Settlement Team Sponsor Checklists

Practical tools for LGBTQ+ refugee sponsorship teams
Updated June 18, 2026

For MCC Toronto LGBTQ+ Refugee Programs, Settlement Teams / Constituent Groups, co-sponsors and trainers.

Important

Use these checklists with the current MCC Toronto MOU, Sponsor Handbook, approved budget, settlement plan and
case-specific direction. This resource does not replace the Sponsorship Undertaking, the SAH Agreement, current IRCC
instructions, RSTP training or legal advice.

Website and privacy note
This blank resource is suitable for public website upload. Completed copies may contain personal, financial or case
information and must be stored securely. Do not post completed copies publicly.



A. How to use these checklists

Mark each completed item, record follow-up actions, and update the checklist whenever the team, budget, settlement
plan or newcomer circumstances change. Case-specific needs may require a different order or more support.

Current requirements reflected here

The post-arrival sections follow IRCC's current stages: pre-arrival after NAT, arrival and first 3 weeks, months 1-3,
months 4-6, months 7-9, and months 10-12. Use current RAP-based rates when support is delivered. Check current
IFHP coverage and co-payment rules before health appointments.

Keep entries brief and practical. Do not record unnecessary details about a person's refugee history, health, relationships, HIV
status, sexual orientation, gender identity or other sensitive information.

Team and case information

Internal case reference Program OPSR ORRAP OBVOR O
JAS 0O Other

Community of settlement Arrival date

Team Lead Co-Lead / backup

Finance Lead Settlement Lead

MCC Toronto contact Sponsorship end date

Checklist last updated Next review date

B. Training completion record

MCC Toronto decides which training is required for each role. Course names and schedules change, so use the current RSTP
training page rather than an old printed schedule.

MCC Toronto orientation: SAH
oversight, Settlement Team roles,
accountability and escalation.

O Current MOU, Sponsor Handbook,
settlement plan, approved budget
and case-specific instructions.

O Private sponsorship foundations
through current RSTP training or
the equivalent assigned by MCC
Toronto.

O Application process: current forms,
portal roles, family composition,
consent and document accuracy.

O Settlement planning, community-of-
settlement responsibilities, backup
roles and contingency planning.

O Financial support: current RAP-
based rates, RSTP calculator, direct
payments, in-kind rules and
records.

0 Newcomer rights, sponsor

boundaries, no repayment,
complaints and freedom of choice.

O Privacy, secure records, informed
consent, media and information-
sharing rules.

O LGBTQ+ and SOGIESC-sensitive,
trauma-aware, anti-racist and
culturally respectful support.

O Role-specific preparation and a pre-
arrival refresher after the
Notification of Arrival Transmission
(NAT).



MCC Toronto Settlement Team Sponsor Checklists

1. Final review before signing the MOU
S L
| All parties have read the current MOU, including roles, financial

support, privacy, no-control language, refusal/default, conflict
resolution, term and signature sections.

Names, roles, contact details and signature blocks are correct.

The Team Lead, Co-Lead or backup, Finance Lead and other key
roles are identified and available.

The settlement plan, budget and MOU schedules agree with one
another.

o o oo

Funding milestones, current administrative cost if any, fund-
holding rules and unused-funds policy have been reviewed with
MCC Toronto.

Privacy, informed consent, media, LGBTQ+/SOGIESC
confidentiality, safeguarding and secure-record expectations are
understood.

O

| Actual or possible conflicts of interest and close personal, family,
employment or financial relationships have been disclosed to
MCC Toronto.

| Escalation contacts, emergency procedures and the process for
team changes or withdrawal are known.

All signers understand that responsibilities cannot be transferred
informally and may continue even if a team member steps back.

| No one has promised that an application will be submitted,
approved, processed by a certain date or result in travel by a
certain date.
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MCC Toronto Settlement Team Sponsor Checklists

2. Application readiness checklist
MCC Toronto has authorized the case to proceed and confirmed that
a sponsorship space or allocation is available where required.

Required MCC Toronto orientation, role-specific training, screening
and checks are complete.

The Settlement Team meets community-of-settlement and local-
representation requirements for the case.

O o o O

All accompanying and non-accompanying family members are
declared as required, and any change in family composition has been
reported.

Current IRCC forms, portal instructions and document checklists are
being used; old saved forms have not been reused without checking.

The applicant's consent and the authority of any representative or
person helping with forms are clear and documented.

The settlement plan assigns tasks, timelines, backups,
communication methods and contingency steps.

The budget uses current RAP-based guidance, realistic local housing
and living costs, case-specific needs and a contingency amount.

Required funds are deposited or verified under the MOU and current
MCC Toronto procedures.

Applicant communications are respectful, accurate, documented and
do not promise approval or timing.

Privacy, interpreter, digital-security and LGBTQ+/SOGIESC safety
risks have been considered.

MCC Toronto has completed its final review before submission.

O oo o o o o d
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MCC Toronto Settlement Team Sponsor Checklists

3. While the application is in process

oope ____________________ em |
The team remains active, trained and able to provide backup
coverage.

Regular team check-ins are scheduled and decisions are
recorded.

Team and applicant contact information is kept current with MCC
Toronto.

Material changes are reported promptly, including family
composition, marriage/separation, pregnancy/birth, death, identity
documents, location, safety risk or loss of contact.

O O O O

Funds remain available and the budget is updated when rates,
rent, family size or case needs change.

Housing, health, settlement, education, employment,
interpretation and LGBTQ+-affirming services are researched
without making commitments too early.

O

O Case information, photos and stories are not shared publicly
without specific informed consent and MCC Toronto approval
where required.

The team uses honest language about timing and does not
announce an expected arrival date before official notice.

O MCC Toronto and IRCC requests are answered by the assigned
person before the deadline.

Any procedural fairness letter, refusal, serious interview concern
or urgent document request is forwarded to MCC Toronto
immediately; team members do not give legal advice or respond
on their own.

O A contingency plan exists for team turnover, funding gaps,
housing changes and delayed travel.
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MCC Toronto Settlement Team Sponsor Checklists

4. Pre-arrival checklist after the NAT
The Notification of Arrival Transmission (NAT) has been reviewed and
shared only with people who need the information.

MCC Toronto has completed a final readiness check with the team.

The team still meets community-of-settlement or local-representation
requirements.

Safe, healthy and suitable temporary or permanent housing is
confirmed, with a backup plan.

Airport or arrival-point transportation and a backup driver or plan are
confirmed.

Interpreter, accessibility, mobility, dietary, health and other immediate
needs are confirmed as far as possible.

Food, linens, basic household items, appropriate clothing and first-
week supplies are ready or funded.

Phone, internet, emergency contacts and a way to reach the team are
ready.

Start-up support and the first monthly payment are ready and the
payment method is documented.

IFHP-registered providers, urgent-care options and any known
medication or health needs have been researched.

ServiceOntario/OHIP, Service Canada/SIN, banking, settlement
services, school and other first appointments are mapped or planned.

The team has a confidentiality and identity-safety plan, including
chosen names/pronouns and where they are safe to use.

The first-week schedule allows time for rest and does not overload
the newcomer with appointments.

o o oo oo oo ooogoogld

For an approved RRAP case, the written government/sponsor
financial schedule and the team's 12-month settlement duties are
confirmed.
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MCC Toronto Settlement Team Sponsor Checklists

5. Arrival and first 3 weeks

Arrival day and immediate needs
Meet the newcomer at the arrival point and provide transportation to
safe housing.

Check for any urgent health, accessibility or immediate safety need
and arrange appropriate help.

Confirm that housing is clean, secure, suitable and supplied with food,
bedding, furniture and essential household items.

Explain home safety, fire alarms, emergency exits and how to call
911.

Provide or activate a phone/internet connection and explain how to
contact the team.

Orient the newcomer to the immediate neighbourhood, transit and
places to buy groceries and essentials.

o oo o o o d

Welcome the newcomer without pressuring them to attend faith,
community, media or social activities.

Complete during the first 3 weeks

O Update IRCC address, email and telephone information for each
family member when required.

O Check the IFHP Certificate of Eligibility for correct information, help
register for the beneficiary portal, use IFHP-registered providers and
explain current coverage and co-payments.

N Apply for OHIP and keep proof of the application.

N Apply for a Social Insurance Number and explain how to protect the
SIN.

O Open a bank account and explain the monthly support amount,
payment date, rent, utilities and basic budgeting.

N Apply for the Canada Child Benefit and GST/HST credit where
applicable.

O Register school-aged children, arrange childcare information where
needed, and address vaccination or school-entry requirements.

N Connect the newcomer with an IRCC-funded settlement service
provider for a needs assessment and settlement plan.

O Identify primary health care, pharmacy, dental, counselling or mental-
health options and arrange interpretation when needed.

N Review sponsor roles, newcomer rights, complaint routes, privacy,
informed consent and freedom of choice.

O Ask privately about chosen name, pronouns and identity language,
including where that information is safe to use.

N Do not hold the newcomer's passport, PR documents, health card,
bank card, phone or other personal property.

O Record financial support, start-up purchases, referrals, appointments
and follow-up tasks.

N Track any remaining start-up support so it is provided no later than

the end of Month 2, except later seasonal items that are clearly
planned and funded.
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MCC Toronto Settlement Team Sponsor Checklists

6. Months 1-3
O Hold an orientation with the newcomer and sponsorship parties,

ideally before the end of Month 1, covering roles, rights, financial
support, IFHP, services and communication.

Help secure healthy, safe and suitable permanent housing if this is
not already in place; explain the lease, tenant rights, utilities and
insurance.

O

Follow up on PR cards and update IRCC contact information if
needed.

Explain the importance of filing taxes and follow up on CCB or other
benefits where applicable.

Help identify a family doctor or primary-care provider, dentist and
needed counselling or specialist services.

Ensure a settlement needs assessment and personalized settlement
plan are completed or underway.

Arrange a language assessment and provide information on language
classes.

Discuss credential assessment, education, training and employment
services according to the newcomer's choices and readiness.

Provide financial orientation on money, banking, credit, rent, bills,
taxes, budgeting and immigration loans.

Explain workplace rights if the newcomer chooses to work.
Provide financial support on the agreed schedule without requiring the
newcomer to ask for it.

Review the settlement plan, budget, referrals and team capacity at
least monthly.

Offer community, cultural, faith and LGBTQ+ connections as choices,
not requirements.

o o oo o oogoo oo -

7. Months 4-6
Follow up on language assessment, enroliment and attendance
support requested by the newcomer.

Provide information on education, vocational training, bridging
programs and credential pathways.

Offer employment or self-employment support without pressuring the
newcomer to accept a particular job.

Support any One-Year Window application or related family-arrival
planning when applicable and directed by MCC Toronto.

Review physical health, mental health, dental, medication and
accessibility needs and any service gaps.

Review housing stability, rent, utilities, tenant issues and possible
renewal or relocation needs.

Support voluntary community, peer, cultural and LGBTQ+-affirming
connections.

Update IRCC contact information if the newcomer moves or details
change.

Provide and document monthly financial and settlement support.

oo o o oogoo0oo o™

Update the settlement plan and budget after any change in income,
employment, family, residence, health or support needs.
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MCC Toronto Settlement Team Sponsor Checklists

8. Months 7-9
Identify unmet settlement needs or service gaps and make referrals
before the sponsorship ends.

Begin a written transition plan with the newcomer and team.
Review income, employment, education, language training, benefits
and realistic post-sponsorship finances.

Review housing stability, lease renewal, utilities, tenant rights and
subsidized-housing options where relevant.

Review OHIP, IFHP-covered needs, primary care, medication, dental,
counselling and ongoing health referrals.

Check PR cards, SIN, health cards, tax filing, CCB and any One-Year
Window matter.

Support the newcomer in managing appointments, bills,
transportation and services more independently.

Discuss what relationship, if any, the newcomer and team want after
sponsorship, with respectful boundaries.

o o oo o o oo o

Continue all required settlement support and document financial
support through the end of the commitment period.

9. Months 10-12 and closeout
N

Verify that essential documents are in place: SIN, PR card, health
card and other case-specific documents.

Follow up on CCB, tax filing, the Canadian Dental Care Plan and
other benefits where applicable.

Provide information and practical help with provincial social
assistance when needed to prevent a gap after sponsorship.

Confirm stable housing and any remaining furniture or household
items needed for independent living.

Confirm connection to settlement services and provide information on
Canadian citizenship resources.

Continue required financial and settlement support through the official
end date.

Hold a final transition meeting and explain clearly what changes when
sponsorship ends.

Complete the final support log, financial reconciliation, outstanding
receipts and any MCC Toronto closing forms.

Handle unused funds only under the MOU, MCC Toronto policy,
charity requirements and written direction.

Securely archive, transfer or close files under MCC Toronto policy.

Invite feedback without pressuring the newcomer to share a public
story, photo, quote or testimony.

o oo oo ooo0oo0oo oo

Confirm case closeout and the final payment date with MCC Toronto.

Remember
Settlement support continues for the full sponsorship period. If self-sufficiency ends, required financial support must
restart.
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MCC Toronto Settlement Team Sponsor Checklists

10. Monthly monitoring checklist

Complete this review every month. Copy this page or use the same fields in MCC Toronto's approved case-management
system.

Internal case reference Program OPSR ORRAP OBVOR O
JAS O Other

Community of settlement Arrival date

Team Lead Co-Lead / backup

Finance Lead Settlement Lead

MCC Toronto contact Sponsorship end date

Checklist last updated Next review date

Financial support was correct, on time, traceable and documented.
Any remaining start-up support is on schedule.

Housing is safe, stable, suitable and affordable within the approved
plan.

Food, clothing, transportation, phone/internet and other essentials are
adequate.

Health coverage, appointments, medication, dental and mental-health
needs are being addressed.

Settlement services, language, education, employment and credential
referrals are progressing as chosen by the newcomer.

Community, cultural, peer, faith and LGBTQ+ connections remain
voluntary and safe.

Privacy, consent, chosen-name/pronoun and identity-safety
expectations are being followed.

The newcomer knows how to contact the team, MCC Toronto and
appropriate complaint or emergency services.

The team has enough active members, backup capacity and clear
communication.

IRCC and MCC Toronto contact information is current.

Changes in location, income, employment, family composition, health,
documents or support needs have been recorded.

The settlement plan and budget have been updated where needed.

Concerns have been escalated to MCC Toronto before support is
affected.

o oo oo oo o oo oo oomo

Next actions, responsible people and due dates are recorded.

Monthly notes / actions
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MCC Toronto Settlement Team Sponsor Checklists

11. Financial support and records checklist

oo e
The budget uses RAP-based rates in effect when support is

delivered, actual local costs and case-specific needs.

Start-up support is provided between arrival and the end of Month 2,
except later seasonal items that are clearly planned and funded.

Monthly support is provided on a predictable schedule; the newcomer
does not have to ask for basic support.

O o o O

A direct, traceable payment portion is included. Support is not
provided only through donated goods or sponsor-controlled
purchases.

Sponsor purchases, rent, transfers, accepted in-kind items and
allowable deductions are documented.

O

Donated items are safe, in good condition, accepted by the newcomer
and within current in-kind rules and limits.

O

N No sponsor, donor, volunteer or related person has accepted or
requested money from the newcomer for sponsorship, housing, care
or settlement help.

O Financial support is not made conditional on the newcomer providing
receipts, bank statements or financial declarations.

O Any lump-sum payment covers no more than 3 months, is paid at the
start of the period, is clearly explained and includes budgeting
support.

O Support is not reduced because of personal choices about work,
school, language or community participation.

O Any change based on earned income, personal assets, benefits,
living arrangements or family circumstances follows current IRCC
rules and MCC Toronto direction.

N If self-sufficiency ends during the sponsorship period, required
financial support restarts promptly.

N Financial commitments are reviewed monthly and after any move, job
change, birth, separation, hospitalization or family arrival.

N For an approved RRAP case, the team follows the written schedule:
IRCC provides start-up and 3 months of financial support; sponsors
provide 9 months of financial support and all settlement support for 12
months.

O Records are retained securely and can be provided to MCC Toronto
or IRCC when lawfully requested.

Financial support record
Use one row for each payment, purchase or in-kind item. Do not record full bank account or card numbers.

Date Period | category Cash amount In-kind value Method / proof m
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MCC Toronto Settlement Team Sponsor Checklists

12. Privacy, consent and LGBTQ+/SOGIESC safety checklist

(]
(]

O

o oo o

Consent check before sharing information

Case files are stored only in secure systems approved by MCC
Toronto, with access limited to people who need it.

The team records only information needed for sponsorship and
avoids unnecessary sensitive details.

No one shares or confirms a person's sexual orientation, gender
identity, gender expression, sex characteristics, HIV status,
relationship, location or refugee history without specific informed
consent.

The newcomer has been asked privately which name, pronouns and
identity language to use and where it is safe to use them.

Photos, videos, quotations, media interviews, fundraising stories and
social-media posts require specific informed consent for each use;
consent can be withdrawn.

Faith participation, membership, volunteering, donations, unpaid
work, media participation and public storytelling are optional and
never conditions of support.

Sponsors do not hold passports, immigration documents, health
cards, bank cards, phones or other personal property except briefly
with informed consent for a specific task.

Housing, work, education, health care, relationships, clothing,
community activities and public appearances remain the newcomer's
choices within lawful and practical limits.

Interpreters are chosen with confidentiality and outing risks in mind,;
professional or qualified interpreters are used for legal and medical
matters whenever possible.

Referrals are LGBTQ+-affirming, anti-racist, culturally respectful and
based on the newcomer's preferences.

Actual or possible conflicts of interest are disclosed to MCC Toronto.

Any privacy breach, outing, harassment, exploitation, discrimination
or unsafe sponsor conduct is reported promptly.

The team has an emergency and safety plan that does not expose
the newcomer's identity unnecessarily.

O o o Ooogano
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What information will be shared is specific and limited.
The purpose, audience, format and length of use are explained.

Safety, family, immigration, digital and community risks have been
considered.

The person had a real choice and could say no without losing
support.

Consent is written when information, photos, stories or media will be
public.

The team knows how to stop future use if consent is withdrawn.
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MCC Toronto Settlement Team Sponsor Checklists

13. Escalation guide

Raise concerns early. Do not wait until housing, food, funds, safety or team support has already broken down.

Immediate

Same day

Within 2 business days

Monthly

Immediate-response reminders

Immediate danger, violence, abuse,
exploitation, missing person, serious medical
emergency, unsafe housing or no place to
sleep tonight.

No food or required funds, housing loss,
sponsor withdrawal, serious privacy breach or
outing, major team conflict, urgent IRCC letter
or refusal, suspected fraud or
misrepresentation.

Move or secondary migration, income or self-
sufficiency change, new family member,
pregnancy/birth, marriage/separation, death,
health change, budget change, new identity
document or contact change.

Routine progress, referrals, support records,
budget tracking and non-urgent follow-up.

orgeney ————— ampes o heon

Call emergency services when appropriate,
move to safety if possible, and notify MCC
Toronto as soon as it is safe.

Notify the Team Lead and MCC Toronto.
Preserve records. Do not give legal advice,
make public statements or send an IRCC
response on your own.

Document the change and ask MCC Toronto
for guidance before changing support or the
settlement plan.

Record in the monthly monitoring log and
assign next actions.

Call 911 for immediate danger or a medical emergency.

O oo o oood

Escalation record | next steps

Do not investigate, confront or mediate a dangerous situation alone.

Share information only with people who need it for safety or the

response.

Record dates, facts, actions and who was notified; do not add

speculation.

Preserve letters, emails, screenshots, receipts and deadlines.

Do not post about the situation online or speak to media without
authorization and informed consent.

Refer immigration and legal questions to MCC Toronto and an
authorized professional when needed.
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Page 12



MCC Toronto Settlement Team Sponsor Checklists

14. Team contact and action record

Complete this page for each team and store it securely. Do not upload a completed copy to a public website.

MCC Toronto program contact

Team Lead

Co-Lead / backup

Finance Lead

Housing Lead

Health / appointments Lead
Settlement / language Lead
Interpreter / language support
IRCC-funded settlement agency

Primary-care / community health
centre

Emergency or after-hours contact

Other

Action record
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MCC Toronto Settlement Team Sponsor Checklists

15. Official resources and update record

These links were checked on June 18, 2026. Review them before each training cycle, before arrival and whenever IRCC,

RSTP, RAP rates, IFHP or MCC Toronto policies change.

Resource Use it for

IRCC: Post-arrival requirements for private sponsorships

IRCC: Guide 5413 for SAHs and Constituent Groups

IRCC: What it means to be a Sponsorship Agreement Holder

RSTP: E-training

RSTP: Minimum Financial Support Calculator

RSTP: Rights of privately sponsored refugees

IRCC: LGBTQI+ refugees and RRAP

IRCC: Interim Federal Health Program
IRCC: IFHP co-payments
Service Canada: Apply for a SIN

Ontario: Apply for OHIP
IRCC: Find free newcomer services

From Borders to Belonging: Resource Library

Document update record

Current settlement stages, financial support, monitoring and RRAP
rules.

Current application roles, forms, portal process, community of
settlement and proof of funds.

SAH training, oversight, monitoring and backup responsibilities.

Current courses and learning opportunities for new and experienced
sponsors.

Estimate current minimum sponsorship support; confirm actual local
costs and case needs.

Newcomer rights, sponsor boundaries and routes for raising
concerns.

Current information on Canada's LGBTQI+ refugee programs and the
Rainbow Refugee Assistance Partnership.

Eligibility, coverage and registered-provider information.

Current co-payment rules for eligible supplemental health benefits.
Current Social Insurance Number application information.

Current Ontario health-card eligibility and application information.

Locate funded settlement, language, employment and 2SLGBTQI+
services.

LGBTQI+ refugee sponsorship, settlement and SOGIESC-sensitive
training resources.

June 18, 2026 MCC Toronto

Maintenance rule

Updated to current IRCC post-
arrival stages, 2026 RAP/IFHP
notices, RRAP terms and revised
Sponsor Handbook.

Before next training cycle or sooner
if guidance changes

Review this checklist package at least quarterly and before each training cycle. Update the MOU, Sponsor Handbook,
checklists and website page together so they do not contradict one another.

Updated June 18, 2026 | Operational resource - check current official guidance

Page 14


https://www.canada.ca/en/immigration-refugees-citizenship/services/refugees/sponsor-refugee/private-sponsorship-program/assessments/post-arrival-requirements.html
https://fromborderstobelonging.ca/resources
https://ircc.canada.ca/english/newcomers/services/index.asp
https://www.ontario.ca/page/apply-ohip-and-get-health-card
https://www.canada.ca/en/employment-social-development/services/sin/apply.html
https://www.canada.ca/en/immigration-refugees-citizenship/services/refugees/help-within-canada/health-care/co-payments.html
https://www.canada.ca/en/immigration-refugees-citizenship/services/refugees/help-within-canada/health-care.html
https://www.canada.ca/en/immigration-refugees-citizenship/services/refugees/about-refugee-system/2slgbtqi-plus.html
https://www.rstp.ca/en/your-rights-as-a-privately-sponsored-refugee/
https://www.rstp.ca/calc/?lang=en
https://www.rstp.ca/en/training/e-training/
https://www.canada.ca/en/immigration-refugees-citizenship/services/refugees/sponsor-refugee/private-sponsorship-program/agreement-holders/responsibilities.html
https://www.canada.ca/en/immigration-refugees-citizenship/services/application/application-forms-guides/guide-sponsor-refugee-agreement-holder-constituent-group.html
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