Tiar the RAP program, fempararny accommaodaiion, food and Incikdentals per person raies as se4 out In
Schedule 2 cannot be changed without priar wiitien approval of the

G)  WMith respect o prior wiitien approval describad In clauses 3.3(D) and 3.3(F), the wiitien
communicaTon and e Department shall constitube part of the Agreement
and will supersede he ling lkem detalls Indicabed In Schedule 2.

Addiionally, In cases where the Regiplent recelves more funding than anicipated from any or all sources for

the acivibies specified In the Agreement under Seclion 5.1, repayment of he pro-rata share of the

A) Mo contribuiion ks payabie by the Department In respect fo any portion of e cost of any cigible
costs for which the Reciplent receives a rebale or reimbursement.

B) Onily thiat portion of the Provincial andior Federal Tax (GST/HST) which Is not refundable by Canada
Revenue Agancy a6 an input Tax Credit or 36 @ Rebale can be claimed a6 an elgible cost.

€}  Amyinteresi or any ofer INCOME eamed on advances of he contribution shall be accounted far by
the Reciplent and consldered part of the confribution, be Incluged in the calcuiaBion of clalms,

and may resuit In 3 repayment
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HotatthsEnding section 3.1:

A} Mo contribuSion shall be paid in respect of costs Incumed with respect to a member of St who |5 3

mmmmmummn If e Reciplent |s a corporation ar

an unincorporated association, who ks @ member of the Immediate family of an ofMcer or a dinector of
the comporalion ar the unincorporated association, uniess the Department Is sabisfied Mat the hirng
of thie S3iT wak not the result of tawouriism by reason of the s43iTs membership In the Immedlabe
family of the Recipient or officer or drector of e Reciplent, 3 the case may be.

B)  Forthe puposes of this saction, Immediate family™ means faher, mofher, siepfaiher, stepmaother,
foster parent, brother, slsher, SpOUBE, COMMON-law pariner, chikd (ncuding child of common-iaw
sister-InJaw or relative permanently residing with the Reciplent, ar oficer or direcior of the
Reciplent, 35 the c3se may be.

CONDITIONS GOVERMNING PAYMENT OF THE CONTRIBUTION
Subject o sections 4.5 and 4.6 and an approgriation by Pariament of required funds, the Depariment will
maite payments of the consribution by relmbursement, upan recelpt from the Reciplent of claims for eligbie
costs a6 kendfed In section 2.3,

Any payment by ihe Department under this Agreement s subject o thene being an appropriabion for the
Fiscal Year In which the payment Is 1o be made and 1o here being funds avaliable; Turthemmans, should the
Depariment's fungds be reduced by Parilament, e Department may reduce or cancel e condrbution,
Clalms for reimbursement of eligihle costs are to Inclute supporting decuments. (F requested by the
Depariment) and statements of progress against the achievement of performance abjectives, 36 describad In
seclians 6.6 and 5.7 and Schedule 1 of this Agreement

Clalms from fhe Reciplent should be submitted according to the reparting frequency spacfied In Schedule 1.
The Department may make advance payments of a caniribution In approved cases, where fhe Reciplent has
requested such payment and e regues! acconds with condlions speciiad In Schadule 3

The Department shail not cantrbute fo costs Incurred prior o or subsequent o the funding perod excapt In
the casa of an expensa for a compllance audi report thal may be Incured after tha end of the Tunding period,
¥ such a statement Is required by the Deparimert.

ANy overpaymEnts, unexpended balances, amounts disaliowed on audl, amounts recelved by the Recipient
fram ofner sources ihat are in excess of total antoipated amounts under seclian 5.1, and any rehunds,
rehates, and discourts that have baen billed fo the Depariment as part of actual costs, or ofer amounts
owing 1o e Department by the Recipient shail be recognized 35 debils due tn he Crown, and repaid wihin
3D days of recelpt of nolice to do 50 by he Department, after which fime, e fferest and Adminsiane
Change Reguwations will apply.

Amounts due i he Reciplent under this Agreement may be sei off against amounts owing fo the Crown
under legisiation or presious agresmenis.

Where ine Department determines that a change In reporing Trequency (manthly, guariany o semi-annual
intervals) kenafed In Scheoule 1, or holdback amaount (53, 10% or 15%) Identfied In Schadule 3 Is
warranted, it will notify the Redpient and provide detalis of any changes. The wiitien communication
between the Depariment and e Recipient shall constitute part of the Agreement and will SUpersede the
reporing frequency or holoback amount Indicated in Schedule 1 or 3 of the Agreement.

RECIFMENT 'S OBELIGATIONS

The Redpient also agrees io abige by the Tollowing obiigations during ihe entire funding period and where
reliewant, during the entire ferm of fis Agresmert:
Ta submit fo the Depariment, prior to the start of the agreement, 3 discicsure of all canfimed or potential
sources of funding ar In-ind participatian for program activilies andior eligioie costs related ho the
agreement. The Reciplent shall notfy the Depariment of @y changes In Tunding from ofher Sources for
acthities related 1o the Agreement sed out In Schedulies 1 and 4, and shall do 50 within 30 days of thelr
oecumence. The Reciplent shaill submit any changes In the Tunding level through an updated Forecast of
Cash Flow, o a5 ofheraise specifed In Schedule 1 or 4,

Ta keep 3l reconds and provide all senvices during the funding period In 3 sustained, diigent, eMcent,
econamical and effective manner, using qualiied persornel;

Tao ensure that @il personnel designated by the Reciplent to provite ihe senvices described in Schedule 1 of
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Ta agherne to the Tollowing OMcdal Language requiremeants:
] &) o iform eligible clents of services avaliable In ihe cient's omclal language through obher
anganizaions;
O E} to onganize activilles, projects, and programs & forges ties bebwecn the tao oMcal languags
communities;
O <) %o annually consull with francophone mirsetty communities about seffement and re-setbement
programming a5 delemined approprisie by e Departmeant;
[0 O %o offer senices In both oMcal Ianguages based on an assessment of needs by e Department;
Tiniks will Inciude:

I} Provisian of equal quailly serdces for the general public In bolh oMolsl Isnguages, and Tor
Indhviduals In the language of helr chokos; and
Ilj Biaking the public swans of senvicas through grestings, reconded messages,

[] E} Herary the Project participants/beneficlares and tEie all necessary measunes o communicate and
provide Projeci-relabed services o e paticipants/beneficlanes In English and In French as ihe
CAEE My Nequine;

[ F} the Department has desmed that e reqguirements under this seciion (5.4) are not applicable.

To provide the sarvices In sccordance with 3l spplcabie IawE, by-laws, reguisdons, Quiscines and
authorzsbons and Inswano: covarage (Incuding Cireciors: mmmmmﬁmmu

capital aseets) a6 may be reguired to camy oul Those senvices,

Ta ensuwre that all members of e Board of DFeciors:

A) are chasen In confammiy with applicable federal and provinelal ksgislsion goveming corporstions or
Sesnc aliomns;

unincarporaiad
B) are fully Infonmed sbout the maEnsgement and apersbiors of the Redplent; and
) are tamiliar Wi the principles of Soand goeamEnce.
Ta oonform iz the reporiing reguinements found In sechion §.0 for each Agreement It has with She Dapartment;
-:H:.msenl:es:

A) Vhere dependeant children recelve such Senices on the same premizes In which thelr pareni(s) f
guardianis} recefve Setfiement Program senices, the Redplent must ensure all provisions of

B) Vhere depandeant children are placed In Tacilies on premises separsbe fram those whene their
parentjs) f guardian(s) recetee Setiement Program serdees, the Redplent must ensure that
e confrached third party |5 loensed by the provincefemion.
The Reciplent shall nodly the Department In varting wihin 14 days of amy stall changes that relate to the
management of this Agreement, a6 well 35 of any changes Inthe membership on the Soard of Direcions;
The Reciplent shail ugrtnenq:a-urerrm wartting off any changes to organizabional policles which Impact
this agreement {e.q. mmm Showld any changes to such pollcies ooour
during the course of e Agreement, the Hmpmtzmlmmnepaum_u a copy of the amended
policy wiihin 14 days of the change; and
Wihere specal tralning needs of participants. with disabiiies have bean Kendfed, the Reciplent shall submit
1o the Department for corslteration a ratiznaie and & budget for the cost of sush enhancemeants.

PROGRAM MONITORING INFORMATHON AND REPORTING REQUIREMENTS

In e to FUlil the Depariments Informratian, management and accouniablily requirements, the Redplent
Turiner agrees 0 abice by the folkoaing obiigabons:

During e emniire funding period, the Reciplent wii-

marmmal business hours, o Hlll'mﬁ-mm m;emmmuﬁm.
or wihich provide suppaornt for ihese senvices, In onder io monlior all aEpects of the Reciplent's
compilance with Bs abligations under this Agreemant. Induding the deiiveny of sengces iIn both oMol
whene appilcable; and
B) KieSp and mEintain reconds containing e following Information sbout each eligibke dient fo whom
EEI'HHEEE'EW

Iy Immilgration identMeation numbsr {(eight-cigit numeric Client ID number; MM 5242,
INP E509, or IMA 55638 number; Temporany Resident Permi number; kinistenal Permit
numiseri

BUmanme;

1y glven nameis); and

b} dabe of birth,
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During e endire ko of the Agreement, he Reciplent wil;

A keap and malniain proper books and records In accondance with generally acceplied accounting
principles (EAAF) and business practices, of al @ssets and labiifes heid, all revenues trom all
sounces,and all expenses Incumed and pald cut In connecion with Tis Agreement; and

B) retain all Involces, recelpts, proots of payment (e.g. cancelled cheques, bank andfor credi cand
mm]mmmmmmmmﬂmmw

Fﬂeﬂr&;ﬂﬂmpﬂtﬂmhm1 furing the endire term of the the Reciplent
shall also submit 10 the Depariment oiaims for elgibie costs (with supporting documents. I requested by the
Cepariment), and skatements of progress, both siafistical and namatie, against e achicvement of expecied
resuls, which are safsfactany to ihe Department In scope, dedall, format and frequency; and which contsin
the Eoliowing:

General reguirements for all programs:

A a lbrief progress repart an the compiefion of planned acthities and achievement of expeciad resulis
ldemied In Mi,mmmmummaﬂm
encounisned by the Redpient in providing the sendces;

B) the number of elgibie cients served In each officlal language:

T} stafistical data ae the Depariment may, from tme o tme, spaciy In wiiting; and,

i any asdiional reporng requirements identifed In Schadule 1 or 4.

Requinsmerts speciic o RAP A — dglred] 5eryices:

Al the number of hours of sach AP serdce provided fo each eligbie cient;
H:I MMNHMHWWMNMWWW
riumb=ns of dients o wihom AP services Wens

The Reciplent shall compieie an anmual project performanca reporiing exercise. The template will be
providad by he Departmant, amd must be submitted 1o the Department at the end of the Agresment for
single-year Agresments (or lees) or 3t ihe and of each fNiscal year Tor mul-year Agreemenis;
Curing e endire b= of the Agreement, and 5or sl years. afenwanrds In case of Sranclial recorss. and Mive
years afterwards In case of nan-Snancial reconss, Me Reciplent agress io:

A Klake such Dooks, reconds and docurmenis, as descrited In secion .1, 6.2 and 5.3 avallable sor
Inspecion, audi and moniboring by representatives of the Department, who may make coples thereo
and @Eke exiracis Therefrom

B) Kake awallable proper tacilies for amy such Inspeciion, audit and monianng by representabives of
e
With respact 1o fhe books and records described In 6.1, 6.2 and 6.5 The Reciplent must showr

evidence of a Gocumentad disposiion procedurs for CIC approval and proside any obher Infarmation
that may be required: and
o Send coples of the neconds refermed bo in seciian €.1(8) to e Department. at such Intervais. in such
Tarmat and by such means 3s ihe Deparment may spectly, Tor use In moniboring and evaluaiing the
EEMiCET.
During the endire tam of the Agreement, and for greater ceralnty Turther to secfion £.1(B), the Redplent shall
COMplY Win INsinuchons by the Department relating 10 pSMomMmEnce MeasEurement, reseanch, evaluiian,
monBaring and policy anatysis of the program.

The Reciplent alsn agreos:
O A) i use the Intemet-based system|s) provided by the Department and maintain inkemal training and
suppart acivities related to these systems. This national data collection and reporting must be
satistaciony o the Depatment in scape. detall, Tonrat and Tesquency. ar
O B that addbtional requinements under this 5ection 6.6 as Identified by the Department, are nat

The Reciplent shail submit ko the Depariment, within sixty (50) days of e end of fhe funding pefod or a6
othensise speclied In Schedule 1 or 42

A) a final claim Tor eligible costs (Wi supparing documents I reguesied by e Department), and a
mmmmmmwmﬁﬂliﬂmﬁm
recelved, Indwding in-king, for the project'actvityinEadve; and

B) a final progress repart which comtains the foliosing:

§] an assezzment of overall progress mane 3gainst planned acisibies and intended oulputs ana
oubcomes (35 specified In Schedule 1)

[} an assessment of the project’s Impact and contribution towarss longer-tenmm setSement or

my an overall assessment of successes, obstacies and apporiuniies encounterad by e

Rediplent programmingfsersice(s
I reports on the actions taken o mest OMdal Languages obligatians a6 ldendfed in
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Reciplents shall be subject to monkaring by the Depariment, (as sef out In sactions 6.1 80 6.7}, In relation o
thedr arficuliaied pianned abjeclives and deiversbies. The Deparment will 3ssess whemher satkstaciony
outcomes. hawe been achieved, wheiher demand for a paricular senice 5til exists, whether administragve

documents, required reparts, fnanclal riecords and siatements, and any ofer equined documentation are [n
ander; and

The Departmant may request a caompliance Judit report of ihe project'acivityinEiaive to ensure compllance
with he terms of the agreement. The scape and Hming of the compilance audlt vl be determined by the
Cepariment.

PRIVACY AND SECURITY OBLIGATIONS

Persanal Information coliecied or maintained by the Recdplent Is subject fo the provisions of the applicatie
provinciaitermianal privacy and access o information legisiation or the Personal Information Prafection and
Eiectronic Documents Act, whichever Is applicable.

Reciplents will imit thelr coliectian of personal Information 1o only Shat which Is necessary Sor them o camy
out Ielr programming. Persanal Information hall be Feated a5 conMdental and not Ascicsed 1o any person,
other than the client, excepd In accordance wiin applicable Lw. mﬁmmm

10 cliants who ldenBy themseives and request access 1o view the Information the Redpient has collected for
purposes of CIC-fundad programming.

Tne Recipient Ghall Gke 3l SECUITY MESEUNES MEsoNably NECEsEary, INCLAng hose &8t out In any
Instnuctions Isswed by the Depariment for the protection of persaonal Information agains: unauthonzed use ar
disciosure.

Despite the provisions of this agreement, In e event that the Reciplent Is compelied to produce anmy
personal Information pursuant to any applcable legisiation, regulation, ar any order of @y court, fibunal,
asminisirative body or other auihory with |urisdiclion, & shall notily Clitzenshlp and Immigration Canada and
ihe affectsd client forinwin and where possike In agvance.

In additian o 7.1 above 3s It relates to section 5.6 specificaly, the Rediplent agrees:
O A) b
) mmmmmammmmmumm
clents Information;

Iy keep the pamphiet In suMclent quantities In & lncafion visible to all dients for thelr easy

dCCEEE]
I ¥ the client Is Iilierate, werbally transmit In 2 summarny way, wishin the capacity of the
Reciplent, the cantents of the pamphiet
v} for clEnts prefeming 10 read the pamphies in a non-oMdal language, maike ihe Fansiation
of the pamphiet avaliable to Mese clients, as far as reasonably possible; and
V) compily with the systems reiated securfy manual and other relaled Deparimental policies
and instruchons goveming security matters; or
[0 B} that addiional requirements under this section {7_2) 3s identifed by the Department. are not
appilcable.

Wiihout Bmiling ihe generallty of section 9.0, he Reciplent shaill be labie for cialmes resulting from ihe breach
ummmmmmmmhmmmmmwmwm
s abligations pursuant to this Agreement. mmnmmaﬁlmnm
my or clalme of any kind, Including, but not Imied to, breach of confideniiality of Information anising out of
by ihe Reciplent of s cbilgations pursuant to this Agreement. The Depariment is not labie
mmmmmqmmummmmwmmmm“m
the possession or conirol of or under the respansility of the Reciplent, or, In e process of being
transfemed of transmitied o the Depariment.

DEFAULT
The Tollovdng constilube events of default:

A) The Reciplent becomes Dankrupt ar Insoivent, ks placed In recetvership, or takes the benafi of
any statute redating to banknupt or Insolvent debtars.

B) /An order ks mage or a resalulian Is passed for the winding up of e Reciplent, or the Redplent ks
dissoheed.

) The Reciplent Is In breach of the pesformance of, or compllance wish, any temm, condiion or
obligalion on Bs part 1o be cbeernved ar perfamed.

o) The Reciplent has submised faise, misieading, or Inaccurate Information 1o the Depariment.

E} In the apinion of the Department_ the Reciplent has falled to provide the sandces in an

manrnEr.

F} The aciiities or anfcipabed actviles of the Redplent ane cantrary fo Canadian law.

In the event of default and afler cansultation with the Recplent, the Depariment may direct that changes be

made to the senices.
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othenslse avaliahks:

A) by writi=n notice io the Recdpient in the event of default, Immediately suspend any obligation
by the Department to contribute or cominue & contrbute 8o the eligibie costs of the serdces

contempiated In sections 3.1 and 3.2 of this Agreement, Including any obligation o pay an amount
owing prior io the date of such nobice, untll such default ks commecied %o the Departments satisfaction;
B) by witien notice io the Recpient in the event of gefault, Immediately terminate sy abligation

ta contrbute or confinue o contribute 1o the eligible costs of the serdces contemplated In sections
3.1.and 2.2 of this Agreement, Inciuding any abligabion to pay an amaunt awing prior io he date of
such nolice, where the Depariment ks of the apinion that elgible clients’ needs would be betier met
by such temmination or has defermined Mat It would not oihenstss be In fhe Department's imerests o
confinue with s cbilgation io confribute or 1o confinue to contribute.

Furthemmare, In the event of default and temminafion of the Agreement by the Depariment:

the Reciplent shall dispose of assets 35 oullined In section 11.0 of this Agreement; and
B) the Department shall Recover any amaount remaining from any advance payment, as describead In
Schedule 3, a5 well 35 any debis due o the Crown as refermred to In secfion 4.7
The fact that the Department refrains from exercising a remedy & is enified o exercise under ihis Agresment
shall not be conskdered o be a walver of such nght. Mareaver, the partial or imied exercisa of 3 right
confermed on the Depariment by this Agreement shall not prevent Canada In any way from later exercising
any ofher night or remady under this Agreement ar ofher applcable law.

THIRD PARTY
Thits Agreement ks an agresment for 3 confribulion to the Redplent only, and nothing In it or dane pursuant to
I 5 io be consinsed & consiiuiing the Redpient a6 the Depariments agent, representative, employee or co-
venturer. The Reciplent |5 In no way authorzed bo make 3 promise, agreement of coniract on behall of the
Depariment.

More specifically, the Reciplent shail Ingemnify and save hanmiess the Depariment from and

claims, losses, damages, mmmmmhmmwmwmmmm
pursuant fo this Agreement, Incuding, but not Imited 1o, he following:

man-payment by the Reciplent of debts, loans, capltsl leases or oher cbligations to third
parties, Inciuding but not imited io the case that the Redpient becomes bankrupt or Insahvent

or |5 placed In receivership;

any Injury or desath of 3 person;

any loss or damage to praperty caused ar aleged o be causad by the Radplent or ks

sEMVants or agents In camying oul e services;

any settiement for wrongfl dismissal by the Recplent: and

any imiringement of e third party’s Insliectual praperty Mghts, Incuding claimes that stem from the
use of handware or softwane prowided fo the Redplent by the Deparment or acquired by the
Reciplent with Tunds pursuant 1o this Agreement.

AL 500N 35 the exstence of a oialm from a Mikd party as described In section 9:2(E) Is made known ta the
Depariment, the Department is enttiied to prohibk the Reciplent from making further use of the hardware ar
software described above and to Issue Instructions to the Reciplent regaring such claims. If the Reciplent
does not comply with amy nstructons issued by the Depariment pursuant to section 9.2(E) and this provision,
then the Department Is enilied to ferminate Te present Agreement pursuant to seciion 0.

Whese e Reciplent Is an unincorporated associaton, It is undersiood and agreed by the Bﬂg'mg
this Agreement on behalf of the Recipient, that they shail 3kso be parsonally, jointy and

any and all cbilgations of the Recdplent under Tis Agreement, mwwmmmmumm
Depariment Nereunder.

The Recipient shall not assign this Agreement In whole or In part without the prior writien consent of tha
Depariment, and any assigrment made without that consent ks woid and of no effect.

When the Reciplent caniracts for products or services which are the subject matier of s Agreement, the
Reciplent must

use 3 falr process in obiaining price quobas Tom prospeciive contrachons;

mmﬂ]’m’

retain, and readiy provide to the Depariment an request, coples of all conracts wiih third parties; ana
mainizin accurate reconds of il fransaciians with third parlies, and provice the Department with
regsonable access o hese records:

2z

o ne

2RI

1y during the enfire tarm of the Agreement, and
Iy for € years afersands.
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Andbonaly, e Redplent must ensure that any comiract entered Into Wit thind parties ks consishemt with iniks
Agreemeant, Induding ihe foliowing bermns and condHions:

A Mothirg in this contract or In work done pursuant to | ks 5o be consinied 35 crealing a confrachual
redationship of amy kind between the Department and the third party; the Redpleni ks Inno
Ciepartment:

B) The third party must make avallable Involces, recelplts, cancelled chegues, wouchess, Suppaning
documents, books and reconds to the Deparment's representathees for Inspection and audh.

) The thind party must be bound ta the =ame privacy and security obllgations that apply o e
Recipient under section 7.0 of the corfrdbulion agreement.

INTELLECTUAL PROPERTY

“Inteilectusl Froperty Right” means any Inbellectual property right recognized by the law. Incuding sy
Imteliectual property nght protecied through legistation (e.g.. copyrignt, patents, Industnial design, ehe ), or
mmmﬁmﬁammﬂi Imformakion.

Where In fhe course of canmying oul the sendces, the Recipient produces any work subject to Infefiecsual
praperty rigiis, these righés shall vest In he Reciplent.

Reciplents should, or must H applcable, negotiate & copyright lcense wih one of the Canadian copyright
Ncersing agendes In ander & hawve rights an all capyrigt matersls Tor usSe by students, Insinichans and
agminisirative st

Depariment under this Agresment, the Redplent hereby granis fo the Depariment & non-sxcdushse, fulhy-paid
and royalty-fres lcence to reproduce, disiituie and transiate e work for purposss of camying out the
Depariments program ohjectives.

Agdibonaly, with respect to any waork licensed under this Section, the Reciplent

A warrants ihat the waork shall not Infringe on the copyrights, trademarks or propristary rights of others;

B) agre=s 1o Indemnity and Eave hamiess the Department from all costs, expenses and damages
arising from amy breach of any wamanty ghven min,s{n}umﬁqeammau

o) shall INCIUSE an ScKNOWISOgMENt, N 3 Tonm saNsfacany bo the Deparment, on Sy work whilch IS
produced by It wiin funds contributed by the Department under Tk Agreement, achnowledging that
the wark wak producad with Tunds coniribuied by ihe Deparment and IdeniFying the Reciplent as
b=ing solety responsible Tor the combeat of such work.

It the Reciplent Is Imoived, elther In or oul of court, In 3 clalm by & Tikd parky relabing o the Infingement of

5 Infeliechual property ngnis, the Recplient must Infomm the Department Immeolahedy (0 wniling of the dEim

‘Section 100 shall survive She termination of ine Agresment.

CAPITAL ASSETS

\Aitih negard to capital assets purchasad In whole or In part wih confribution funds, the Reciplent and the
Department agree Mal ownership of such assets rests with the Reciplent, subject io the Tollowing:

That such assets be Insuned for replacamEnt Costs;

That @n Imveniony of capial assets pUrchased with Deparment Sunds (or purcnasen Wil INEUTENce Sunds,
when Insurance coeks Nave bean pakd with funds from ihe Department) be kapt by e Reciplent. The
Inventory should Indude suMckent Infonmation such = purchase date, purchase price, make, model and
seral number for easy Identificalion of he Ssscts:

That the Reciplent nedther seil, ransfer, mmmmmmwmm
purchased with such funds wihout ihe priorariien consent of the Depariment; and

That &t the terminatizn of the Agreement, and ending of ihe sunding relafonship bebween the Department

and ihe Recipient, the latber wil ersure that any capital assets which hawe been purchased wiih Department

Depariment) but which have not baen physically Inconparated Into the premises of the Agreement holder, at
the discretion of the Depariment:

A be ok, at fair market value, and that the revwenue be appiied o eigible project costs, which may no
longer be clalmed for reimbursement;

B) b= fumea over 1o 3 registered chaniaie oRYaNIZANoN, SESIgNEd 1 aNGINEr oraniZalion (35 approved
o) be retained by the Agreement hoioer.

GEMERAL

This Agresment may be sgned I counberparnts, Sach of which when taken fogetner, will consiRuie an onginal
Agreemeant.

The termes of this Agreemeant take effect a5 of e date the Agreemeant |s signed by the Ist of the twao parties
o ok 6O

This Agreement ks binding on the Parfies and Meir successors and pemmitied assigrs.

Thits Agresment may be amenosd with ihe mubual consent of the Fecpient and me Department. To be vaiid,
any amendment must be In writing, In 3 form sabisfactony to e Depariment, and signed by the deskgnated

representatives of both ihe Recipient and the Departiment. Ay amendment shall take effect when signed by
the Ia=t of the twao parties o do 5.
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125

126

127

12.8

129

12.10

12.11

12.12

1213

12.14

The Department may, by nofice o the Redplent, suspend or terminabe fhis Agresment, In whole ar In part, at

any me withoul cause upon not less than ane |- 6] wriien nolkce of Intemtion o i2minate. In e event
ol a lermination notoe belng ghwen by e under this section:
Al The Redpient =hall make no Turther commiEments In redafon o the Agreement and shall
cancal ar otheraise reduce, o the extent possible, the amount of amy oubstanding commiimeis in
relation thersto

B) 2l elighile costs Incumed by ihe Reciplent up to the date of terminabion, not excesding e
maximum amount of ihe Department's cantribubion payabie under this Agreement, will be pald by the
Diepartment, Incuding the Reciplent's costs of, and Incldental io, e cancellabon of
obhligations Incurred By E 36 & consaquence of e termination of the Agresment; provided that
payment and reimburssment under this paragraph shall only be made to the extant that it 1s
established to the safsfacion of the Depariment that the costs meniianed hensin ware aciually
Incurmed by the Redpient ard the same are ressanabie and propeny atributatie o he
termninatian of ine Agresment.

o) The: amount of any condibulion Turds which remain unspent £hall be prompty repakd to ine
Department, and such amounts enall be 3 debt due o the Croven.

A) Ay notice or other communication with respect o this Agreement (hie “Nofice™) shall be effecively
gvEn I delivercd or sent by leSer, Tacsimie, or &mall 30ireEsen

11 In e case of The Department bor  Onsert contact and address here)

1 Inthe case of e Reciplent too Drizert contact and addness ]

or to Fuch other adgress, Tacsimile number, emall 30dress or adoressed o such ober Indhdoual as
gither party may from Sime to fime designale In wibing io the other party.

B) Any nobce that Is dellvansd will nave baen recetved an gellveny; any Motica sant by facsimile wil be
deemead to have baen recelved one (1) day afer having been send; ary Modce sent by e-mall will be
deemed to have baen recelved on the date ihat he emall ks sent, and any Motice maled by regular
mall wil be deemed to hawe heen recalved eight (B] days aSer being mailed,

The Reciplent represents and wamanis that e signatones. to iNis Agreemeant have bean duly Fuihoized o

execube and deliver this Agreement on Hs benalf,

The Reciplent represents and wamanis fhat e execuiion, dellvery and perfonmance of this Agreement hase

been ouly and validly authorized and when execuied and delivered will corstibute & legal, valid and binding

ahbilgation of the Redpient enforceahla with Iks tarms.

The Reciplent represents and wamsnis fhat It Is under no obligation, prohibiion or other disabliy, nor ks it

subject to or threatensd by any actions, sults or procesdings which could or would prevent compiliance: wilh

ihis Agreemeant.

The Recipient and the Deparment expressly disciaim any Inbention bo create a parfnership, joint vensure or

Joint enfarprise and that nothing and no acilfty arsing out of, relaied to, ococaskoned by or airbutahls 1o, In

any way, this Agreemant shall consiBute or be deemed o constihube that the Reciplent and the Department

are relgied as pariners, joint venturers. or prindpal and agent In any vay or for any purposs.

Medther the Departmant, nor ks employees, officars or agents, will hawe any llabilty In respect of claims of

any nature, Incluting cialmes for Injury or damages, Made Dy any person Involved in the acinbes thal ane

required of Te Reciplent In camying out s cbilga@ons undear this agreement, and the Redplent sl Indemnily
and sawe harmiess the Depariment, s emplioyess, Oficers and agents, In respect of any such claims.

The Recipient will obéain any necessany third party suihorzailons, a5 reguired bo camy oul Bs

mmpgmmmmwmmmammummmwu

Agreement. The will nase ra Bakiity in respect of Calmes from any person redadng o such rights,

and ihe Recipient will Indemnify and save harmmiess the Capariment Trom anmy such claime.

When direct dient sendces ane provided, fhe Reciplent shall erect & 3 sultabie locsSon on ks premises a sign

In bodn offclal languages, which the Deparbment caneldens appropriate, Indicaing hat the Reciplent's

SEMWICEE are Tunded Dy the Sovemment of Canada.

documentalion inbsnded for public use be avaliable Inboth of Canada's oMclal Enguages.
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1216

12147

1216

12142

1220

1221

1222

The Reciplent shall also publicly acknowiedge the Government of Canads’s confibulion In the Soliowing
ImaEnnetr:

Al by clearty and praminendy IgeniBying ine Govemment of Canada's comtribuiion In the InEiaive,
uSilzing promodon and agvertising iools made avalable by the Department and wording
to the for exampila “The Gaovemment of Canada provides funding to support fhis
Inftiative™: and
B) by acanowiedging the Govemment of Canada's contrisulion In ks announcements, IneEndess. and
Materials copyrighted io the Deparfment and ihe Crown In right of Canada, remain ihe propary of thess
InsiRutions.
The Reclplent wanmanss hat It has not, nor has amy persan offensd o promised o any official or employee of
Fier ihe Cueen In Right of Canada, for or with a view o this any bribe, gitt ar
other Inducement, and It has Not nor Ras any PErson an s benall empiyed army persan to solck this
WMEW.MwwﬂHWWUmﬂEmmM
Agreement.
Ko member of the Senate ar the House of Commons shall be admitted i any shane or part of s Agreement
or i @y benst ansing from 1 iat is not othensise avallable to the general pubilc.

It 15 & teemn of this Agresment that no curment o Tommer publiic: servant or pubikc offics holder to whom the

the prowision or recelpt of SuUch benents is In compllance wisn such legisiation and cooes.
Any person lobbying on Behall of the Reciplent must be registered pursuant to the Lobbying Act 35 amended
from time i ime.

The Parties agree ihat unkees olhensise specied In witiing In this Agreement, the Isw of She prosince where

ihe Reciplent’s head oice Is locabed shall be e applicsble provincsl 13w

The Reciplent shall declsne In varlting ta the Depariment IF the Reciplent or my of Hs oficers or empinyess:

A WWare convicied Guring 3 perad of innes years priar o the Agresmeant by 3 court of 3w In Canada or
In amy other |urisdiciion Sor an oSence Involving bribery or comupton: or

B) #re under sanciion, for an offence Irsolving britery or camupdon, Imposed by & govermment or 3
gowemmenial onganlzation.

The mEy Bmminaie ihe Agressmest Torthssi Tor default wihers | is found that the Reciplant has

The Reciplent acinowiedges hawing read and undarsiood the Agreement In s entirety and agress with s conients.
The pariies hereln have signed this Agreement through duly authornzed represeniaiives:

Reciplent Reciplant
Fam= (Frint} Fam= (Frint)
Fosiion Fosiion
Slprabore Hgreature
¥ *] ] L 7] o
I 11 1 I 1 I | I 11 1 | 1 I 1 |
ez Dak=
Thex Duparimant
Hame (Frint] Paosiion
¥ (13 [ =]
1 1 1 I 1 I 1 |
Elprashire Cal=
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Integration Programs - Schedule 1
Statement of Planned Activities and Intended Results |

2

O Setlement Program OFFICE LEE
1o | FILE NUMBER

OO0 Resettlement Program — Direct Services

L SRSIMAL
O Resettlement Program — Indirect Services T AMEMONENT

1 | MEME OF RECIPENT

STETERENT OF PLENNED ACTIVITIES AND INTENCED RESULTS

FROJECT DESCRIFTION AND CBJECTINE(5):
Frovide a bnefl overvisw of the project or infizfie and cleardy sfafe fhe oversl gosl or purpose of fhe Agresmenf
{Le fhe problem fo be solved)

FLAMMED ACTIVITIES:
Provide defzils on fhe pamary acfions fobe faken in orderfo accomplish the siafed Agreement objechves) (eg
fraining. cownseling research direcf sendce daliveny)

EXFECTED FROJECT OUTPUTSTARGETS:
Crefail fhe direcf products and sendces (e g fools reporfs; brochures cumcwls needs assessmenfs; onenfafions )
fo be generafed fhrowgh complefion of scihafizs. and assoozfed perdformance indicefors. i spplcabls
EXFECTED FROJECT CUTCOMES5:

Crefal fhe expecfed beneiifs andor changes for dizsnfs andor communifies 25 3 reswlf of fhe projed (2.9
increzsed swareness; new or improved shills: modified behswviowr]. induede performance indicsfors. if spplicabis

REFCRTING:
The Recipient agress to submit o the depantment {add or delete as appropriate)
FORECA ST OF CASH FLOW

= The Departmeant may reguest submission of a2 revised cash flow for the project

CLAMS

= Claims for reimbursement of eligible costs that support the achievemeant of objectives shall be submitted
by the Recipient on 2 MONTHLY/GUARTERLY/SEMIANNUAL (plesse select one) basis and shall b
accompanied by 3 progress reporton the actusl achievements of the project against planned activities and
expected results identified in Schedule 1. This report is to be submitted o C1C within 20 days of the end of
the reporting pernicd.

FINAL CLAIM

= Follwing completion of the project, the finsl claims of eligible costs, shall be accompanied by 3 final
project report detailing the sctusl achievements of the project against the project objectvels), planned
activities, and expecied results identfiedin Schedule 1. This report is tobe submitted to S5 within &0
days of the end of the funding pericd.
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ANHUAL AUDMNTED FINANCIAL STATEMENT S

+ For multi-year agreements, the Recipient shall submit to the Deparment, the crganizational annuwal
financial statements {sudited if available), within& months of the Redpienfs fiscal year =nd date.

COMPLIANCE AUDMNT REPORT {DELETE IF NOT APPLICABLE TO THE AGREEMENT])

= As persections 2,10 and 6.5 of the contribution agreement, the Recipient will submit 3 compliznce swdit
report to the Departmeant

OTHER:
TUTELA.CA |DELETE IF NOT APPLICABLE TO THE AGREEMENT):

+ Where development of teachingmatergls (2.9, curnicula, classroom resources, teaching tools, best
practice guides, stc.) is 3 funded activity in the agreemeant, Recipients will ensure that maizsnials
appropriste for disseminaton on Tutels. ca are upleaded thersto, unless an exemption is sowght from the
Dapartment. As 3 genaral rule, matenisk developed 35 part of this Agreement should be made availzbe
throwgh Tutels.ca, in 3 manner that allows modfication, adaptation and translaton for use by the Tutels.ca
community. Standard-setting {i.2. documents which establish norms for the whole program) and similsr
types of documents canbe shared on Tutels. cain 3 manner that allows the community to maks wse of
tham, but praventing modification. Recipients ar not reguired to upload all tesching maternials developed
2.3. l=sson plans, handouts, stc., though the Department encourages thess resources 1o be shared.
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ANNEX B

SCHEDULE 3

Reimbursement Clauses

[] Settlement Program 100 | File number

[[] Resettlement Program - Direct Services 101 [] Original
[1 Amendment
102 | Amendment number

[[] Resettlement Program - Indirect Services

1 Name of Recipient

1.0 The Department will make payments of the contribution amount by reimbursement, upon receipt from the

Recipient of claims for eligible costs, with supporting documents if requested by the Department, in accordance
with Section 4 1 of the Agreement.

20 During the course of the Agreement, should it be determined that advance payments are warranted for
achievement of program objectives, the Department will ensure that the conditions governing the need for
advances as per Clause 4.5 are met. For the purposes of advance payments, the written communication between
the Recipient and the Department shall constitute part of the Agreement and will supersede the advance payment
clause noted in Schedule 3 of the Agreement.

3.0 Holdback

An amount of up to % of the total agreement value will represent the holdback and be disbursed to the
Recipient as a final payment on receipt and approval by the Department of the final claims for eligible costs and
deliverables, including any requested supporting documents. Material submitted to the Department to support
release of the holdback must be certified by a duly authorized representative of the Recipient.

Advance clauses

40




[] Settlement Program 100 | File number

[] Original
[1 Amendment

[] Resettlement Program - Direct Services 101

. . 102 | Amendment number
[] Resettlement Program - Indirect Services E—

1 Name of Recipient

1.0 In order to obtain an advance payment from the Department, the Recipient confirms the following:
» the Recipient's current working capital is not sufficient to provide the necessary cash flows to carry out
the services;
+ other sources of funds that are not externally restricted for other initiatives are not sufficient to allow the
Recipient to deliver the services in advance of reimbursement of expenditures; and
» advance payments are necessary and essential to the achievement of the objectives outlined in
Schedule 1 and without CIC's advances, the success of the project or initiative could be compromised.

20 Upon execution of the Agreement and upon satisfactorily meeting the requirements as specified above and in
Clause 4.5 of the Agreement, the Department may make advance payments of the contribution amount as follows:

+ An initial advance for the month(s)/period of (INSERT MONTH(s)/period) as demonstrated in the cash
flow, with no subsequent advance.

+ An initial advance for the month(s)/period of (INSERT MONTH(s)/period) as demonstrated in the cash
flow, with subsequent advances not exceeding the reporting frequency detailed in Schedule 1, once
partial or full claims for eligible costs for the preceding period, with supporting documentation
if requested by the Department, have been submitted.

3.0 Holdback

An amount of up to % of the total agreement value will represent the holdback and be disbursed to the
Recipient as a final payment on receipt and approval by the Department of the final claims for eligible costs and
deliverables, including any requested supporting documents. Material submitted to the Department to support
release of the holdback must be certified by a duly authorized representative of the Recipient.

ANNEX B

SCHEDULE 4
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OFFICE USE

[ settlement Program 100 | FILE NUMBER

[] Resettlement Program — Direct Services

CEGIMAL
e L ARMEMOMASMT
[0 Resettlement Program — Indirect Services || AMSERCAEENT

1 | MAME OF RECIPIENT

SUPPALEENTARY TERM S END CONCITIONS

The provisions of this Schedule shall b2 interprated in conformity with those of the Agreement concluded by the
Department withthe Recipient.

Activity and Cutput reporting through the Department's system:

1. The Recipient shall use the internst-based sysiem provided by the Depanmsent to enterinform aion on clients
senved, services deliversd and program support activities.

2. The Recipient shall enswre that dsta eniny into the sforereferenced sysiem is complets and submitied in a
timehy mannar. Monthhy client activity and service data ars reguired to be input by the Sth working day of the
followring month. The Departmant may choose to withhold payment of invoices submitied by the Recipient if, in
the apinion of the Departmsant, the Recipientis not discharging its responsibility for data entryinto the
Depsrtment’s system.

3. The Recipient must submit Senvice Count Reports slong with interim and final project reports toaddress
related project outputs.

4. The Recipient shall maintain 3 minimem kevel of compuier environment The minimuem s pecifications ars 35
Tollowrs:

- A high-spe=d Intemet connection (cable, D5L, stc ). A 56kbs modem can be usedwhare 3 high-spesd
int=rnet connection is notavailable {slower connection = performance impaci).

. A Web Browser with 128-Bit 551 Encryption {swch 35 Intemet Explorer warsion 7.0 or higher, Firefos X or
higher, Chroms).

- Eecurnity Protection Software which contsins full version relisble and an wp-dated vires scan and firsersll.

Orther computers may work, butperformance could be affected.
Any Hardwars or softwars provided by the department is to be wsed in accordance with the Agresment and sy
stipulstions provided by the Deparmeant.

5. Imorder to obtsin access to the Department's system, the Recipient’s designated employess shall submitto
the Department for approval and processing the results of an individueals Criminal Records Cheok with the
Account Reguest Form, which will b= provided by the Deparimeant. The Recipient shall inform the Depatmeant's
Helpdesk of the date when 3 designated system ussr will c2ase or has cessed to be employed by the Recipisnt.

&. The Recipient sgress to provide updstes to the Deparmeant of any changses in contaot information.

T. The Recipient agress to ensure that staff have the knowisdge reguired to comphy with the Deparments data
entry reguirsmants. Training, wser support maisrials and help d=sk suppornt willbe mads svailable by the
Department.

B. The Recipient’s sccess to the Departmant's system shall cesss once itno longer receives funding from the
Department.

3. The Department shall not be held lisble for actions ansing out of the Recipient nottaking appropriste secwrity
messures 5 reguirsd in this agresment Secuwrity reguirsmants will be cutlinedin the systems relstsd secwrity
manusl and associzted minimum reguirements list document provided by the Department.
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Communications Protocol;
Add or modify as appropriate:

1. The Recipient shall ebtain the approval of the Department before preparing and ssuing any announcemants,
press releases, brochuss, adverisements or other maenals thatwill display the Depariment’s logo or otherwisz
make referancs to the Deparmeant.

2. The Recipient will advise the Deparimeant at least thity (20) days in advance of any specisl svent, (official
opening, conference, ribbon cuting, ete), the Recipientwishes o organize in connection with the Agreement. A
special evant shall only be held on 3 date which is mutuslly scceptable fo the Deparment and the Radpient.
Furthermors, the Recipient consents to having the Depariment or its designates participates in any suchevent.

OTHER:

Delete or modify as appropriate:

1. The Recipient shall notify the Department 14 days befor the star of the Annusl Ganaral Mastng of the
date, time and location of the mesting.

2. Internstionsl travel is not an eligible cost and will not be reim bursed by the Department wndsr this
agresment.

3. Where childcare is part of the agreement, the Recipient must provide ressonable scoess to thechikdears
monitoning agency, as identfied by CIC, for the purnpose of moniiorning chikdminding sies to ensure, and to
assist with, compliance with thenational Care for Newoomer Children Reguirements.

4. Furtherto section 8.1 ofthe agreement the parties sgres that the Recipient will b considered in defauk of
the contribution agresment should any of the sctivities contemplated by this agresmeant, such as, but not
limited to, advisory committese mestings, cutresch and networking efforss, content devalopmeant
workshops, or the final predudis) iselffremsshes be organzed with the express intent of lobbyving or
advocating against government policies or programs.

The parties further sgres that where the Recipient has shared plans with the Daparment sbout planned
activities and the Depariment has raised no objections in advance about those plans, those acvities will
not be considered to be activities organized withthe express intent of lebbying or advocating against
govermnment policy or programs, provided that thoss aciiviies are carnied out with strict adherznce to the
pre-approved plans shared with the Department. Where plans are shard with the Deparment and the
Department does objectto any of the activites cutiined in such plans, the Recipient willzither 2limings e
sctivities objected to, or to makechanges sufficiant to sddress the Deparments concarns. Whers the
Recipient either refuses to eliminate the activities in guestion or to makethe changes reguesiad by the
Departmant, the Recipiant shallbe considared in defauk of the contribution agreement.
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ANNEX C

Sample Budget Template

Cost Category  Line Item Sub-Line Items Details Total
Administrative Meqgotiated Administrative, e.q. 103 of Executive Director's salary, 305 of bookkeeper's salary; 10% clerical support
Costs Rate salary; MERCs s 30,000
303 of audit fees, admin space rent, bank charges 5 12,000
Subtotal g 42,000
Program Delivery | Wages, Benefits and AadEnies Fositonsi# of staff 3language teachers @ $23.580hr » 212 hrs 1 603 g 5,989
Mandatory Employment 3language teaachers @ $27 430hour & 106 hours 5 8,723
related Costs [MERCS) 1 admin assistant @ $12.07 & 35 hours @ 52 weeks 3 32,888
Semadts RRSF, dental, ete. $32887 n 10 g 3,288
AIESCS Employment Insurance FE0E0E 8 263 5 1,481
CPFIQFF $E0,602 & 4952 5 2,505
Training and Professional | Coweses B employess @ 2 courses annually, max $500 each 5 5,000
Deyvelopment Ykt 2 employees: participation fees @ 1 annual employer engagement, approg $200 each 5 600
Travel, dccommodation | Adeads [ax $20¢day which includes incidentals @ 10 participants 5 200
& Felated Costs ACCCTRTICOGSCT #1168 night (@ 2 night= 5 1,320
Tr oSt Tavis, mileage - mar $1000ea @ 10 participants 5 1,000
Dielivery Assistance Afamieals Learn English Lewel 1- 100 & $10 S 1,000
Tools & Materials Hameos photogopies of handouts for 100 students & 2 per handout 5 200
Fesearch Fiewiew & adaptation of materials from www.tutelaca B days @ $400¢day 5 2,000
Conferences gt aiy Fefreshments - $3(person @ 120 people @ 3 days 5 1,080
i Warkshops Yemue Semtal 1 room @ £5000ay # 3 days 3 1,500
Fublicity Lorwver $8000article @ 3 articles 5 1,500
Praofezzional and Fred Fevsinmer 10 days @ $500/day 5 5,000
Consultant Fees e ater 10,000 max 5 10,000
Copyright 35 annual royalty to access copyright X 100 students 5 3,500
Temporary Hotel accommodation family of & - 2 rooms @ $120 1 60days
Sccommodation s 14,400
Temparary Allowance Incidentals family of & & G0days & $24 5 1,440
Meals for AR clients Food family of B @ B0 days @ $38.52 5 2,335
Client Transpartation bus tickets ($2.00] & 20 students & 260 days 5 15,000
Owerhiead Fent Space - Classroom 7052 of F12000ma 5 10,080
Equipment rental photocopier @a $200/month 5 2,400
Childcare Childminders 3 caregivers @ $17.43hour ¢ 212 5 11,086
materialz and supplies Faper, paints, crayons, bape, books, playdoh 5 3,000
znacks F2Mchild w20 children » 250 days 5 10,000
GET{HST Eligible rebate amount Total program delivery § # eligible GSTIHST amounts 5 3,000
Subtotal § 165,125
Capital Costs Capital Expenditures 5§ computers, monitars, keyboards, mice; 1 printer 3 6,000
20 chairs, B tables 5 3,000
GET{HET Eligible rebate amount Toatal capital costs 4 & eligible GETIHST amounts 5 250
Subtotal 5 3,250
Total S 210,375

44




ANNEX D

I* Citzenship and
mmigration Canada

LEGAL HISTORY FORM

Is your organization, including staff andfor Board membens), currently involved, or been involved
awer the past 3 years, in any litigation procedures arising out of their work with your organization?

Immigration Canada

PROTECTED WHEN COMPLETED - B

PAGE 1 OF 1

B []ves [ No

If yes, please provide the name(s) of the case(s) and the commesponding court number(s) of litigation proceeding(s) against your organization,

andior against staff of Board members in this perod.

Mame of Parties

Court Number

Additional Information
(zawse of action, summary of facts giving rise to litigation)

SIGNATURE
Ag the duly authorzed representative of my organization | attes! that the abowe Information Is comect
Primt name Tiie'Name of Cnganization
Signature Dale
Year Mot Cay

Please note: If deemed necessary, CIC may request further information.

MM 5557 (02-2013) E
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ANNEX E

Example Forecast of Cash Flow for Advance Payments

Indicate whether
Forecast (F) or
Cifinarhip and Citoyernets of PAGE 1 OF 1
FORECAST OF CASH FLOW - SETTLE 1] Mame of Recipmnt 199 | Fibe umber
Fiscal Year 1 [ 2013 - 2014 C] Welcome to LINC CHO42013
E A E A E A E A FooA EA Fooa Y E A [ FoA
F = Forecast | A = Actusl
@0 B0 B0 B0 80 B0 B0 B0 @O B0 @O
Reportang perod Apa=il ay=11 B Jen-13 B Jul-13 EH A1) H Sep-13 E oce-13 3 Bev-13 H Dec-13 @ Jen-ld B Feb-ld B Has-1 3 TOTAL
| saiese]  sas.ese]  sueeo|  szoaco]  sze00]  sioemo]  swze]  sazeme]  sw,2e0] so, 20|  sa,zmo]  sm,2e0f s108,000|
#40, 600 #40,000 240,000 310, 200 #10, 009 #40, 000 340, 000/ #40, 000 #49, 00| 40, 904 #40, 000 349, 000 3420, 004
210, 000 $10, 009 320, 009
51%, 000 $1%, 000 338, 000
519, 000 519,000 238, 000
355,000 355, 004
510, 000 314, 030|
518, 000 18,000 514,000 §18, 000 si4, 000 B18, 000 514, 300 15, D0 B1E, 003 518, 00 5147, 030|
34, 000 24,000 4,000 24, 000 24, 000 4,000 34, 000 24, 000 24,000 24, 000 340, DO
210, 000 #10,000 210,000 310, 000 310, 000 210, 000 110, 000 #10, 000 210, 00| 310, 000 10, 000) 310, 000 2120, 009
Gompliance sk Note: G 5T
\ [ Enptis GST i i
Total 559,000  s129,000 5§97, 000 520, 500 320,000 549, 000 348, 000/ $94, 000 544, 00| 349, 004 545,000 349, 000 5452, 004
F gt i
§ GST
Total
| Total CiC Contritntion chE,uu 3143, 480 unu;u_l-;_g_b 312,400 312, 400 394, €80 376,280 3109, 880 7%, 280 377, 280 379, 280 ¥77,280 u,uoa.onol
FUNDING FROM OTHER SOURCES: Pease ienify ofher sounces of suppon the delivery of B scivilics identied in T Agroement.
Recpent cash Recgpent in-kind Other sources Oher sources Cher sources Oher sources
ispacify bere) inpecify heoel ispacify hege) ispecify becel
I/ carvify that the above La an & statesent of our ancicipated cash flow reguirssencs and [ :'.I
that advasce payments are sisestial irg the objectives of the contributios agressese._
Riecamerd Marmng [Print) Recgment Signatune
Joamne Saith Date ooy B
Recipent Hame (Print) The mItla_Ipa!mentwﬂh aqu o |
Mildred Jones advance in this case would be the New dropdown displays prompt for recipient

sum of the first three months. In this

e

46




