What’s Your Number?

Applying for a Social Insurance Number

You will need to have a Social Insurance Number (SIN) in order to legally work in Canada. 

To get a SIN card, complete the following steps:

1. Log on to the Internet.

2. Download the application form. Go to <www1.servicecanada.gc.ca/en/cs/sin/0300/0300_000.shtml#f1> and then click on the link that says “SIN application in PDF format.”

3. Print the application form. 

4. Complete the application form correctly. 

5. Bring your form to the nearest HRSDC office. A full list of offices can be found at <www.hrsdc.gc.ca/cgi-bin/hr-search.cgi>. 

6. Take the completed form to a Human Resources and Skills Development Canada (HRSDC) office. 

7. ALSO BRING the following documents:
a) Your birth certificate

b) A second piece of photo identification (ID); this could include a driver’s licence, a library card, or an age of majority card

c) If you were born outside of Canada, bring your Canadian citizenship card, or proof of your Landed Immigrant or Temporary status in Canada. For a list of documents that you can bring, go to <www1.servicecanada.gc.ca/en/cs/sin/100.shtml#c2>. 

d) If you do not have any of these papers, you are not yet able to legally work in Canada. You cannot yet get a SIN, but you can still have an unpaid Co-op placement.
8. The HRSDC centre staff will send the completed form in for you.  

9. The HRSDC office will give you a receipt. Keep this receipt as proof that you have applied, and in case there are any problems with your application.

10. Your SIN card will arrive in the mail. DO NOT LOSE THIS CARD! Keep it in a safe place! (Don’t keep it in your wallet!)

If you have lost your SIN card: 

1. There are detailed instructions at: <www.hrsdc.gc.ca/asp/gateway.asp?hr=en/cs/sin/130.shtml&hs=sxn>.

2. Go to the Canada Employment Centre and complete the same application form, as described above, or download the applicaton from <www1.servicecanada.gc.ca/en/cs/sin/0200/0200_010.shtml#so2>.

3. On the form, check off the box that says “replacement card.” There is a $10 replacement fee.  

4. Read the form carefully and give the correct information and documents so that you can get your new card quickly. 

SIN Assignment

Instructions

1. If you have a copy of your SIN card already, give a photocopy of it to your CIC teacher.

OR

2. If you do not have a SIN card, make a copy of your receipt, showing that you have applied for your SIN card.

OR

3. If you cannot legally work in Canada yet, give your teacher a copy of your completed SIN application form.

Marks:









/20

Knowledge and Understanding






/10

	
	50—59%
	60—69%
	70—79%
	80—100%

	Knowledge of facts
	Demonstrates limited knowledge of facts
	Demonstrates some knowledge of facts
	Demonstrates considerable knowledge of facts
	Demonstrates thorough knowledge of facts


Application








/10

	
	50—59%
	60—69%
	70—79%
	80—100%

	Application of current technology (e.g., use of the Internet)
	Uses technology with limited appropriateness and effectiveness
	Uses technology with moderate appropriateness and effectiveness
	Uses technology with considerable appropriateness and effectiveness
	Uses technology with a high degree of appropriateness and effectiveness


Apply Yourself 

Completing Application Forms

Application forms are similar to resumés, but employers ask you to fill them out, as well as to submit your resumé.

There may also be an online application to complete on the Internet. In this case, you will have to go to the employer’s web page and complete the application.
Do the following

 
Take application home and take your time in completing it. 
 
Use a pen. You should bring one with you when you are applying to employers.

 
Print neatly! The employer has to be able to read what the application says.

 
Be careful with your spelling and grammar! 

 
If the application asks for some information that is also on your resumé, do NOT write “see resumé” in that section. This tells the employer that you are too lazy to bother completing this properly, and they may not consider your application.

 
Do not write in areas that state “for office use only.”

 
When it asks, “When are you available to start work?,” write the date, even if it is as soon as possible (“ASAP”).

 
If you’re not sure how to respond to “Salary or Wages Expected,” print “Open.”

 
“Reason for leaving last job.” Possible reasons might be that you:

· returned to school

· started a more challenging job

· had your contract end

· had health problems

· took maternity leave

· relocated

· had your business close

· were laid off

 
When it asks the position you are applying for, be specific. Do not write “anything” or you will appear desperate—and it shows that you don’t know what you want. It also shows that you don’t know much about the company. Employers often will not want to hire you for these reasons. Look up the company online. Do they have available jobs listed? Or do they have a list of jobs in the company, or an organizational chart? Don’t apply for a senior position, since you are not qualified for that yet! 

 
“Are you legally allowed to work in Canada?” You will have to check yes or no. You are legally allowed to work in Canada if you are in Canada legally and have landed immigrant status, residency, or citizenship. 

 
“Are you willing to relocate?” If you say yes, be sure that you will be able to work in another location.

 
“Are you bondable?” If you have been convicted of a criminal offence, being bondable may be difficult. Talk to your CIC Teacher or Guidance Counsellor for more details.

 
Be honest on your application. If you lie on the application, you can be fired, even years after you have been working for the company. Many places will call all of your references to verify that what you have said is true. 

 
If a question does not apply to you, write N/A (which means “not applicable”). This way, the employer will not think that you forgot a section.

 
After you have completed the application, read it over to look for mistakes before handing it to the employer or other company official. 

 
If there are mistakes on the application, redo it. If you need to practise, write on a photocopy of the application first.

Instructions
1. Complete both of the attached sample application forms with your correct information.

2. Submit the completed applications to your CIC teacher.

Marks:









/30
Knowledge and Understanding


2 applications x    /5=

/10

	
	50—59%
	60—69%
	70—79%
	80—100%

	Knowledge of facts
	Demonstrates limited knowledge of facts
	Demonstrates some knowledge of facts
	Demonstrates considerable knowledge of facts
	Demonstrates thorough knowledge of facts


Communication



2 applications x   /5=

/10

	
	50—59%
	60—69%
	70—79%
	80—100%

	Use of communication skills in the application
	Demonstrates limited communication skills
	Demonstrates moderate communication skills
	Demonstrates considerable communication skills
	Demonstrates strong communication skills


Application




2 applications x   /5=

/10

	
	50—59%
	60—69%
	70—79%
	80—100%

	Application of ideas and skills (e.g., personal management skills) in familiar contexts
	Uses ideas and skills in familiar contexts with limited effectiveness
	Uses ideas and skills in familiar contexts with moderate effectiveness
	Uses ideas and skills in familiar contexts with considerable effectiveness
	Uses ideas and skills in familiar contexts with a high degree of effectiveness


Sample Application Form #1
	APPLICATION FOR EMPLOYMENT


	SURNAME


	FIRST NAME
	MIDDLE NAME
	SOCIAL INSURANCE NUMBER (SIN)

	ADDRESS


	EMAIL
	PHONE NUMBER



	ARE YOU LEGALLY ALLOWED TO WORK IN CANADA?

Yes                    No
	POSITION APPLIED FOR:
	WILL YOU WORK SHIFT WORK?

Yes       No

	EDUCATION RECORD
	HIGHEST GRADE COMPLETED
	LENGTH OF COURSE
	MAJOR SUBJECT
	DIPLOMA/DEGREE GRANTED

	SECONDARY SCHOOL


	
	
	
	

	BUSINESS, TRADE, OR TECHNICAL SCHOOL
	
	
	
	

	COMMUNTIY COLLEGE


	
	
	
	

	UNIVERSITY


	
	
	
	

	ADDITIONAL COURSES/WORKSHOPS



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	EMPLOYMENT EXPERIENCE



	Most recent employer

Name/Address


	Name of Supervisor
	Position/Title Held
	Dates of Employment

From           To

	
	Reason for Leaving


	Final Salary

	
	Duties/Responsibilities



	Employer

Name/Address


	Name of Supervisor
	Position/Title Held
	Dates of Employment

From           To

	
	Reason for Leaving


	Final Salary

	
	Duties/Responsibilities



	Employer

Name/Address


	Name of Supervisor
	Position/Title Held
	Dates of Employment

From           To

	
	Reason for Leaving


	Final Salary

	
	Duties/Responsibilities



	For employment references, may we contact your present employer?   Yes     No 

Former Employers? Yes     No

	REFERENCES

	Name and Occupation
	Address
	Phone Number



	Name and Occupation
	Address
	Phone Number



	Name and Occupation
	Address
	Phone Number



	List any skills or other experiences that you feel are of value:



	Are you bondable?  Yes      No
	Are you able to relocate?  Yes      No

	The facts set forth above in my application are true and complete. I understand that if employed, any false statements on this application may be considered sufficient cause for dismissal. 
	Signature of applicant:

Date:

	For office use only:                                                                     Results of Interview:

Interviewed?  Yes      No     Date: 


Sample Application Form #2
APPLICATION FOR EMPLOYMENT

Thank you for your interest in employment opportunities at The Big Box. Our company is committed to employment equity. The information requested is treated confidentiality and will be used for hiring purposes only.

In completing this application, please:  

1. PRINT or type.

2. Compile all sections as appropriate.

3. Complete even if you are submitting a resumé.

PERSONAL INFORMATION

_________________________________________
__________________________________
First name





Last Name

_________________________________________
__________________________________

Number & Street Address




Apt. #

_________________________________________
__________________________________

City






Province

Postal Code

_________________________________________
__________________________________

Telephone Number




Email 

JOB INTEREST

In what area/department of the store are you interested in working? Please check the appropriate box.

Bakery…………………........

Cashier………………...….….

Deli…………………………….…

Front End (bagger) .…….

Floral……………………….…

Produce……………………….

Salad Bar……………………..

Take-out….……………….….

Seafood………………………..

Meat………………………………

Grocery…………………………

Photo Lab………………………

Pharmacy Assistant……….

Any………………………………..

General Merchandise ……

Holy Smokes………………….

Natural Value………………..

Kids………….………….………..

How many hours would you like to work each week? Please check the appropriate box.

5—8……………………………….

9—12……………………………..

13—16……………………………

17—20…………………………..

21—24……………..……………

24+……………………………..

AVAILABILITY

	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY
	SATURDAY
	SUNDAY

	Day           
	Day           
	Day           
	Day           
	Day           
	Day           
	Day           

	Evening     
	Evening     
	Evening     
	Evening     
	Evening     
	Evening     
	Evening     

	Midnights  
	Midnights  
	Midnights  
	Midnights  
	Midnights  
	Midnights  
	Midnights  


 EDUCATION AND SKILLS


	
	Years completed


	Certificate/diploma received

	High school

College

University
	     1    2     3     4      5  

     1    2     3     4      5
     1    2     3     4      5
	           Yes            No 
           Yes            No 
           Yes            No 



Do you have any specialized experience/certificates? Please check the appropriate box.

Meat Cutting…………………..

Cake Decorating…………….

Floral Design………………….
 Restaurant…………………….


Retail Sales…………………..

Produce……………………….

Bakery………………………..

Health & Nutrition………


Pharmacy………………………

Deli…………………………………

Photo Lab………………………

Tobacco Shop…………….…











