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Disclaimer: This information is provided for general informational purposes only. We encourage you to contact us at 
info@connectingottawa.com if you have any specific legal questions about a client’s situation. 

The purpose of this information sheet is to support frontline workers in speaking with their clients. It guides you in 
identifying potential legal issues, assessing their urgency, and determining the appropriate support. Asking the right 
questions helps to build trust, flag safety concerns, and connect clients with the right legal services. 

If you work with clients who are newcomers to Canada, you can better understand their immigration situation by 
asking questions like these (please note, not all sections will be relevant to every client): 

General questions  What is your full name (as it appears on your passport)?
______________________________________________________________________________

 Do you use any other names or spellings? ________________________________________
 When did you arrive in Canada? _________________________________________________
 Where were you born? _________________________________________________________
 What country(ies) do you have citizenship from? __________________________________
 Do you have any family members in Canada? Who are they? _______________________

______________________________________________________________________________
 Who did you come to Canada with (if anyone)? ____________________________________

_______________________________________________________________________________
 Where are you living right now? __________________________________________________
 Do you have a lawyer? __________________________________________________________

Immigration status 
May sound like: 
“I don’t know what 
status I have” 
“My status expired, 
but I want to stay in 
Canada” 
“I think my status 
changed, but I don’t 
know how”  
“My work/study 
permit expires soon” 

 Do you know what your current status in Canada is? (For example: visitor, student,
worker, refugee claimant, permanent resident, Canadian citizen, no status/unsure)
______________________________________________________________________________

 When does your current status expire? ___________________________________________
 What is your goal? Do you want to stay in Canada forever? _________________________
 Have you ever applied for permanent residence or citizenship? When and what

happened? ___________________________________________________________________
 Have you ever made a refugee claim in Canada (or in another country)? When and what

happened? ____________________________________________________________________
 Have you ever been told you are “out of status” or “without status”? When and what

happened? ____________________________________________________________________
 Have you ever been told to leave Canada? When and what happened? _______________

_______________________________________________________________________________
 Do you have a work permit? What kind, and when does it expire? ____________________

_______________________________________________________________________________
 Has your partner applied to sponsor you? When and what happened? _______________

_______________________________________________________________________________
Resources: 
o Immigrant Services of BC’s Immigrant Status Guide
o Rainbow Refugee’s Guide to Common Terms Used in the Refugee Process
o Canadian Council for Refugees: Glossary of Terms (Refugees and Immigrants)

Intake Questions: 
IMMIGRATION AND REFUGEE LAW 

(Updated: April 2026) 

https://issbc.org/tools-resources/immigration-status-guide/
https://rainbowrefugee.ca/elementor-3638/
https://ccrweb.ca/files/static-files/glossary.PDF
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o BCIT’s Status in Canada Guide 

Immigration 
documents 
May sound like: 
“I got a letter from the 
government, and I 
don’t understand 
what it says” 
 

 Do you have immigration documents with you today? Which ones? __________________ 
_______________________________________________________________________________ 

 Do you need help renewing or replacing a lost document? __________________________ 
 Have you received any letters or emails from Immigration, Refugees and Citizenship 

Canada (IRCC), Immigration and Refugee Board (IRB), Canada Border Services Agency 
(CBSA), or the Federal Court that you don’t understand or are worried about? 
_______________________________________________________________________________ 

 Do you have any applications in progress with IRCC? Which applications? ____________ 
_______________________________________________________________________________ 

 Have you received any letters, emails, or decisions about your application? Which 
letters and when? ______________________________________________________________ 
_______________________________________________________________________________ 

 Have you ever signed any forms or documents that you didn’t fully understand? Which 
forms and when? ______________________________________________________________ 
______________________________________________________________________________ 

Resources:  
o IRCC : Types of Immigration Documents 

Legal representation  
May sound like: 
“I haven’t heard from 
my lawyer in a long 
time” 
“I can’t find a lawyer 
to represent me” 
“I can’t aƯord a 
lawyer”  

o Do you currently have a lawyer, paralegal, legal clinic, or consultant helping you? What 
is their name? _________________________________________________________________ 
______________________________________________________________________________ 

o Are you looking for a lawyer? ____________________________________________________ 
o Are you happy with the help you’re getting? _______________________________________ 
o Are you able to pay your legal fees? ______________________________________________ 
o Have you applied for a Legal Aid Ontario certificate? _______________________________ 
o Would you like more information about Legal Aid Ontario certificates? _______________ 
o Have you ever lost contact with your lawyer or representative? What happened? ______ 

_______________________________________________________________________________ 
o Have you ever represented yourself in an immigration or refugee matter? _____________ 
o Would you like help finding legal advice or support? _______________________________ 
Resources:  
o Info Sheet: How to Find a Legal Representative 
o Info Sheet: Hiring a Legal Representative 
o Info Sheet: Communicating with Legal Representatives 
o Info Sheet: Legal Fees – How Do Lawyers and Paralegals Charge Clients? 
o Info Sheet: Legal Fees – How Does LAO Charge Clients? 
o Info Sheet: Firing a Legal Representative 
o Info Sheet: Legal Aid Ontario and Community Legal Clinics  

Deadlines, hearings, 
and appointments 
May sound like: 
“I don’t know when 
my refugee hearing 
is” 
“I don’t have enough 
time to submit my 
refugee claim; can I 
get an extension?” 
“I want to appeal a 
negative decision, 

 Do you have any upcoming deadlines with immigration or refugee authorities? What are 
they? _________________________________________________________________________ 

 Have you just been denied an application? What happened and when? ______________ 
_______________________________________________________________________________ 

 Do you want to appeal the decision? _____________________________________________ 
 Have you been told to send documents or forms to IRCC by a certain date? Which 

documents? ___________________________________________________________________ 
_______________________________________________________________________________ 

 Do you know the date of your next hearing, interview, or appointment? _______________ 
 Do you know where it will take place (for example, online or in person)? ______________ 
 Have you ever missed a hearing or appointment? When and what happened? _________ 

_______________________________________________________________________________ 

https://www.bcit.ca/international-students/permits-visas-status/status-in-canada/
https://www.canada.ca/en/immigration-refugees-citizenship/corporate/partners-service-providers/status-documents.html
https://connectingottawa.com/wp-content/uploads/2025/06/Info-Sheet-How-to-Find-a-Legal-Representative-June-2025.pdf
https://connectingottawa.com/wp-content/uploads/2025/06/Info-Sheet-Hiring-a-Legal-Representative-June-2025.pdf
https://connectingottawa.com/wp-content/uploads/2025/06/Info-Sheet-Communicating-with-Legal-Representatives-June-2025.pdf
https://connectingottawa.com/wp-content/uploads/2025/06/Info-Sheet-Legal-Fees-How-Do-Lawyers-and-Paralegals-Charge-Clients-June-2025.pdf
https://connectingottawa.com/wp-content/uploads/2025/06/Info-Sheet-Legal-Fees-Legal-Aid-Ontario-June-2025.pdf
https://connectingottawa.com/wp-content/uploads/2025/06/Info-Sheet-Firing-a-Legal-Representative-June-2025.pdf
https://connectingottawa.com/wp-content/uploads/2025/11/INFOSHEET-LAO-and-Community-Legal-Clinics-in-Ottawa-November-2025.pdf
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how much time do I 
have?” 

Resources: 
o Gerami Law’s Guide to the Immigration Appeal Process 
o IRCC’s Appellant’s Guide 
o Application to Extend the Time Limit to Submit the Basis of Claim Form 
o Application to Change the Date or Time of a Proceeding 

Family and 
dependents  
May sound like: 
“I want my husband 
to join me in Canada” 
“I want to bring my 
parents to Canada so 
they can take care of 
my children while I 
work”   

 Do you have a spouse or partner? ________________________________________________ 
 Is your partner or spouse live in Canada or in another country? ______________________ 
 Do you know your spouse’s status in Canada? _____________________________________ 
 Do you have children? __________________________________________________________ 
 Are your children in Canada or somewhere else? __________________________________ 
 Are you trying to bring family members to Canada? _________________________________ 
 Have you ever filled out any applications to sponsor family members? _______________ 
 Have you received any letters about your family’s immigration or refugee cases? ______ 

_______________________________________________________________________________ 
Resources: 
o CLEO’s “Do you want to sponsor your family to join you in Canada?” 
o Settlement. Org’s Sponsorship Guide 

Refugee claims 
May sound like: 
“I am afraid that I will 
be in danger if I return 
to my home country” 
“It has been over a 
year since I 
submitted my refugee 
claim, is something 
wrong?”  
“I don’t know how to 
fill out refugee 
application”  
“My refugee claim 
was rejected 
yesterday, and I think 
the decision was 
wrong” 

 Are you afraid to return to you home country? Why? ________________________________ 
_______________________________________________________________________________ 

 Have you ever made a refugee claim in Canada or in another country? When and what 
happened? ____________________________________________________________________ 
_______________________________________________________________________________ 

 When did you submit your Basis of Claim form and portal? _________________________ 
 Has your hearing been scheduled yet? ___________________________________________ 
 Have you had problems or delays getting your hearing scheduled? ___________________ 
 Do you have any new information or changes in your situation since you made your 

claim? ________________________________________________________________________ 
 Are you having trouble gathering evidence? _______________________________________ 
 Have you received a decision from the Immigration and Refugee Board? ______________ 
 If you received a negative decision, do you think there was an error or problem with the 

decision that you would like to appeal? ___________________________________________ 
Resources:  
o CLEO’s “What is a Refugee Claim?” 
o Canadian Council for Refugees “Working with Refugee Claimants” Guide for Frontline 

Workers  

 

https://geramilaw.com/blog/guide-to-the-immigration-appeal-process.html
https://www.irb-cisr.gc.ca/en/refugee-appeals/Pages/RefAppGuide.aspx
https://www.irb-cisr.gc.ca/en/forms/Pages/rpd-application-extend-time-submit-boc.aspx
https://www.irb-cisr.gc.ca/en/forms/Documents/Application-to-change-the-date-or-time-of-a-proceeding.pdf
https://www.cleo.on.ca/en/publications/spon-en
https://settlement.org/ontario/immigration-citizenship/sponsorship/outside-canada/how-do-i-sponsor-a-spouse-common-law-or-conjugal-partner-or-dependent-child-living-outside-of-canada/
https://www.cleo.on.ca/en/publications/hcref/what-refugee-claim
https://ccrweb.ca/sites/ccrweb.ca/files/2023-12/refugee-claims-practical-resource-2023.pdf
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