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1.0 Background 
Canada’s two official languages, English and French, are a fundamental characteristic of Canadian 
identity. Throughout its history, Canada has passed laws, such as the Official Languages Act, and 
implemented policies to better protect and promote official languages to benefit Canadians from coast to 
coast to coast. The Official Languages Act aims to ensure that the Government of Canada is able to 
provide services to English- and French-speaking Canadians in the language of their choice. To do this, 
second-language training in Canada’s official languages is offered to federal employees in accordance 
with the provisions of this same Act.

2.0 Training

The purpose of these Standing Offers (SO) is to provide in-class individual and group training services for 
English and French as a second official language, using materials that meet the objectives outlined in 
Appendix 3. The Offeror must provide training to federal employees (learners) in one of the work streams 
outlined in section 4. Training towards levels B and C of the Qualification Standards in Relation to Official 
Languages and placement test for training services will be offered in the National Capital Region. 

The Offeror must provide in-class instruction and/or placement test services for the work stream(s) that 
the SO was issued for, in accordance with the requirements outlined in this Statement of Work.

The Offeror must also ensure that the requirements of the Statement of Work are met. Learners or 
Identified Users (IU) are not permitted to make requests that contradict these requirements. 

3.0 Learner Objectives

Learners receiving training services have the following objectives:

- to acquire the skills needed to meet the language requirements of their position (Appendix 1) 
or
- to develop their skills in their second language 

The Standing Offers are not intended to meet the needs of learners who wish to be exempted from Public 
Service Commission of Canada (PSC) Second Language Evaluation tests. 

4.0 Work streams

The following work streams are offered:

4.1 Stream 1: Full-time Group Training, in English or French, on the Offeror’s Premises

Full-time group training must be provided from 8:00 a.m. to 4:30 p.m., Monday to Friday, except for 
federal government statutory holidays. The Offeror must provide learners with a maximum of 7.5 
hours of training services per day, for a total of 37.5 hours per week.

For a 7.5-hour training day, the Offeror must allow learners a 15-minute break in the morning and a 
15-minute break in the afternoon. These two breaks will be included in the number of hours billed. 
Learners will also have a 60-minute lunch period, aside from the 7.5-hour training period.

The learner’s placement test report will be provided to the Offeror by the IU. 

4.1.1 In-class, Full-time Group Make-up Courses (Level B and Level C) on the Offeror’s Premises
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If, after completing language training under stream 1, a learner does not obtain the appropriate level 
from the Public Service Commission of Canada (PSC) Second Language Evaluation (SLE), the 
Identified User (IU) can register for a Level B or C make-up course, more than once if necessary.   
Make-up courses must last for 6 weeks from 8:00 a.m. to 4:30 p.m., Monday to Friday, except for 
federal government statutory holidays. The Offeror must provide learners with a maximum of 7.5 
hours of training services per day, for a total of 37.5 hours per week.

For a 7.5-hour training day, the Offeror must allow learners a 15-minute break in the morning and a 
15-minute break in the afternoon. These two breaks will be included in the number of hours billed. 
Learners will also have a 60-minute lunch period, aside from the 7.5-hour training period.

During the first week of the level B or C make-up course, the Offeror must assess learners’ needs 
through one (or more) evaluations of their ability to communicate in the target language, based on 
the requirements of the target level (B or C), and prepare with them a group work plan and an 
individual work plan for each learner, identifying the areas that need to be improved upon and 
indicating the activities that will be carried out. At the second week of training, the Offeror must 
provide the learners and, upon request, the Identified User with the plan, and follow up on the 
learners’ progress throughout the session.

4.2 Stream 2: Part-time Group Training, in English or French, on the Offeror’s Premises

Part-time group training must be held from Monday to Friday, from 9:00 a.m. to 12:00 p.m. and
from 1:00 p.m. to 4:00 p.m., except on federal government statutory holidays, in two types of 
sessions:

- one session of 3 hours per week; or
- two sessions of 3 hours per week, on two different days

A 15-minute break must be included for each training session. These breaks must be included in 
the number of hours billed.

A self-assessment form completed by the learner will be provided to the Offeror upon registration 
for part-time training, with the exception of a learner continuing with the same Offeror. If necessary, 
the Offeror may validate the self-assessment result and inform the Identified User and the learner, 
at no additional cost to Canada. This may lead to a change of group.

4.3 Stream 3: Part-time Group Training, in English or French, at a Federal Institution 

For groups formed by the Identified User, the number of hours and sessions per week will be 
defined in the call-up and will not exceed 22.5 hours per week. Groups can start at any time, on the 
date chosen by the federal institution. The IU will schedule courses for a minimum of 3 consecutive 
hours.

Training sessions must be held between 7:00 a.m. and 6:00 p.m., Monday to Friday, except on 
federal government statutory holidays. The Offeror must allocate one 15-minute break (billable) per 
3 hours of training and a 30 minutes lunch period (non-billable) per 5 hours of training.  

The self-assessment form completed by each learner will allow the IU to create group(s) with 
learners at the same level.

4.3.1 Group Training Block Time

For part-time group training offered at a federal institution (Stream 3), consecutive shared block 
time will be permitted, that is, a teaching resource will be assigned to a number of groups of 
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part-time learners for a specific period of time and with a specific schedule. The total number of 
training hours must not exceed 7.5 hours per day. The IU must schedule the teaching resource so 
that they have a minimum of 3 consecutive hours of teaching per day they travel to the federal 
institution.

For example, a teaching resource is assigned to 6 groups of learners in training who need 2 hours 
of training per group, per week, for a total of 12 hours of training. The schedule could be divided in 
2 or 3 days of training with a minimum of 3 hours per day. Learners will not be able to change 
groups according to their availability, they will have to adhere to the schedule assigned to them.

The federal institution will plan for a transition period of at least 5 minutes when there is a change 
of group. This transition period must be included in the number of hours billed. The Offeror must 
provide a minimum lunch period of 30 minutes (non-billable) for each 5 hours of training. In the 
event that the IU allows for a 15-minute break during a group training, it will be billable by the 
Offeror. 

4.4 Stream 4: Full-time Individual Training, in English or French, on the Offeror’s Premises 

The learner’s placement test report will be provided to the Offeror by the IU. The Offeror must provide 
learners with a maximum of 7.5 hours of training services per day, for a total of more than 22.5 hours 
per week. The training must be scheduled between 7:00 a.m. and 6:00 p.m., Monday to Friday, 
excluding federal government statutory holidays. The number of daily and weekly training hours, as 
well as class start and end times, will be indicated in the call-up. 

For a 7.5-hour training day, the Offeror must allow learners a 15-minute break in the morning and a 
15-minute break in the afternoon. These two breaks will be included in the number of hours billed. 
Learners must have a 60-minute lunch period (non-billable), in addition to the 7.5 hours of training.

For a training day shorter than 7.5 hours, the Offeror must allocate one 15-minute break (billable)
per 3 hours of training and a 30 minutes lunch period (non-billable) per 5 hours of training.  

4.5 Stream 5: Part-time Individual Training, in English or French, on the Offeror’s Premises

The number of hours and sessions per week will be defined in the call-up, and will not exceed 
22.5 hours per week from Monday to Friday, excluding federal government statutory holidays. 

A self-assessment form completed by the learner or the placement test report will allow the Offeror 
to determine the learner’s level. 

The Offeror must hold sessions for a minimum duration of 3 hours per day. The training schedule 
must be between 7:00 a.m. and 6:00 p.m., for a maximum of 22.5 hours per week (for each learner 
in this stream). The number of daily and weekly training hours, as well as session start and end 
times, will be indicated in the call-up. 

The Offeror must allocate one 15-minute break (billable) per 3 hours of training and a 30 minutes 
lunch period (non-billable) per 5 hours of training.

4.6 Stream 6: Part-time Individual Training, in English or French, at a Federal Institution

The training schedule must be between 7:00 a.m. and 6:00 p.m., for a maximum of 22.5 hours per 
week for each learner, from Monday to Friday, excluding federal government statutory holidays.
The number of daily and weekly training hours, as well as session start and end times will be 
indicated in the call-up. The IU will schedule courses for a minimum duration of 3 consecutive 
hours.
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The Offeror must allocate one 15-minute break (billable) per 3 hours of training and a 30 minutes 
lunch period (non-billable) per 5 hours of training.  

A self-assessment form completed by the learner or the placement test report will allow the Offeror 
to determine the learner’s level.

4.6.1 Individual Training Block Time 

For individual part-time training offered at a federal institution (Stream 6), consecutive shared block 
times will be permitted, that is, a teaching resource will be assigned to a number of learners in in 
part-time training for a specific period of time and with a specific schedule. The total number of 
training hours must not exceed 7.5 hours per day.

For example, a teaching resource is assigned to 15 learners in individual training who each require 
1 hour of training per week, for a total of 15 hours of training. The IU will schedule the teaching 
resource so that they have a minimum of 3 consecutive hours of teaching per day they travel to the 
federal institution. The learners may switch training times amongst themselves. The federal 
institution will be responsible for replacing absent learners with another learner. In this case, it is 
strongly recommended that a written notice (by email) be sent to the teaching resource and 
pedagogical advisor no later than 3 hours before the absent learner’s training start time. 
Cancellation fees will be paid if the federal institution cannot replace an absent learner, even if a 
written notice was provided to the Offeror in advance.

The federal institution will plan for a transition period of at least 5 minutes when there is a change 
in learner. This transition period must be included in the number of hours billed. The Offeror must 
provide a minimum lunch period of 30 minutes (non-billable) for each 5 hours of training. In the 
event that the IU allows for a 15-minute break during a training, it will be billable by the Offeror. 

4.7 Streams 4 to 6: Online tutoring

It will be possible for learners to request online tutoring for Streams 4 to 6. Online tutoring is a type 
of pedagogical teaching offered to learners through the Internet and their computers. Online 
tutoring is led by a teaching resource throughout the tutoring period. Online tutoring must allow 
visual sharing (video conferencing, screen sharing, and electronic whiteboard) and also 
communication (oral and written). It is important to note that online tutoring is a virtual classroom 
and not a period of individual study for the learner.

The Offeror will have the option of accepting or refusing an online tutoring request. The Offeror’s 
technology for tutoring must be compatible with WebEx, the Government of Canada’s standard 
tool. At a minimum, the Offeror’s virtual platform must include the following functionalities:

video and audio conferencing;

smartboards;

ability to record and listen to meetings;

screen sharing;

chat.

Each online tutoring course must be no more than 3 hours, for a maximum of 6 hours per week 
(unless a course is postponed). 

In the event of a technical problem that prevents any form of communication between the learner 
and the teaching resource, the course must be given within the call-up period. If the online tutoring 
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cannot be postponed within the call-up period, the call-up will be amended to reflect this change in 
the service provided. In these cases of course postponements, the Offeror may exceptionally 
exceed the maximum time of 6 hours per week.

4.8 Stream 7: Language training placement test

The language training placement test consists of an assessment of a learner’s second official 
language. The placement test must include an oral interview and one or more written tests to 
assess the starting point (based on the steps of the curriculum) of the learner’s full-time training. 
The placement test must estimate a number of hours to achieve the objectives and provide further 
details, if any, regarding the path, the specific needs of the learner in training. The Offeror must use 
a standardized placement tool for all learners, except for those who have no knowledge of the 
target language.

Placement tests must be held between 7:00 a.m. and 6:00 p.m., Monday to Friday, excluding 
statutory holidays, as defined in Section 5.0. The day requested, as well as the placement test 
schedule, will be indicated in the call-up. 

5.0 Statutory Holidays

Training and placement test services must not be delivered on federal government statutory 
holidays. 

Training (stream 1 to 6) must not be held between December 25 and January 1, or on Family Day in 
the provinces where this holiday applies. Learners who do not request vacation leave for these 
periods will have the option of doing exercises provided by the teaching resource at home, or going 
to work. 

The following days are designated holidays for learners. When a holiday falls on a weekend, it is 
moved to the next business day:

a) New Year’s (January 1)
b) Good Friday
c) Easter Monday
d) Victoria Day
e) June 24 (for services offered in Quebec)
f) Canada Day (July 1)
g) Provincial Civic Holiday (first Monday in August for services offered in Ontario) 
h) Labour Day (first Monday in September)
i) Thanksgiving (second Monday in October)
j) Remembrance Day (November 11)
k) Christmas Day (December 25)
l) Boxing Day (December 26)

6.0 Requirements for Work Streams 1 to 6 

6.1 Language of Communication with Learners 

In keeping with the pedagogical approach described in section 6.2, communication with learners must 
take place in the target language to avoid the use of translation into the learner’s first official language as 
much as possible, as every situation is considered a learning opportunity. However, if a learner wishes to 
speak in his or her first official language on a personal matter, their request must be respected. 
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6.2 Objectives and Approach 

The training program used by the Offeror must meet the objectives and content essential to the 
achievement of levels B and C, as described in Appendix 3, and correspond to the Qualification 
Standards in Relation to Official Languages (levels A, B and C) described in Appendix 1.

The Offeror must ensure that learners have achieved the language objectives. The Offeror must regularly 
confirm the achievement or non-achievement of objectives through appropriate evaluations (quizzes, 
written and/or oral tests, interviews, observations, etc.). The Offeror must provide feedback to learners on 
their results, strengths and areas to improve upon on a regular basis, related to the language objectives 
in Appendix 3 and in accordance with the approach and principles set out in Annex A. At the session 
halfway point, the Offeror must notify the Identified User in writing when objectives covered are not 
achieved or achieved with difficulties and interferes with a learner’s progress in the program or successful 
completion of the session. The Offeror must allocate the schedule and number of evaluation activities in a 
balanced manner according to the training mode and duration of the session.   

The Offeror can use training materials of its choice. The Standing Offer Authority reserves the right to 
verify the materials used by the Offeror and remove or request any changes to materials that are not in 
line with the language approach and objectives set out in Appendix 3, or are considered inappropriate. 

6.2.1 Full-time Training 

The Offeror must prepare and provide the session plan to learners and upon request, to the IU, on the 
first day of the course. This session plan must identify the language objectives that will be targeted during 
the session, the content essential to their achievement, as well as any relevant information (number of 
weeks or hours allotted for achievement of the objectives, expected dates of key activities (evaluations, 
visits by the pedagogical adviser, etc.). 

The Offeror must provide learners with weekly plans no later than the first day of each week. Weekly 
plans should identify the intended purpose, concepts, language functions, grammar points, lexicons, 
phonetics and communication strategies that will be covered according to the needs of learners, as well 
as the exercises, references and teaching materials to be used. The Offeror is responsible for applying 
the curriculum’s language objectives (see Appendix 3), by organizing relevant and varied educational 
activities.

All activities must be used to develop learners’ language skills to enable them to perform their duties and 
responsibilities in the workplace.

6.2.2 Part-time Training

The Offeror must prepare and provide the session training plan to learners, and upon request to the IU,
on the second day of the course. This session plan must identify the language objectives targeted during 
training session, the content essential to their achievement, as well as any relevant information (number 
of weeks or hours allotted for achievement of the objectives, expected dates of key activities (evaluations, 
visits by the pedagogical adviser, etc.). 

The Offeror must also provide learners with monthly training plans no later than the first day of each 
month, except during the first month of the course where monthly training plans can be given during the 
second course. Monthly training plans should identify the intended purpose, concepts, language 
functions, grammar points, lexicons, phonetics and communication strategies that will be covered. The 
Offeror must apply the curriculum’s language objectives, proposed in Appendix 3, by organizing relevant 
and varied educational activities.
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All activities must be used to develop learners’ language skills to enable them to perform their duties and 
responsibilities in the workplace.

6.2.3 Communicative Approach

The communicative approach must be encouraged. It aims to acquire communication skills by treating 
language as an instrument of communication, and a means of action, and not as an object of study in 
itself. From that standpoint, verbal communication takes precedence over the linguistic form.

Under the communicative approach, grammar is not a learning objective in itself, so the study of grammar 
should be simple, useful and related to communication needs. The learner will be able to use his or her 
knowledge of the language to communicate in real life professional and everyday situations. In addition, 
the Offeror must involve the learner in a variety of situations that will enable him or her to effectively 
communicate and interact in their second official language. Therefore, it goes without saying that the 
activities and documents selected must be tailored to the learner’s circumstances and be as authentic as 
possible. 

At a minimum, the Offeror must use instructional strategies to encourage learners to communicate in the 
language being taught. Examples include:  

• maximizing the learners’ speaking time with the use of group activities, discussions, 
presentations, debates, project based activities, etc.

• having the learners practice the matter being taught to them in oral communication 
situations that are realistic and relevant to them

• choosing varied activities relevant to the learners 
• using authentic documents 
• studying simple, useful grammar related to communication needs
• measuring the correction of errors on the basis of activity objectives and learners’ needs

6.2.4 Adult Education Principles 

The Offeror must ensure that its pedagogical advisers and teaching resources understand and apply the 
principles of education and the pedagogical approach that encourages adult learning.

As a general rule, adults should be involved in their learning process, planning with their teaching 
resource and evaluating their results. They need a learning environment where errors are accepted, 
expected and form the basis for continuous learning, using a problem-solving approach. In most cases, 
adults are interested in tasks that directly relate to their reality. To succeed in most learning 
environments, they must have a clear understanding of how each lesson fits into their personal 
development goals. Adults expect even the most qualified expert to act as a partner in a participatory 
learning journey.

Among many possible activities, some concrete expectations for classroom practices are as follows:
provide a plan for in-class training and self-directed learning activities
for each activity, present the objective, indicating:

o the knowledge or know-how that the activity is intended to develop
o the link between the objective of the activity and the training objective

present the instructions and the format for each activity, indicating:
o what the learners must do
o the duration of the activity
o the anticipated outcome
o the materials and tools to be used

evaluate learners on a regular basis and provide them with 
o feedback on their strengths and the areas that need improvement in relation 

to the target objectives
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o activities or reference materials that will enable the learner to meet their 
objectives

take into account the individual needs, interests and experience of the learners, as 
well as their different learning styles, both during the selection and the 
implementation of activities
assess learners on a regular basis and identify elements that require priority 
attention

6.3 Estimated Duration of Training (Streams 1 and 4)

The objective or starting step and the recommended duration of the learner’s training will be 
established during the placement test. The learner’s placement test report will be provided by the IU 
to the Offeror at the call-up.

6.4 Qualification Standards in Relation to Official Languages 

Once the training has been completed, a learner who needs to satisfy the language requirements of a 
position will have to demonstrate, through an SLE test administered by the PSC, that he or she is 
proficient in the language at the target level (B or C) for the following language skills: reading 
comprehension, written expression and oral proficiency. These tests are administered by the PSC of 
Canada or by a federal institution that has obtained a delegation of authority from the PSC to administer 
them. For more information on these tests: https://www.canada.ca/en/public-service-
commission/services/second-language-testing-public-service.html.

For the purposes of Annexe A, “qualification standards” are synonymous with “proficiency levels” or 
“proficiency standards” found on the following website: https://www.canada.ca/en/treasury-board-
secretariat/services/staffing/qualification-standards/relation-official-languages.html

6.5 Course-loading Activities

6.5.1 Full-time Group Training, Stream 1

Each full-time session will last for 12 weeks. 

Full-time make-up sessions will last for 6 weeks. Second-language make-up sessions can start at any 
time.

French-as-a-second-language groups must be composed of 4 to 6 learners.

English-as-a-second-language groups must be composed of 2 to 4 learners.

After receiving the learner’s language placement test report, the Identified User will register the learner
for the session identified in the report by issuing a call-up including the language placement test 
report. The Offeror must receive the call-up no later than 10 business days before the session start 
date. If the Offeror receives a call-up fewer than 10 business days before the session start date, they 
may, at their discretion, accept it, and add the learner to an existing group, or refuse the registration. 

The Offeror must group the registered learners, taking into account the number of learners specified 
above and the recommended step or objective. The Offeror must place all learners in groups. For 
example, if there are 9 registrations in French-as-a-second-language, the Offeror cannot form one
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groups of 6 learners and not place 3 learners; instead, they must form one groups of 5 and one group 
of 4 learners. 

Upon approval from the Identified User(s), the Offeror may add one or more learners who are 
employed by the Public Service of Canada but who were not registered through a call-up at the SO, to 
form a group, taking into account the number of learners specified above. For example, if two learners,
in French-as-a-second-language, who were registered through call-ups at the SO were not placed in a 
group, the Offeror may add one, two, three or four learners from the Public Service of Canada to form 
the group.  

The Offeror must ensure that all Public Service of Canada learners are at the same learning level as 
the learners who were registered by Identified Users.  Training provided to this group must meet all of 
the requirements set out in the Standing Offer.  

6.5.2 Part-time Group Training, Streams 2 and 3

Groups must be composed of 4 to 6 learners.

Each session for training at the Offeror’s premises must last 12 weeks.

For groups entirely formed by an IU, training will begin on a date decided by the IU and may be longer 
or shorter than 12 weeks. Groups formed by an IU may include fewer learners than the minimum 
indicated, but no more than the maximum indicated under any circumstance. In the event that the 
minimum number of learners is not met, the IU will still have to pay for the minimum number of 
learners. For example, if the group consists of 3 learners, the IU will be billed and will have to pay for 
the minimum of 4 learners. 

The Offeror or Identified User must create groups by learners’ skill levels. The Standing Offer Authority 
reserves the right to verify the composition of the groups formed by the Offeror. 

The Identified User will register his or her learner(s) by issuing a call-up. The Offeror must receive the 
call-up no later than 10 business days before the session start date.

For the training at the Offeror’s premises (stream 2), if the Offeror receives a call-up fewer than 10 
business days before one of its session starts, they may, at their discretion, accept it and add the 
learner to an existing group, or start a new group with this call-up or refuse it.

For training at the Federal Institution (stream 3), if the Offeror receives a call-up fewer than 10 
business days before the session start date, they may, at their discretion, accept it, or refuse the 
registration.

6.5.3 Individual Training, Streams 4 to 6

The Identified User will determine the training start date and will register the learner undergoing 
individual training with the Offeror by issuing a call-up.

The Offeror must receive the call-up no later than 10 business days before the session start date. If 
the Offeror receives a call-up fewer than 10 business days before the session start date, they may, at 
their discretion, accept it, or refuse the registration.

6.6 Second Language Evaluation Tests (SLE)

The Offeror should recommend a date for the learner to complete the SLE tests. The Identified User will 
make the necessary arrangements with the PSC or its representatives and will provide the learner and 
the Offeror with the test date. 
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6.7 Facilities and Service Hours 

Training must be provided on the Offeror’s premises or on the premises of a federal institution, depending 
on the work stream. 

The Offeror must occupy and maintain a fully operational business office open for a minimum period of 
9 hours between 7:00 a.m. and 6:00 p.m., Monday to Friday, (excluding statutory holidays as defined in 
section 5.0). The business office must be open between 9:00 a.m. and 4:00 p.m. (an additional 2 hours 
must be added to this schedule by the Offeror). There must be at least one contact person present who 
can provide services in both official languages during the period the business office is open.

The Offeror must be able to provide training services for a minimum of 7.5 hours from Monday to Friday 
(excluding statutory holidays as defined in section 5.0) from 7:00 a.m. to 6:00 p.m. The Offeror must offer 
training services from 9:00 a.m. to 12:00 p.m. and from 1:00 p.m. to 4:00 p.m. (an additional 1.5 hours 
must be added to this schedule by the Offeror). 

6.7.1 Facilities in a Federal Institution (Streams 3 and 6)

Federal institutions are responsible for providing appropriate training accommodations. Classrooms will
be equipped with at least one white board with markers or a flip chart, as well as work tables and chairs. 
Each classroom should have computer equipment that meets the minimum requirements set out in 
section 6.7.2.1.1. Computer equipment could be an electronic notebook or a laptop provided by the 
learner.

For information security purposes, the teaching resource must not use the federal institution’s photocopier 
to photocopy the necessary training materials for learners. If photocopies of the material are required and 
the teaching resource does not have access to the Offeror’s premises before the training session, they 
must email the material directly to the learner at least 24 hours before the start of the session so learners 
can print the material and bring it with them. 

6.7.2 The Offeror’s Facilities (Streams 1, 2, 4 and 5)

The Offeror must ensure that the facilities comply with applicable municipal, provincial and federal laws, 
policies and standards.  Facilities must be clean, well-maintained and secure at all times. The SO 
Authority reserves the right to request any changes if they deem that the Offeror’s facilities are not 
appropriate for training or that they pose a safety risk to learners. 

The Offeror’s facilities should be located within 500 m of a public transit stop or parking lot. 

Canada may visit the Offeror’s facilities upon 24 hours notice.  

The Offeror must respond to all written complaints regarding the facilities or classrooms submitted by the 
Standing Offer Authority or the Identified User. The Offeror must respond no later than two business days 
after receiving the complaint.

6.7.2.1 Offeror Classrooms

The Offeror must provide enclosed classrooms with a door. Classrooms must be equipped with all the 
necessary furnishings and materials needed for language training (i.e. wall chart, chalk or markers, 
tables, chairs for learners and the teaching resource, adequate lighting, heating, air conditioning and a 
space to store coats and other personal belongings). Classrooms must allow learners and teaching 
resources to move about easily at all times. They must also allow for safe participation in group activities 
(if applicable). Materials must be in good condition and of standard quality. Classrooms should have 
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windows with direct access to daylight. Learners must have access to washrooms located on the same 
floor as the classroom. 

6.7.2.1.1 Computer Equipment 

Each class must have the following operational computer equipment:

1. desktop or laptop computer (must be able to support training-related tasks)
2. high-speed Internet with unlimited transfer capacity and a minimum connection speed of 12Mbit/s 
3. protected wireless Internet access (WiFi) to enable learners to use training materials on their 

portable or mobile devices. The Offeror must provide the password for their network at the 
learner’s request. 

4. multimedia projector or other large-screen presentation method with a minimum size of 40 inches 
(for group training only)

5. access to a printer, ink and paper (for full-time training only) 
6. access to a photocopier

In addition, the Offeror may provide learners with computerized classrooms, i.e. equipped with one 
computer per learner, enabling learners to use training materials 

6.7.2.2 Documents Printed by Learners

Learners may print training information in black and white, at their discretion, using the computers in the 
Offeror’s facilities. 

The Offeror may limit photocopying and printing for training purposes to a maximum of 25 pages per 
learner per month, as long as they give learners’ advanced notice. Anything exceeding that number 
should be charged to the learners using this service, at a rate determined by the Offeror. These costs 
must be clearly stated at the beginning of training and posted near the photocopier or printer.

6.7.2.3 Space for Meals (For training of 5 hours or more a day)

The Offeror must provide learners with access to a designated dining area outside the classroom. This 
space must be clean, well maintained and equipped with a sufficient number of chairs, tables, 
microwaves and fridges to serve the learners in training. 

6.7.3 Location of the Offeror’s Facilities 

For Streams 1 and 2, the Offeror must maintain an offer of service of a minimum of 5 classrooms within a 
10 km radius of the centre of the Ottawa River, behind the Parliament Buildings located on Wellington 
Street, in Ottawa, Ontario.

For Streams 4 and 5, the Offeror must maintain an offer of service of a minimum of 15 classrooms within 
a 10 km radius of the centre of the Ottawa River, behind the Parliament Buildings located on Wellington 
Street, in Ottawa, Ontario.

In addition, the Offeror can also suggest classrooms that meet the requirements outside of these 
boundaries, in the National Capital Region.

6.8 Course Material 

The Offeror must provide all teaching materials for use in the classroom. Teaching materials used in the 
classroom may be in paper or electronic format. These must be able to be saved, printed or photocopied. 
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If the teaching material is provided only in electronic format to the learner, the learner may print the 
material. These copies will not be part of the printouts to which the learner is entitled in section 6.7.2.2.

Course materials must be organized to allow the learner to navigate it easily. The material should be 
divided by component: grammar, vocabulary, language functions, phonetics, reading, presentations, 
projects and others.

Course materials (exercises, grammatical rules, conjugations, etc.) distributed to learners will become 
their property. This instructional material is the Offeror’s responsibility and is not part of the copies the 
learner is entitled to under section 6.7.2.2.

6.9 Teaching Resources and Pedagogical Advisers

The Offeror must ensure that the names of the pedagogical adviser and teaching resource, as well as 
their professional contact information (email address and telephone number) are provided to the 
learner(s) on or before the first day of training for training at the Offeror’s premises and at least 1 working 
day before for training at a federal institution.

6.9.1 Code of Conduct 

The Offeror and all its personnel must:
avoid any conduct involving deceit, dishonesty, misrepresentation, unprofessional communication, 
harassment, discrimination, or other actions which may cause physical, emotional or moral injury.
create, through their attitude, a positive learning and working environment and encourage the 
learner(s) to follow their lead by always displaying positive and professional behaviour.
treat learners with respect and tolerance for different cultural values in a multicultural environment.
display patience and an open-minded attitude when receiving feedback.
aim to foster an atmosphere of mutual trust among learners. 
work openly, honestly, and transparently to promote engagement, collaboration and respectful 
communication.

6.9.2 Pedagogical Advisers

The Offeror must assign pedagogical advisers while respecting the applicable ratio for the work stream: 

one (1) primary pedagogical adviser for every 10 full-time groups
one (1) primary pedagogical adviser for every 25 full-time individual learners
one (1) primary pedagogical adviser for every 30 part-time groups
one (1) primary pedagogical adviser for every 50 part-time individual learners

The pedagogical adviser may be responsible for more than one stream, but the ratios must be respected. 
For example, the pedagogical adviser could have 5 full-time groups and 15 part-time groups and thus 
have a complete task.

For training delivered on the premises of a federal institution, these ratios are reduced by 30% to allow 
pedagogical advisers to travel. 

Pedagogical advisers may not be a teaching resource at the same time that they are performing the 
duties of the role.
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A pedagogical advisor can be an assessor, as long as the ratios are respected. For example, the 
pedagogical advisor could have 5 full-time groups and perform placement tests for up to 50% of his or her 
time.

6.9.2.1 Training and Support for New Teaching Resources

The pedagogical adviser must ensure that teaching resources have adequate training in second language 
teaching approaches and techniques for adults. To do this, the pedagogical adviser must offer one or 
more training sessions, as well as tools and pedagogical references to teaching resources. The 
pedagogical adviser must also offer coaching in the form of meetings, workshops, sharing of teaching 
material, teaching observations, job shadowing with experienced teaching resources and any other 
method chosen to guide and train teaching resources.

6.9.2.2 Advice for Teaching Resources

The pedagogical adviser must act as an educational consultant. He or she must provide the teaching 
resources under their responsibility with advice and information on the use of the material and the best 
teaching practices to adopt in the classroom. In addition to managing a set of activities and other 
educational resources, he or she must inform the teaching resources of the language objectives that need 
to be met, identified in Appendix 3, and of the developments and tools available.   

6.9.2.3 Information Sessions for New Learners

The information sessions about linguistic training operation, during which learners are given instructions, 
must be held in the first official language of learners.

For full-time training, the pedagogical adviser must offer at least one information session for learners at 
the beginning of their training, with at least one of the following elements: school visits, emergency 
evacuation procedures, presentation on the teaching approach, course plan, description of the teaching 
resource and pedagogical adviser’s roles and responsibilities, and steps to follow in the case of 
dissatisfaction. 

For part-time training, this session must be held by the Offeror. The Offeror must provide learners with the 
same information noted above (when applicable). The pedagogical adviser must contact learners by 
email or telephone no later than the first week of training. 

The information contained in the information sessions must be available in writing (paper or electronic), in 
both official languages. The pedagogical adviser or teaching resource must ensure that learners fully 
understand the information presented to them and that they have read the learner kit (the Standing Offer 
Authority will provide this kit to Offerors during the duration of their Standing Offer). The pedagogical 
adviser or teaching resource must provide this package to learners who did not receive it before the start 
of the training.

6.9.2.4 Visits and Advice to Learners

The pedagogical adviser must visit full-time learners at least once a month. In addition, the pedagogical 
adviser must meet with, and provide advice to learners who are having difficulty meeting training 
objectives. They must be available to meet learners at their request. 
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6.9.2.5 Supervision of Teaching Resources

The pedagogical adviser must ensure that the classroom activities led by teaching resources are 
appropriate, relevant, varied and provided effectively, so as to enable learners to meet curriculum 
objectives. The pedagogical adviser must review and approve their full-time teaching resources’ weekly 
planning to ensure that they are meeting learners’ needs. If this is not happening, the adviser must 
monitor the teaching resource and provide additional tools (training, coaching, additional materials, etc.).

In addition, the pedagogical adviser must ensure that teaching resources are prepared and begin class 
on time. Preparation and organization of the material and equipment essential to the learner’s training 
must be carried out before class begins.

6.9.2.6 Teaching Observation 

The pedagogical adviser must observe each teaching resource under their supervision at least once a 
quarter. The pedagogical adviser should observe teaching resources with new tasks more frequently. 
This observation must assess the majority of items in the teaching observation report and effectively 
support the teaching resource. After each observation, the pedagogical adviser must share their 
comments and suggestions with the teaching resource. The pedagogical adviser should record each 
observation in a written report (see Appendix 4). Canada reserves the right to request a copy of the 
observation report from the Offeror.

The following items should be addressed in each report:

Clear presentation of the training objectives
Selection of activities meeting the needs of learners
Corrections consistent with the principles of adult education 
Clear, concise explanations
Dynamics conducive to learning and learner participation

When teaching shortcomings are identified or observed, the pedagogical adviser must follow up to ensure 
that teaching complies with the principles and approach defined in section 6.2.

6.9.2.7 Intervention in the Case of a Complaint

The pedagogical adviser must intervene with learners and/or teaching resources at the request of a 
learner, teaching resource, Standing Offer Authority or Identified User.  In the event of a request for 
intervention, the pedagogical adviser must provide the Identified User with an intervention report on the 
next business day following the request.

In addition, the pedagogical adviser must intervene in the case of a problematic situation that could 
impede training (e.g. absences, late arrivals, early departures, conflicts between learners, poor 
communication or lack of respect between a teaching resource and a learner or learners). He or she must 
propose solutions to resolve the situation and ensure that classroom teaching practices are tailored to the 
needs of the learners. They must also follow up with the parties involved.

6.9.2.8 Communications

The pedagogical advisor must respond to requests from the IU or SO Authority within 2 business days 
and follow up with them during language training.

6.9.2.9 Plans and Reports
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The pedagogical adviser must ensure that the plans and reports prepared by teaching resources comply 
with the principles and approach defined in section 6.2. Plans and reports must be in line with language 
objectives, meet the needs of learners and comply with the requirements set out in sections 6.10.1 and 
6.10.2. In the event of shortcomings or mistakes in these documents, the pedagogical adviser must assist 
the teaching resources to help them prepare satisfactory plans and reports. The pedagogical adviser 
must provide the Identified User with the plans and reports, upon request. All documents must be 
submitted no later than two business days following the request.

6.9.2.10 Monitoring Full-Time Learner Progress (Streams 1 and 4) 

The pedagogical advisor must report in a timely manner, any problems related to insufficient progress to 
the IU, as well as problems related to absences and having an impact on learning.

In the event that a learner is not progressing according to expectations, the pedagogical advisor will have 
to produce a monitoring plan in collaboration with the teaching resources in order to better meet the 
learner’s needs. This monitoring plan should identify realistic objectives to be achieved and concrete ways 
to achieve them. The plan will be given to the learner and IU on request. The pedagogical advisor will 
supervise each personalized monitoring plan and review them on a monthly basis.

As part of full-time training, the pedagogical advisor must meet with their teaching resources on a regular 
basis to evaluate the achievement of the objectives set for each learner and propose corrective measures  
if necessary, particularly at the following times:

signature of the progress report; 

administration of the progress check;

supervision of the monitoring plan for learners who are not progressing as expected; and

recommendation or not of step change.

6.9.2.11 Full-time Training Files

The pedagogical adviser must maintain a training file for each learner in full-time training. These files 
must be sent to the Identified User upon request. The file must include all relevant documents, including 
teaching recommendations and progress and attendance reports. No personal information, as described 
in the Privacy Act, R.S.C., 1985, c. P-21, can be kept in the training file.

6.9.2.12 Replacing a Pedagogical Adviser

The replacement of a pedagogical adviser must be approved by the Standing Offer Authority in 
accordance with the criteria set out in section 6.11 The Offeror must notify learners and the Identified 
User of any pedagogical adviser replacements and provide the replacement adviser’s name and 
professional contact information (email address, telephone number) as soon as he or she takes office. In 
addition, it must inform learners of any absences of more than three consecutive days. For any absence 
of more than two weeks, the Offeror must assign an alternate pedagogical adviser. If the pedagogical 
advisor changes duties, he/she must be replaced as soon as possible.

6.9.3 Teaching Resources

6.9.3.1 Course Preparation
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The teaching resource is responsible for course preparation, including course planning and the 
preparation of materials that will be used in the classroom, including photocopies. Planning must be 
developed to meet the objectives of the curriculum.

For full-time training, teaching resources must prepare weekly planning. For part-time training, teaching 
resources must prepare monthly planning. Teaching resources must provide learners with the course 
plan at the start of each week or month, depending on the type of training.  

The Offeror should allow the teaching resources to meet to discuss and collaborate for the course 
planning.

Full time training: The Offeror must ensure that teaching resources devote at least one hour to course 
preparation for every 6 hours of teaching time, that is, one hour of preparation time per 7.5 training day, at 
the offeror’s premises. During that hour, the learner will perform self-learning activities. In order to allow 
the learner to benefit fully from the training, the teaching resource’s daily preparation time must take place 
between 10:00 a.m. and 3:30 p.m.

Part time training: The Offeror must ensure that teaching resources devote at least 30 minutes to course 
preparation for every 3 hours of teaching time. Course preparation must be made outside of the teaching 
hours.

6.9.3.2 Teaching 

The teaching resource must deliver in-class training sessions by carrying out teaching activities that meet 
the needs of learners, while meeting the language training objectives set out in Appendix 3. The teaching 
resource must manage the class so as to comply with class start and end times, as well as the time and 
duration of breaks.

Educational outings can take place during course hours if they are approved by the Identified User, all 
learners and the pedagogical adviser. Educational outings must have a specific learning objective and 
take place within the area where training is provided.

6.9.3.3 Learners’ Needs Assessment and Follow-up

The teaching resource must regularly assess the needs of learners and adapt their teaching accordingly. 
The teaching resource must assess learner progress and write progress reports, as indicated in 
section 6.10.2.

The teaching resource must ensure adequate follow-up for learners. With the support of the pedagogical 
adviser, they must identify and analyze learner needs and difficulties and provide advice and 
personalized support.

6.9.3.4 Individual Meetings with Learners (Full-time Group Training)

For full-time group training, the teaching resource must organize weekly individual meeting with each 
learner. Those meeting must last a minimum of 30 minutes for curriculum’s steps 1 to 4 and of 60 minutes
for curriculum’s steps 5 and 6 and the make-up course. The time spent with advanced learners can be 
divided into one or two meetings. During these meetings, the teaching resource must answer learners’ 
questions and work with them on the concepts with which they are having difficulty. The teaching 
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resource must meet the specific needs of learners, discuss their difficulties, and practice problematic 
elements.

During this time, learners who are not in one-on-one meetings will study on their own. The teaching 
resource must ensure that these self-directed learning activities meet the needs of the learners.

6.9.3.5 Replacing a Teaching Resource 

In the event that a teaching resource is absent, the Offeror must ensure a replacement immediately. Only 
teaching resources approved by the Standing Offer Authority who meet the requirements outlined in 
section 6.11.2 may act as substitute teaching resources. If a replacement cannot be found, the Offeror 
must inform the Identified User and the learner(s) at least 30 minutes before the start of the course.

For part-time training, if, for reasons beyond the Offeror’s control, the teaching resource for an ongoing 
session cannot be replaced before the start of the course, the Offeror could postpone the training to a 
period within the term of the call-up, depending on the learner(s) availability. If training cannot be 
postponed within the call-up period, the call-up will be amended to reflect this change in the service 
provided. 

If a teaching resource must be permanently replaced, the Offeror must inform the learner(s) and the 
Identified User(s) as soon as possible.

6.10 Specific Performance Measures

6.10.1Attendance Report 

The teaching resource must record learner absences and attendance in the monthly attendance report. 
All partial and full-day or full-course absences must be recorded. The monthly attendance report must be 
signed by the teaching resource and the learner and submitted to the Identified User indicated in the call-
up within five (5) business days of the evaluated month.

Each week, the teaching resource should ask the learner to initial the attendance report to verify the 
information entered. This process should correct possible errors and avoid conflicts.

In addition, the Offeror must contact the Identified User if a learner has repeated absences, late arrivals 
or early departures that could impede his or her learning. The Offeror must then submit a written notice to 
the IU no later than 2 business days after noticing repeated absences, late arrivals or early departures 
(following the third absence or early departure in a row).
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6.10.2  Leaner Progress Report (Appendix 5)

The progress report must contain the following: 
- objectives/modules that were covered 
- grammar points or elements that the learner needs to work on
- the learner’s strengths
- all training-related information, if applicable
- the period covered by the report
- pedagogical adviser approval (streams 1 and 4 only).

6.10.2.1 Full-time Training (Streams 1 and 4)

The teaching resource must track the learner’s performance and produce a progress report on a 
monthly basis. 

The Offeror must provide the progress report to the learner and the Identified User indicated in the 
call-up within five business days after the end of the evaluated month. 

The pedagogical adviser must ensure that the progress report prepared by the teaching resource 
reflects the learner’s progress. To do this, the pedagogical adviser must base the report on their 
observations during classroom visits, and if required, administer an interview that verifies the 
achievement or non-achievement of the learning objectives.

6.10.2.2 Part-time Training (Streams 2, 3, 5 and 6)

The teaching resource must monitor learners’ performance throughout the session and prepare a 
progress report after every 12 weeks of training and at the end of the session. These progress reports 
must be presented to the learner on the last day covered by the report’s period. 

The Offeror must send the progress report to the Identified User 5 business days after the end of the 
period covered by the report.

6.10.3 Monitoring Teaching Quality

6.10.3.1 Teaching Observation in the Classroom

The Standing Offer Authority or its authorized representative reserves the right to make observations in 
the classroom upon 24 hours notice in order to ensure that training meets the requirements of this 
Standing Offer. If the teaching observed does not meet these requirements, a follow-up must be carried 
out by the Offeror. If the teaching is still not consistent with the requirements at a second evaluation by 
Canada, the teaching resource will no longer be able to teach under the Standing Offers.

6.10.3.2 Learner Satisfaction Questionnaire

The Standing Offer Authority or the Identified User may request that learners complete a satisfaction 
questionnaire during and after the course session. 

If this questionnaire identifies failures to meet the requirements, the SO Authority or the IU may request 
corrective action.   


