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NOTE TO LANGUAGE ASSISTANTS

Congratulations! You have been selected from among many candidates to take up a position as
a language assistant. Provincial and territorial coordinators,the Council of Ministers of
Education, Canada (CMEC), and the Department of Canadian Heritage are very happy to
welcome you among some 300 language assistants who will participate in the program across
the country.

You will play a key role in the lives of many young people. You have a unique opportunity to
share your culture with them as well as to enhance their second language skills. This experience
will also help you practice your own second language and discover another of Canada’s cultural
communities. Your horizons will be broadened, and doors will be opened to you.

We hope that you will take full advantage of your Odyssey experience, that you will take the
time to get to know the culture of the province or territory where you will be working, and that
you will make new friends.

We wish you a very successful Odyssey!

NOTE TO TEACHERS, INSTRUCTORS, AND SUPERVISORS

The success of Odyssey is contingent upon the dedication of all involved. We would like to take
this opportunity to acknowledge the very important role that you have played and continue to
play in this program. Across the country, teachers, instructors, and supervisors like you work
tirelessly to ensure that the Odyssey program runs smoothly.

Thank you for the ongoing commitment that has ensured the continued success of the program
for over 50 years.

! Hereinafter called “coordinators.”

NOTE: A glossary explains the terms used in this guide (see page 19).



BACKGROUND
History

To promote Canada’s official languages, the Official-Language Monitor Program (OLMP) was
created in 1973 for part-time monitors and in 1977 for full-time monitors. Since its inception,
the program has welcomed over 39,000 participants.

In 2004, the name and image of the program were modernized, and OLMP became Odyssey for
full-time language assistants.

Odyssey remains an excellent example of collaboration between provinces and territories and
the Government of Canada. It aims to foster the use of Canada’s official languages by giving
young people an opportunity to share their language and culture with students in other
provinces and territories.

Objectives of Odyssey

There are three streams within Odyssey: English as a second language (ESL), French as a second
language (FSL), and French as a first language (FFL).

English and French as a second language (ESL and FSL)

In the ESL and FSL streams, language assistants are assigned to an educational institution to help
second-language teachers or instructors encourage students to interact in the language they are
studying and to raise their awareness of the culture associated with that language.

French as a first language (FFL)

In the FFL stream, language assistants are assigned to regions where francophones live in a
language minority setting but where French is used at all times in educational institutions.
Together with teachers, language assistants for French as a first language help to develop
students’ knowledge of their language and culture and build their cultural identity by instilling
pride and a sense of belonging to the francophone world.

This guide applies to the ESL stream.
Funding and administration of Odyssey

Odyssey is funded by the Department of Canadian Heritage and administered by the provinces
and territories through the Council of Ministers of Education, Canada (CMEC) and its Secretariat.



ROLE AND RESPONSIBILITIES OF LANGUAGE ASSISTANTS

Your role as a language assistant

You will be considered a Elementary and secondary levels
staff member and will be
setting an example for the At the elementary and secondary levels, you will work mostly
students. Therefore, your to prepare activities focusing on oral comprehension and oral
behaviour must be expression. You are called upon to create activities reflecting
exemplary, and you must everyday communication situations to help students improve
observe the rules of the their language skills while experiencing relevant situations in
educational institution in English. These activities will also offer cultural content to
which you are working. those who use English as a second language. You will lead

\ J these classroom activities working with the teacher, or you

may work with a small group of students in a separate room.
Postsecondary level

In Quebec, some language assistants in the ESL stream may be working at the college level. At
the provincial training session that takes place in the fall, specific training on program promotion
in language classes is provided to language assistants assigned to work in cégeps.

At the postsecondary level, your role as a language assistant will be somewhat different. You
may not necessarily work in a classroom with an instructor. You might be called upon to create
and lead activities that will allow students to express themselves in English. You will also need to
stimulate exchanges between students to promote language and culture.

Description of tasks

Under the supervision of the teacher or instructor, your tasks may include the following:

e encouraging students to participate in oral communication activities;

e preparing activities that focus on conversation skills and on learning the culture in order
to complement the curriculum taught by the teacher or instructor;

e leading small groups of two to 10 students in conversation activities in order to
complement the curriculum taught by the teacher or instructor;

e motivating students to learn the language;

e encouraging students to appreciate your culture while respecting other cultures;

e participating in evening and weekend cultural activities;

e helping students in the language lab, at the postsecondary level, although this task must
be kept to a minimum; helping in the lab is just meant to reinforce students’
conversation skills. The teacher or instructor must also be present and remains solely
responsible for supervising students.

In addition, you should be available to meet the teacher or instructor at least once a week.



As a language assistant, you must not undertake tasks normally reserved for teachers, such as:

e taking full responsibility for an entire classroom;

e replacing a teacher or instructor in a task specific to their
position: preparing and delivering course content and
supervising students;

e supervising groups of more than 10 students while the
teacher or instructor is not in the classroom;

e providing tutoring;

e performing administrative tasks expressly assigned to the
teacher or instructor;

e marking assignments or tests or taking part in
examination-related tasks;

\.

You must be able to work
independently, take
initiative, and show a
strong sense of
responsibility. You must
inform your supervisor
immediately of any
problem that might arise
in the course of your work.

>

e taking responsibility for special-needs students or students with

behavioural or learning difficulties.

NOTE: Language assistants do not have the required qualifications to provide services for
special-needs students. If you are asked to work with students who have behavioural/emotional
disorders or other special needs, your role must be limited to performing language activities.
Furthermore, the institution must have received prior approval from the coordinator.
Ultimately, the role of language assistants is first and foremost to enrich students’ learning,
whether in the classroom in the presence of the teacher or instructor or outside the classroom
working with small groups, and is never to perform teaching tasks assigned to teachers or

instructors.

How activities are planned and organized

Under the supervision of the teacher or instructor, you will work
closely on the preparation of cultural and linguistic activities. We
strongly recommend that you cultivate a good relationship with this
person and meet with them regularly to talk about the outline of
your activity plan. They will guide you in your choice of activities
and will encourage new ideas.

Students’ level of language skills, the frequency of meetings, the
availability of instructional materials and facilities, and your
flexibility in choosing activities will vary from one institution to
another. You should plan activities according to the size of the
group of students, and you should be prepared to adjust to each
situation to the best of your ability.

\

Need ideas? Your
coordinator will provide
you with login
credentials to access the
Activity Portal where
you will be able to sort
through fellow language
assistants’ tried and true
activities!
(www.englishfrench.ca/
odyssey/activity-portal/)

. /




POSSIBLE TASKS FOR LANGUAGE ASSISTANTS

IN GENERAL, YOU AT THE AT INTERMEDIATE AT THE
CAN HELP KINDERGARTEN AND AND SECONDARY POSTSECONDARY
STUDENTS ELEMENTARY LEVELS, YOU CAN LEVEL, YOU CAN HELP
LEVELS, YOU CAN STUDENTS
HELP STUDENTS
review the review the undertake projects improve their oral

vocabulary acquired
through different
activities you have
prepared

vocabulary acquired
through different
activities you have
prepared

with students to
make them more
aware of Anglophone
culture

communication skills

learn songs

learn songs

set up an English
club, a student radio
program in the target
language, a debating
or reading club, etc.

learn certain terms
and expressions
(vocabulary
enrichment) in small
groups

learn games that
you will prepare and
lead

learn games that you
will prepare and lead

put on plays or
improvisation
activities and keep a
personal journal, etc.

become familiar with
Anglophone culture
through sociocultural
activities

take partin
conversations in
student groups

take partin
conversations in
student groups

create a
correspondence
project

set up an Anglophone
circle

learn more about
the culture of your
own region

learn more about the
culture of your own
region

set up a dance group,
lead a sport activity,
etc.

set up a student radio
program in English

improve their
pronunciation

practice speaking
during extracurricular
activities (e.g.,
immersion in another
class such as physical
education)

Remember to bring along anything that could help you tell students about your home
province or territory: posters, videos, music, postcards, tourist brochures, books, slides,

photographs, magazines, and other materials.




Training sessions
Pan-Canadian Training Session*

In late August or early September, first-time language
assistants participating in Odyssey must attend the
compulsory Pan-Canadian Training Session. You should
also attend the provincial and territorial sessions organized
during the year.

The objectives of the Pan-Canadian Training Session are:

r

session, let your coordinator
know as soon as possible.
Absence without justification

or other disciplinary
measures, up to and including
dismissal.

\.

e to give you a better understanding of your role as a language assistant
e to give you some key pedagogical tips and techniques to prepare you to work with your

students

e tointroduce you to your Odyssey support network (coordinators,? workshop leaders,

current and former language assistants)

Participation in activities and workshops at the Pan-Canadian Training Session is compulsory.

Please note the following:

e Attendance will be taken at the beginning of each workshop.

e Smoking is not allowed in the rooms.

e Language assistants may not keep pets in their rooms.

e Rooms are single occupancy.

e If your permanent residence is 350 km or more from the training session venue, you
may stay at the hotel the evening prior to the opening of the session.

If you cannot attend a training

may lead to a reduction in pay

\

>

Hotel arrangements are made by the coordinator. For any additional questions or information,
you must contact your coordinator prior to arriving at the session.

Provincial/territorial and local training sessions

During the program year, provinces and territories also organize training sessions in which you
must participate. Coordinators count in-year training hours as regular working hours. Get in

touch with your coordinator to obtain more information.

2 Lists of coordinators is found in Appendix I.



Evaluation of Odyssey

During the program year, you will receive one or more evaluation questionnaires that you must
complete as directed by your coordinator. These evaluations help your coordinator evaluate
your work. In addition, the CMEC Secretariat sends out an electronic survey to help gauge
participants’ experience in the program.

Personal information

You must provide your coordinator or supervisor with your mailing address, email address, and
telephone number. It is important that you inform them as quickly as possible of any change in
your personal information. If you have special needs during your stay, please contact your
coordinator or supervisor. Language assistants are asked to keep their Odyssey online profile up-
to-date, should any changes occur to their contact information.

What happens in case of withdrawal or resignation?

If you decide to withdraw your application prior to taking up your position (withdrawal) or to
leave your position during the program year (resignation), you must immediately inform your
educational institution, your supervisor, and your coordinator by providing written notice of
your reasons and, in the case of resignation, the date of your departure. In addition, if you
resign, you must settle all your financial obligations at the time of your resignation.

Language assistants who leave their positions prior to the end of the program year will not
receive an allowance to return home. There may be further implications in other provinces or
territories.

What happens in case of dismissal?

If a supervisor determines that you are not properly carrying out your tasks, you will be
informed in person and in writing that you have been placed on probation. If no improvement is
noted during the probationary period, the supervisor will consult the coordinator to decide on
the next steps.

In the case of dismissal, the supervisor will provide you with at least two weeks’ written notice,
setting out the reasons for your dismissal and the date you are to leave your position. If the
supervisor determines that it is preferable for you to leave immediately, you will receive two
weeks’ salary in lieu of notice.



ROLES AND RESPONSIBILITIES OF TEACHERS, INSTRUCTORS, AND
SUPERVISORS OF LANGUAGE ASSISTANTS

Teachers and instructors of language assistants

As a teacher or instructor responsible for a language assistant, your first task is to ensure that
the language assistant fits in comfortably in the workplace.

You are also responsible for the following:

e giving the language assistant a tour of the institution and introducing them to the staff
and administration

e helping the language assistant become familiar with the guidelines of the educational
institution

e providing the language assistant with information about the education system of the
host province or territory

e briefing the language assistant on language learning activities organized in the
educational institution

e coordinating and planning the language assistant’s schedule in collaboration with them

e discussing the role of the language assistant and that of the teacher or instructor within
Odyssey

e providing liaison with other teachers or instructors

e advising the language assistant on the choice of activities, while encouraging them to
explore new ideas

e meeting the language assistant at least once a week

NOTE: Language assistants do not have the required qualifications to provide services for
special-needs students. If they are asked to work with students who have
behavioural/emotional disorders or other special needs, their role must be limited to
performing language activities. Furthermore, the institution must have received prior approval
from the coordinator.

Supervisors of language assistants

The supervisor is designated by the employer to coordinate the language assistant’s activities
and to administer Odyssey at the local level.

As a supervisor, you must ensure that the language assistant is treated fairly and equitably. You
must also stay in close contact with the educational institution and the coordinator.

As the person responsible for relations between the language assistant and the employer, you
are required to do the following:



f
Don’t forget to
congratulate language
assistants for a job well

e assign the language assistant to an educational
institution in consultation with the coordinator
e ensure that the language assistant is greeted at the

done. Encourage them workplace
in their efforts! e inform staff, especially the principal of the school or the
~ /4 head administrator of the postsecondary institution and

the faculty, of the language assistant’s role and the role of the teacher(s) or instructor(s)
who will work with them

e ensure regular follow-up with the language assistant and teaching staff throughout the
year at the educational institution

e facilitate processes related to payroll, reimbursement of expenses, and all other
administrative matters

If the language assistant is not performing appropriately in their position, you must follow these
steps:

1. discuss the expectations of the establishment and the rules of the program with the
language assistant to ensure that all parties understand the role of a language assistant;

2. advise the language assistant in person and in writing that they have been placed on
probation;

3. consult the coordinator to decide on the next steps if no improvement occurs during the
probationary period;

4. if the situation continues, give the language assistant a dismissal notice* with the
coordinator’s approval, specifying the reasons for dismissal.

*Language assistants are to receive two weeks’ salary following the notice of dismissal. It is up
to the educational institution to decide whether the language assistant will continue working
during those two weeks or leave the position immediately.

Supervisors are to ensure that language assistants do not perform the work normally assigned
to teaching staff, for example:

e taking full responsibility for an entire classroom

e replacing a teacher or instructor in a task specific to their position

e supervising groups of more than 10 students while the teacher or instructor is not in the
classroom

e providing tutoring

e performing administrative tasks expressly assigned to the teacher or instructor

e marking assighnments or tests or taking part in examination-related tasks

e taking responsibility for special-needs students or students with
behavioural or learning difficulties

NOTE: Language assistants may help students with language labs at the postsecondary level, but
this task must be kept to a minimum.



00YSSEY ©
ROLES AND RESPONSIBILITIES

This document is a reminder of the different roles within the Odyssey program. The content has been pulled
from the Odyssey Administrative and Financiol Guide, to which you may refer for more detailed information.

FOR TEACHERS, INSTRUCTORS, AMD PRINCIPALS

As a teacher, instructor, or principal responsible for a language assistant, your first task is to ensure that the
language assistant fits in comfortably in the workplace, including:

* giving the language assistant a tour of the institution and intreducing them to the staff,

s helping the language assistant become familiar with the institution’s guidelines;

« providing information about the education system;

s briefing the language assistant on language learning activities, and advising them on the choice of

activities, while encouraging them to explore new ideas;

+ coordinating and planning the language assistant's schedule with them;

« discussing their role, and the role of the teacher or instructor, within Odyssey;

« providing opportunities to liaise with other teachers or instructors, and

« meeting with the language assistant at l2ast once a week.

FOR LANGUAGE ASSISTANTS
Dos
Under the supervision of the teacher, instructor, or principal, the language assistant's tasks may include
*« encouraging and motivating students to participate in oral commmunication activities,
« preparing activities that focus on conwversation skills and learning the culture, which complernent the
curriculum taught by the teacher or instructor,
« leading small groups of 2 to 10 students in conversation activities,
« initiating students to their own culture, while respecting other cultures;
« participating in evening and weekend cultural activities,
« leading online language learning activities; and
» meeting with the teacher or instructor at least once a week

DON'TS
A language assistant must not undertake tasks reserved for teachers, such as:
» taking full responsibility for an entire classroom;
« replacing a teacher or instructor in a task that is specific to their position (e.g, preparing and delivering
course content, supervising students);
= supervising groups of more than 10 students if the teacher or instructor is not in the classroom;
« providing tutoring during school hours;
« performing administrative tasks expressly assigned to the teacher or instructor,;
« marking assignments or tests, or taking part in examination-related tasks, and
» taking responsibility for students with special needs (e.g., learning difficulties; behavioural/emotional
disorders). Language assistants do not have the required gualifications to provide these services. Language
assistants whao are asked to work with special-needs students must limit their rele to perferming language
activities. Furthermore, the institution must have received prior approval from the coordinator.

IMPORTANT: For safety and liability insurance reasons, language assistants should never perform tasks that
pose a risk to others or themselves, such as taking students to an activity outside of school without the
appropriate release forms, or working one-on-one with a student. First and foremost, the role of language
assistants is to enrich students’ learning—whether in the classroom in the presence of the teacher or
instructor, or outside the classroom, working with small groups. Language assistants are never to perform
teaching tasks assigned to teachers, instructors, or other staff members. Please contact your Odyssey
coordinator if you have any questions.

10



GENERAL ADMINISTRATION

Working hours (25 hours per week)

Language assistants work at an educational institution for nine months (early September to late
May), 20 hours per week of work with students and up to 5 hours per week of preparation, for a
total of 25 hours per week.

The educational institution may count time spent by language assistants on other activities with
students (e.g., theatre club, leading a lunch-hour student radio program, immersion weekend,
field trips, and cultural evenings) as working hours.

NOTE: Verify with the coordinator the policy in place concerning recess and short breaks
between classes.

Schedule

e Language assistants must provide their coordinator with their timetable no later than
September 30. The schedule must be signed by the language assistant and their
supervisor.

e Language assistants must inform their supervisor of any subsequent change to their
schedule.

e Language assistants should inform their supervisor of any issue related to hours or
working conditions (e.g., too many students, excessive hours).

Housing

The coordinator of the province that you will be working in may be able to assist you in finding
newspapers, or online housing postings to find appropriate accommodation. Be proactive in
your search to find housing! Please note that some landlords may require a letter of reference
and the first and last month’s rent.

Holidays and days off

Holidays, days off, and institutional closings due to unforeseen circumstances (weather, strikes,
etc.), or sick days are determined by the coordinator, taking into account the local context and
the standards of the host province or territory.

Criminal records

Language assistants must provide criminal record and vulnerable sector checks to the hiring
school board. Language assistants will not be able to start working without this verification. The
administrative process for obtaining criminal record and vulnerable sector checks will vary for
each school board. It is therefore recommended that language assistants contact their
respective school board before obtaining their documents. The acceptance letter will provide

11



language assistants with the name of the agent responsible for the verifications required at their
school board.

The agency check should be obtained in the region where the permanent residence of the
language assistant is located. It may be that your police department requests a document of
understanding for the criminal record check. If that is the case, if you live in Quebec, please
contact your school board in order to obtain a personal invitation requesting a criminal record
check with the registry of vulnerable people. The invitation should contain the date, the contact
information of the school board outside Quebec, the name of the language assistant and a
confirmation that this language assistant is hired.

Please note that a criminal record check may require eight to 10 weeks to obtain and that you
cannot start work without it. A fee is generally charged for the check. The criminal record check
must be provided prior to the start of your employment; however, you can apply for the
program before receiving it. Should you have further questions about criminal record check,
please contact your provincial or territorial coordinator.

Conditions and release

By accepting a position with Odyssey, language assistants explicitly undertake to do the

g = following:
Odyssey may be
considered as a co-op e accept and abide by the policies and regulations of the host
placement. If you are educational institution that employs them
continuing your e respect and abide by any and all laws of Canada and of the
studies, you may province or territory and the municipality in which the
receive credits for it. educational institution is located
Check with the e release the Corporation of the Council of Ministers of Education,
institution where you Canada (CCMEC), the provinces and territories, their agents, and
wish the credits to be staff from any claim, action, loss, or damage that the language
transferred. assistant may have against the CCMEC, CMEC, and its Secretariat

S in any way related to Odyssey.

Renewal

It is possible for a language assistant to participate in Odyssey more than once. It should be
noted that this privilege is not granted automatically and that renewal is not guaranteed since
priority may be given to first-year applicants.

A language assistant who wants to apply for a second time should do the following:

e update their online profile for the following school year

e provide two copies of one or two letters of recommendation if applicable from the
teacher or instructor or the principal of the educational institution where they are
currently employed

The letter of recommendation must be sent directly to the coordinator of the province or
territory in which the language assistant is currently working.

12



Second-year candidates will be notified if they have been accepted at the same time as first-year
candidates.

If a language assistant wants to participate in Odyssey the following year, they will not have to
take part in an interview unless required by the coordinator. However, language assistants who
wish to participate in the other official language will be required to attend an interview. If an
experienced language assistant is re-applying after several years of not participating, they may
be requested by the coordinator to submit a recommendation letter from Odyssey and
participate in an interview.

13



FINANCIAL INFORMATION — SALARY AND BENEFITS

Employer?

The employer is the school board, division, district, authority, or the educational institution
where the language assistant works. Every language assistant must sign an employment contract
with his/her employer. Therefore, the languages assistants will need to follow any code of
conduct, code of ethic, social media policy, bullying, harassment policy, and any other policies
currently in place by the employers. Please note that language assistants are neither unionized
nor permanent employees of the school board.

Salary

The gross salary is $30,000, covering September to May. It includes vacation or holiday pay, as
well as any other benefits paid by the employer to the language assistant.

Payment terms may vary depending on the employer, but language assistants are to receive a
payment at least once a month. The first payment is to be made only after the language
assistant has started work, but no later than one month after they take up the position.
Although payment for statutory holidays, the holiday season, spring break/reading week, and

professional development days varies among provinces and territories, language assistants must
be remunerated for those periods.

Employer’s contributions

The employer will pay the employer’s contributions to the Canada Pension Plan (CPP) or the

Régime des rentes du Québec (RRQ), Employment Insurance o N
(E1), and any other compulsory provincial/territorial plans. Any language assistant
Employer’s contributions are not refundable. Language assigned to work in a
assistants’ contributions are deducted from their salary. location situated more

than 300 km from an
airport serviced by a
Interprovincial/territorial travel* major airline would

receive an additional

Beginning and end-of-year travel allowance amount of $100 when
travel allowances are

At the beginning and end of their placements, language calculated in Appendix B.

assistants, including those taking up their positions after

December 31, are eligible for the interprovincial/territorial \ J

3 The table of disbursements for the employer indicates the salary and the allowances is found in Appendix A.

4 The amount of the interprovincial/territorial travel is set out in Appendix B.
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travel allowance if they must move outside their home province or territory to work and if their
permanent residence is more than 200 km from their workplace. This allowance will
compensate part of the relocation costs incurred between their permanent residence and their
workplace.

4 ) 3 Language assistants who are assigned to a workplace within their
Language assistants . . .
1 home province/territory and must travel more than 300 kilometers

who leave their . . .. s

. X from their permanent residence are eligible for an additional $150
positions prior to the . .

per travel segment. Language assistants who are assigned to a

end of the program o . ) .

ill not . workplace within their home province/territory and must travel more
year will not recelve than 600 kilometers from their permanent residence are eligible for
an allowance to s

an additional $300 per travel segment.
return home.
. 7 Language assistants who are from out of province/territory but who
are recruited locally are not eligible for the beginning-of-year travel allowance. However, they
are eligible for the end-of-year travel allowance.

Coordinators will inform the employer and the office of the Official Languages unit, CMEC
Secretariat, by September 15 at the latest, of the amount of the travel allowances to be paid.

Employers will automatically pay the beginning-of-year travel allowance to eligible language
assistants within 20 working days following the beginning of their employment, according to
the rates set out in Appendix B.

Similarly, employers will automatically pay the end-of-year travel allowance to eligible language
assistants 15 days prior to the end of their employment, according to the rates set out in
Appendix B.

Language assistants who start after December 31 will receive the travel allowances.
NOTE: Based on Canada Revenue Agency (CRA) guidelines (Employers’ Guide Taxable Benefits

and Allowances T4130(E) Rev. 23), the travel allowances to relocate to a place of work are non-
taxable up to $650 each calendar year. Any additional sum over this amount is taxable.

Mid-year travel allowance

Language assistants who are required to move outside their home province or territory to work
and whose permanent residence is more than 200 km from their workplace are entitled to a
mid-year travel allowance.

Coordinators will inform the employer and the office of the Official Languages unit, CMEC
Secretariat by September 15 at the latest, of the total amount of mid-year travel allowances to
be paid.
Employers must automatically make the following payments to eligible language assistants:

e the first portion of the mid-year travel allowance in early December

e the second portion of the mid-year travel allowance in January after the academic year
resumes

15



The mid-year travel allowance is taxable and must be entered on the T-4 (Relevé 1 in Quebec)
issued by the employer.

Depending on budget availability, coordinators may have a limited budget amount available to
assist language assistant placements in remote regions. If awarded in a given year, this amount
is taxable and must be reported by the employer in Appendix H1.
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Allowance for the Pan-Canadian Training Session

Pan-Canadian Training Session (compulsory for first-year language assistants)

Language assistants are reimbursed for part of the expenses they incur to travel from their
permanent residence to the Pan-Canadian Training Session and then to their workplace.

Travel expenses incurred between a language assistant’s permanent residence and the training
session venue are deemed to be training expenses. Travel expenses incurred between the
training session venue and the workplace is covered by the beginning-of-year travel allowance.
For language assistants returning to work in their home province or territory following the Pan-
Canadian Training Session, the total amount of expenses is considered a training expense.

Language assistants who live outside the province of Quebec are eligible for a travel allowance,
according to the rates set out in Appendix B.

Language assistants residing in Quebec and assigned to work outside the province will be
compensated according to the schedule below for their travel to the training session. Expenses
incurred to travel from the Pan-Canadian Training Session to the workplace are considered to be
travel allowances as set out in Appendix B.

e 0to 200 km: no reimbursement

e between 201 km and 400 km: $75
e between 401 km and 600 km: $100
e between 601 km and 850 km: $175
e more than 851 km: $300.

Language assistants assigned to work in Quebec will be compensated, as set out above, for their
travel from the Pan-Canadian Training Session to their workplace.

Language assistants will not be reimbursed for extra costs incurred to return home before
taking up their duties.

Coordinators will inform the employer and the office of the Official Languages unit, CMEC
Secretariat, by September 15 at the latest, of the total amount of each travel allowance to be
paid.

NOTE: Based on CRA guidance, specifically subparagraph 6(1)(b)(vii) of the Income Tax Act.
Reasonable allowances paid to participants to offset the costs to attend this mandatory training
session are non-taxable, on the basis that employers benefit from participants attending this
mandatory training session.

Here are three examples of travel from a language assistant’s residence to the session and then
to the host province.

Example 1
Language assistant with a permanent address in Ontario assigned to work in Newfoundland and
Labrador
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f
NOTE: When

accommodation

assistants are paid
directly by the
province or territory,
they are not
reimbursed by CMEC.

\.

Example 2

expenses for language

\

>

From Ontario to Quebec: ......... .5 475
— training session allowance

From Quebec to Newfoundland and Labrador: . .. $650

— interprovincial travel

$475 + $650 = $1,125

Language assistant with a permanent address in British Columbia assigned to work in Quebec

(Saguenay)

—travel within Quebec

$750 + $75 = $825

Example 3

Language assistant with a permanent address in Quebec (Montreal) assigned to work in Quebec
(Sherbrooke)

From Montreal to Quebec City (254 km):............ S75

—travel within Quebec

Allowance for provincial/territorial or local training sessions

Most expenses are reimbursed at rates indicated by coordinators. These expenses must not
exceed the established rates of CMEC’s reimbursement policy. Exceptional requests must be

authorized by the Official Languages unit, CMEC Secretariat.

Language assistants must fill out a Request for reimbursement (Appendix F) to obtain the
reimbursement of costs incurred when attending provincial/territorial or local training sessions.
This form must be provided to the employer, along with original receipts for accommodation
and transportation, as indicated by the coordinator. Receipts are not required for meals.

Coordinators will set out in writing the requirements in respect of accommodation, meals, and
travel expenses and provide these to employers and to the CMEC Secretariat. No advance
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payments will be made for travel and accommodation expenses incurred to participate in

training sessions. The employer will reimburse language assistants for expenses incurred as soon

as possible following receipt of the Request for reimbursement.

Language assistants must provide the Request for reimbursement to their employer within
15 days following the end of the training session.

NOTE: Based on CRA guidance, specifically subparagraph 6(1)(b)(vii) of the Income Tax Act,
reasonable allowances paid to participants to offset the costs the attend these mandatory
training sessions are non-taxable, on the basis that employers benefit from participants
attending these mandatory training sessions.

Taxes

Salary

The salary is taxable and must be included on the T-4 (Relevé 1 in Quebec) issued by the
employer to the language assistant.

Travel allowances

Travel allowances paid at the beginning and at the end of the employment period, are not
taxable up to $650 nor are they subject to CPP or RRQ, El, or any other provincial or territorial
plan because the travel is required for the job. However, mid-year travel allowances are taxable
and subject to CPP, RRQ, El, and any other provincial or territorial plan because the travel is for

vacation or pleasure.

TABLE OF TAXABLE AND NON-TAXABLE PAYMENTS

$650 per calendar
year

SALARY TRAVEL ALLOWANCE | MID-YEAR TRAVEL TRAVEL FOR PAN-
AT BEGINNING AND CANADIAN OR
END OF YEAR PROVINCIAL OR
TERRITORIAL
TRAINING SESSIONS
Taxable Non-taxable up to Taxable Non-taxable

T-4 (Relevé 1 in
Quebec) issued by
the employer

Up to $650, Not
subject to CPP* or
RRQ,** EI,*** or any
other provincial or
territorial plan

T-4 (Relevé 1 in
Quebec) issued by
the employer

Not subject to CPP*
or RRQ,** EI,*** or
any other provincial
or territorial plan

*Canada Pension Plan (CPP) ** Régime des rentes du Québec (RRQ) *** Employment Insurance (El)

NOTE: The tax information provided above is for information purposes only. You may wish to
consult with your local tax experts. For participants attending institutions located in northern
regions, additional deductions may apply with respect to residing in and travelling to and from
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such regions. More information is available on the Government of Canada website
(www.canada.ca) under the “T2222 Northern Residents Deductions” webpage.

Procedure for reimbursement to employer

The CMEC Secretariat will make three payments to the employer during the program year. The
gross monthly salary is not to exceed $3,333, and the gross total salary is not to exceed $30,000
for the mandate.

REIMBURSEMENT PROCEDURE

STEPS 1t PAYMENT (ADVANCE) 2" PAYMENT 3@ AND LAST PAYMENT
This payment is an advance | This payment covers the actual | This payment covers the balance
to cover the estimated eligible expenses associated of actual eligible costs associated
eligible expenses associated | with the employment of a with the employment of the
with the employment of a language assistant from language assistant for the months
language assistant from September to the end of March | of April and May that are
September to the end of (less advance received) and is included in the fiscal year of April
November. included in the fiscal year of the | 1 to March 31.

program from April 1 to March
31.
1%t step The coordinator prepares The educational institution The educational institution
the Confirmation of completes the Summary of completes the Summary of
completed duties up to disbursements (Appendix H1) disbursements (Appendix H2) for
November 30 (Appendix G) for the actual expenses from the actual expenses of the
and approves it in the September to March (less the months of April and May and
database. Once approved, advance received) and sends a sends a signed and scanned copy
CMEC Secretariat signed and scanned copy to the | to the coordinator for approval
automatically receives an coordinator for approval by by June 15.
email notification. April 15.
2" step | CMEC Secretariat verifies The coordinator verifies the The coordinator verifies the
Appendix G and prepares an | content of the Summary of content of the Summary of
Electronic Funds Transfer disbursements (Appendix H1), disbursements (Appendix H2),
(EFT) for payment to the approves it in the database, and | approves it in the database, and
educational institution. forwards a signed and scanned | forwards a signed and scanned
copy to CMEC Secretariat by copy to CMEC Secretariat by
email. email.
3" step No further action is CMEC Secretariat compares the | CMEC Secretariat compares the
required. information provided in information provided in Appendix
Appendix H1 with that in the H2 with that in the database,
database, prepares an EFT for prepares an EFT for payment to
payment to the educational the educational institution.
institution.
Remarks If applicable, enclose a copy of
the Appendix F (Request for
reimbursement) along with the
receipts. The employer must
keep all original receipts for any
subsequent audit.

It is important to forward the Summary of disbursements, as well as the Confirmation of completed
duties up to November 30, within the timelines indicated above. Please note that if this is not complied
with, the institution may not be assigned a language assistant the following year.
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GLOSSARY

Coordinator
Person responsible for the administration of Odyssey at the provincial/territorial level.

Email address
Language assistant’s email address to allow for easy communication.

Educational institution
Establishment where the language assistant works.

Employer
The school board, division, district, authority, or educational institution for which a language
assistant works.

Employer’s contributions

Contributions paid by the employer to the Canada Pension Plan (CPP) or the Régime des rentes
du Québec (RRQ), Employment Insurance (El), and any other compulsory provincial/territorial
plan.

Language assistant
Person hired by an educational institution to participate in Odyssey for a period of nine months,
for 25 hours per week (20 hours working with students and 5 hours of preparation).

Mid-year travel allowance
Allowance paid to eligible language assistants to compensate the cost of one return trip to their
home from their workplace.

Official Languages unit, CMEC Secretariat
Team responsible for Odyssey at the Council of Ministers of Education, Canada.

Pan-Canadian Training Session

A compulsory training activity, held at the end of August or early September, organized by the
Council of Ministers of Education, Canada and reserved for language assistants taking part in
Odyssey for the first time.

Pan-Canadian Training Session travel allowance

Allowance paid to eligible language assistants for travel expenses incurred to attend the
compulsory Pan-Canadian Training Session.
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Permanent address
Address of the candidate’s permanent residence as indicated on the application form. This
address is used to determine travel-related reimbursements.

Provincial/territorial or local training sessions

Training activities organized by each respective coordinator on behalf of their ministry or
department of education for language assistants. These sessions usually take place in the host
province or territory but can also take place in another province or territory at the coordinator’s
discretion.

Provincial/territorial or local training session travel allowance

Allowance set by the coordinators and paid to eligible language assistants to reimburse travel
and accommodation expenses incurred to attend provincial/territorial or local training sessions.
These expenses must not exceed the established rates of CMEC’s reimbursement policy.

Salary
Salary paid to language assistants. Language assistants receive a maximum of $30,000 for nine
months at 25 hours of work per week.

Supervisor
Person who supervises a language assistant and administers Odyssey at the local level.

Temporary address
A language assistant’s address in the host province or territory during the employment period.

Travel allowances

Allowances paid to eligible language assistants toward the cost of one return trip from their
permanent address to their workplace. Travel must take place at the beginning and at the end of
the year.
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APPENDIX A

Table of disbursements for the employer

for provincial/
territorial or local
training session

coordinator

language assistant has
submitted a request for
reimbursement**

ITEM AMOUNT PAYMENTS DEDUCTIONS* | RECEIPTS
Salary $ 30,000 for nine | First payment no later than | yes n/a***
months one month after the
language assistant takes up
their duties
Interprovincial/ Travel between e  First payment within e yes, after e n/a
territorial travel province/territory 20 working days after $650
allowances of permanent start of employment in
residence and September
host e Second payment in e n/a
province/territory early December e vyes
(beginning- and e Third payment in e n/a
end-of-year and January e vyes
mid-year travel) | o  Fourth payment 15 e n/a
working days prior to e yes, after
end of employment $650
Travel allowance | Determined by As soon as possible after yes yes

* The “Deductions” column indicates contributions made to the Canada Pension Plan (CPP) or
the Régime des rentes du Québec (RRQ), Employment Insurance (El), and any other

compulsory provincial or territorial plan.

** |n some provinces/territories, reimbursements are paid automatically.

*** n/a = not applicable
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APPENDIX B

Interprovincial/territorial travel allowance

Information for coordinators and financial officers

NOTE: These payments are made automatically to language assistants in September,
December, January, and May. These amounts go toward travel expenses and have been
calculated based on the average of travel costs at various times of the year.

BC AB SK MB ON Qc NB NS PE NL YK NT NU
BC 0 350 425 325 550 750 800 750 725 950 725 925 | 2125
AB 350 0 300 325 425 700 725 650 575 825 775 725 | 2100
SK 425 300 0 350 550 750 825 825 700 825 950 900 | 1725
MB 325 325 350 0 475 750 750 700 650 850 | 1050 | 900 | 2175
ON 550 425 550 475 0 475 525 475 550 550 | 1300 | 1150 | 1525
QcC 750 700 750 750 475 0 675 575 650 650 | 1500 | 1225 | 1875
NB 800 725 825 750 525 675 0 275 225 900 | 1475 | 1450 | 2175
NS 750 650 825 700 475 575 275 0 225 550 | 1500 | 1475 | 2100
PE 725 575 700 650 550 650 225 225 0 925 | 1475 | 1500 | 2075
NL 950 825 825 850 550 650 900 550 925 0 1550 | 1550 | 2300
YK 725 775 950 | 1050 | 1300 { 1500 | 1475 | 1500 | 1475 | 1550 0 925 | 2650
NT 925 725 900 900 | 1150 | 1225 | 1450 | 1475 | 1500 | 1550 | 925 0 2350
NU 2125 | 2100 | 1725 | 2175 | 1525 | 1875 | 2175 | 2100 | 2075 | 2300 | 2650 | 2350 0
Legend
BC British Columbia NB | New Brunswick
AB Alberta NS | Nova Scotia
SK Saskatchewan PE | Prince Edward Island
MB Manitoba NL | Newfoundland and Labrador
ON Ontario YK | Yukon
QcC Quebec NT | Northwest Territories
NU | Nunavut
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APPENDIX C

Map of Canada
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INDEX

Map of Ontario
DIVISIONS

Name of (50 Divisions) Locatian
Division Population on Map
ALGOMA DISTRICT .. 126,455 T-5
BRANT COUNTY .. 114,564 JB
BRUCE COUNTY .. H-4
GHATHAM-KENT DI L-3
GOCHRANE DISTRICT R-5
DUFFERIN COUNTY . K7
DURHAM REGIONAL MLINIEIPAI.IT‘I' L4356, 615 H-8
ELGIN COUNTY . .79, K-5
ESSEX COUNTY L2
FRONTENAC COLNTY F-12
GREY COUNTY . &5
HALDIMAND COUNTY K7
HALIBLIRTON COUNTY . b9
HALTON REGIONAL MUNICIPALITY .. 8
HAMILTON DIVISION .. ) b7
HASTINGS COUNTY . E-11
HLURON COUNTY ... -4
KAWARTHA LAKES D 8
KENORA DISTRICT ..... 01
LAMBTON COUNTY K-
LANARK COUNTY .. E-13
LEEDS AND GRENVILLE COUNTIES F-14

LENNOX AND ADDINGTON COUNTIES 39208 E-12
MANITOULIN DISTRICT .. w11y
MIDDLESEX COUNTY ...... 380,616 4
MUSKOKA DISTFICT MUNICIPALITY ....50,463 E-&
RIAGARA REGIDNAL MUNICIPALITY 405,504 S
RIFISSING DISTRICT .. v 832 BT
RORFOLK COUNTY ., L1547 KB

NORTHUMBERLIND COUNTY L1792 BAD
OTTAWA DIVISION | L2136 D14
DXFORD GOUNTY ..., 97,142 i
PARRY SOUND CISTRICT 30406  C-6

PEEL REGIONAL MUMICIPALITY

PERTH REGIONA. MUMICIPALITY 72,106 k5

PETERBOROUGH COUNTY ............. 123448 F10

PRESCOTT AND RUSSELL COUNTIES 74013 D16
25,045

852,526 H-7

PRINCE EDWARD DIVIZION . -
RAINY RIVER DISTRICT T-2
RENFREW COUNTY . D-11
SIMCOE COUNTY ... F7
STORMONT, DURDAS

GLENGARRY COUMNTIES E-1B
SUDBURY DISTRICT ... BB
SUDBURY DIVISION .. 164,048 B-5
THUNDER BAY DISTRIGT 157 G189 A-3
TIMISKAMING DISTRICT T-7
TORONTO DIVISION I-7
WATERLOO REGIINAL MUNICIPALITY 405, 435 JB
WELLINGTON GCUNTY e 171,385 I-B
YORK REGIONAL MUNIGIPALITY ___ H-B

TOTAL.....

CITIES AND TOWNS

Note: The first name is that of the city or town,
second, that of the division in which it is Im:med
then the population and location on the map.

Acton, Haltor Replonal Municipality, 7,632
Allsa Craig, Midclesex County, 1,044 ...
Ajax, Durham Reglonal Municipality, 64,430 .
Alexandnia, Starmont, Dirdas and

Glangarry Couries, 3,531 D17
Alfred, Preseott and Russel 3 -
Allston, Simeoe Comvty, 8,225 .........
Almonte, Lanark Coundy, 4811 ...
Alvinston, Lamibion County, 1,057 .,
Amherstourg, Essex Cownty, 10,245
Ancaster, Hamilton Divizion, 23,403
Ammprigr, Renfraw County, 7,925 |
Arthur, Welington Coonty, 2,138 .,
Afikokan, Rainy fiver Districh, 3,961 ...,

Attawapiskat, Kenora Distnct, 1,258 ..
Aurora, York Regional Muricipnalily, 34,857 .
Bylmer, Elpin GCounty, 7018
Byr. Waterlog Regional Mrmmm‘_v 3151
Bancroft, Hastings Counfy, 2,554
Barria, Simeog County, 79,191 .
Barry's Bay, Ranfrew Cowly, 1,088
Bath, Lemnox amd Addington Counties, 1,389 ...
Baavarion, Durliam Regional Mmtmafw 3,000 ....69
Bawton, Simeod County, 2,886 ..
Balle River, Essax Coumty: 4, 531
Balleville, Hastings Coonty, 37 DB3 .
Balmont, Middiesex Cownly, 1,632
Blenheim, Chatham-Ken! Division, 4.873 .
Blind River, Algoma District, 3,152 ..
Bobcaygeon, Kawamha Lakes Dmsfan 2.1'53
Bonfizld, Mplssing District, 1,765 .
Bowmanville-Newcastie, Ourham

Begiomal Municipahity, 27,594 H4
Bracebridge, Muskoks Disfoct Mummmn« 13 05 E-g
Bradford West Guilimbury, Stmcoe Cownly, 20,213 . H-8
Bramptan, Peel Regional Municipaiily. 268,251
Brantford, Brant Couwnty, 84,764 ...
Brighton. Mertfumberiang County, 4.584
Brockville, Leads and Grenville Counties, 21,
Brussels, Huron Cowy, 1,131 ...
Burferd, Brant County, 1,748 ...
Burlingtan, Halton Regional Municipality 136,976 ...J-7
Caledon, Pee! Regional Municipaliy, 39,893 ...
Caledonia, Haldimand County, 7038
Cambridge, Waterloo

Regional Municipality, 101 428 ... — |
Camphellford, hbnhmbemﬂdcu:mw 354? G-
Cannington, Durham Regional Municipality, 2013 G4
Capreal, Sudbury Disinict, 3,410 ...
Cardinal, Leads and Grenvilia Con'mres 1, ??T
Carleton Place, Lanark Counfy, 8,450
Carlisle, Hamilton Dfvision, 1,886 ........ .
Cassalman, Prescotf and Aessell Covnties, 2,877 ..D-18
Cayuga, Haldimand County; 1,015 ...
Chapledu, Swibury Division, 2,934 ...,
Chatham, Ghafham-Kant Division, 43,409
Ghasley, Brce Cownty, 1,904 s
Chesterville, Starmont, Dumdas and

Glengarry Counlies, 1497 ..
Clinton, Huron County, 3,216 .,
Gobalt, Timiskarming Dislrict, 1,400 .
Cobden, Ranfrew County, 1,020 ......
Gobourg, Northumbariand County, 18,
Cochrane, Cochrane Distici, 4,443 ...
Colborne, Nerfhumberand County, 2,054
Colehester, Essex Counly, 1,960 ...
Collingwood, Simeod Caunty, 15,596 _.
Cookstown, Simeoe County, 1,466
Cormwall, Stavmant, Dundas and

Glergarry Counties, 47 403
Greemare, Simeoe Gouaty, 1,285
Crystal Beach, Magara

Begional Municipahty, 6321 .
Deep River, Renfrew County, 4,
Delhi, Movfolk Cowndy, 4,155 .......
Deseronto, Hastings County, 1,811 .
Drayton, Welingtan County, 1427 ..
Dresden, Chatham-Kent Divisian, 2. 588 .
Dryden, Kenara Distnict, 6,711 ...
Dundalk, Gray County, 1,776 ......
Dundas, Hamitton Division, 23,125 .
Dunrwille, Haldimand County, 12471 ..
Durham, Grey Couwnty: 2 641 .
Dutton, Efgin Couy, 1,315 ...
Ear Falls, Kenora Disfrict, 1,170
East Gwillimbury, Yark

Femianal Munizipaitg 19,770 .,
Eganville, Renfrew County, 1,319
Elliot Lake, Alpoma Distnct, 13,588 .,
Elmira, Waferoo Reg\.ww.h‘umwmmy 7, 49? .
Elmale, Simcoe County, 1,860 ..
Elara, Welingtan County, 4,521 ...,
Embrun, Prescort and Russel Counties, 1.458
Ema, Rainy River Distnct, 1,368 .........
Englehart, Timiskarming Disirict, 1,703 ...,

Erin, Wallingtor County, 1633 ...
Esparola, Sudbury Division, 4,725
Essex Essax Cownly, 6,785 .
Exater, Huvant County, 4 472 .
Fenebon Falls, Kawartha Lakas Division, 2,040
Fergus, Wellington County, B84 .
Flamborough, Hamilton Division, 34,037
Foresl, Lambton County, 3,020 ...
Fort Abany, Cochirane District, 1,605 .
Fort Erig, Miagara Regional Municipaiity,
Fort Fances, Rainy Hiver District, B,790
Frankloed, Hastings Courty: 2 096 .
Ganarogue, Lasds and Gramille Counties, 5217 _G-14
Georgna, York Reglonal Municipalify, 34,777
Garalkctan, Thunder Bay District, 2 627
Glencoe, Middiesex County, 2178 .
Gloucaster, Ortawa Division, 104,022 .
Godedch, Muron Counly, 7.553
Gore Bay, Manitowlin Disirict. 907 .
Grand Bend, Huron Couaty, 1,027 .
Grand Valley, Dufferln County, 1,61
Gravewhurst, Muskaka District Mumicipa
Grimaty, Magara Reglonal Municioaity,
Guelpy, Weillngton County, 95,821 ........
Haileybury, Timiskaming District, 11,127
Haldirand, Haldimand Courty, 22,128 .. K
Halton Hills, Raftan Reg'mam’unmmlry 4‘2 300 012
Hamikon, Hamilton Diisian, 322,352 J
Hanowes, Grey County, 6844 ...
Hariston, Welingfon Counly, 2,008
Harraw, Eszex County, 2,806 .........
Hastirgs, Mortfumbenand County, 1,140
Haweleck, Peterbarough County, 1,352 ...
Hawkasbury, Prescaft and

Russell Counbies, 10,182 ... A [
Haars:, Cochrane Disirict, 4,430
Hansdl, Huran County, 1187 ...
Hillier, Prince Edward Division, 1.851 .
Hillshurgh, Wetlinglon Cownly, 1,184 .
Hornapayme, Alpema District, 1,458 ...
Humphrey, Parry Sourd Districh, 1,194
Huntssille, Muskoka District Municipaiily, 15,918
lgnace, Kemara District, 1,782 ...,
Ingerzoll, Cford Cownty, 9,843
Innisfl, Simcee Coonty, 24,711 ...
Inoquois, Stormont, Duricas and

Glangarry Counfias, 1,278 . P15
Iroiquais Falls, Cochrang District, 4,403 |
Jarvis, Haldintand Cownty, 1, 0.
Kamata, Dtawa Division, 47,908
Kaguskasing, Cachrang Dishrict, HJ.I:IEE .
Kiewetin, Kenara District, 2058
Kesnpville, Leeds and Granville Countias, 3,272
Kenara, Kenora Disirict, 10,063 ...
Kincaiding, Bruca County, 6,020
Kingston, Frontenac County, 55,947
Kingsville, Essax County, 5991
Kirkland Lake, Timiskarméng Oisteiet, 9,905
Kitchener, Watlington Counly, 178,420
Lakedizld, Peterborough County, 2 444
Leamingtan, Essex County, 16,188 ...
Lincob, Magara Reglonal Municipality, 18,
Lindssy, Kawartha Lakes Division, 17,638 ...
Listowel, Perth Ragional Municipaiity, 5 467 .
Litile Current, Manifowte Disiricr, 1,575
Londen, Midatesay County, 325,646
Long 3ault, Storment, Dundas and

Glengarry Countias, 1,508 .
Longlec, Thunder Bay ﬂ;smcr 20?4
L'Origual, Prascoft and Russell Counties, 1,999 .,
Lucan Migoiesex Coundy, 1,958 ...
Lucknow, Bruce Counfy, 1,215
Madae, Hastings County, 1 464
Manitauwadge, Thunder Bay District, 3,
Maratwon, Thowder By Distrct, 4, TED .
Markeale, Gray County, 1,354 |
Markkam, York Ragwfm‘arnrma!ﬂy 1?3 383
Marmara, Hastings Covnty, 1,483 .,
Massey, Sudbory Division, 1,171 ..
Matiawa, Nipissimg Disfrict, 2.281
Meaford, Grey Coonfy, 4,681 ...
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Marrickville, Lesds and Grermatle ﬂbun'hes. 1027 _E-14
Matcalfe, ttawa Dhasion, 1,576 |
Midland, Simcog County, 15,035
Mildmay, Brivce Cownty, 1,110 .
Millbrook. Pefertoromgh Eaunf].f 1 3-12 .H-10
Rilten, Halon Regional Menicipalite 32,104

Nihverbon, Perth Regional Adoniciaality, 1,618 .15
Mindan, Halborton Cowndy, 1,004 F-9
Mississauga, Pas! Regricva Municiaalty, 544,362 .._1-8

MitGhall, Parth Sedgiona Municioaity, 3670 ... 1-
Moonbeam, Cochrane Disiricr, 1,322 ... .
Moose Factory, Cochrane Disiict, 2 126 .
Moasonss, Cochvane Disiel, 1,939
Morrisburg, Stormond, Dundas amd
Glevigarry Coumbies, 2538 e E-16G
Mount Alberl, York Regiona! Mwm,ﬂam‘_l.- 2158 _._MN-15
Mount Brydges, Midaleser Counrly, 2 235 K-
Mount Forest, Grey Cownly, 4530 ..
Munster, Orfawss ivision, 1 486 . -
Manticoke, Haldimand Cownrly:. 23 485
Mapanee, [ anmox and Addbmgton Cownties. 6887 _G-13
Mepean, Oawa Dhasion, 115900 E-15
New Hamburg, Wareroo Raphonal Mumscipain: 6,494 -6
Mew Liskeard, Timiskaming Disirict. 5112 . R -
]
2]

Mewmarket, Yok Regiona’ Wowlcipaling 57125 H-
Miagara Falls. Nisgara Regional Mumicipaiify. 7T6.917 J-
Niagara-on-the-Lake, Misgars

Nuwiciy 13,238 . T | -1
Nickel Centre, Smdbm}- District, 13,017 .

Nipigon, Thundsr Bay istrich, 2,210 ... T4
Nobleton, ¥ork H‘egm.rra.rmr.l.lw.u-a.ﬂr}f S 1?'." N P-13
Morth Bay, Woissing Districh, 54,332 B-8
MNorwich, Oxford Cowrry, 2 480 [ J-6

Norwood, Peferboropgh Gownty, 1 469 .G
Qakville, Halton Regiona! Wemicipaiing 12‘ﬂ4ﬂ5 R
Omemee, Kawartha Lakes Division, 1,271 . .G
Onaping Falls, Sudiuwry District, 5,277 e
Qrangeville, Duffarin County, 21.-198
Qrillia, Simeoe County, 27,846 |
Osgoode, Oftaws hivision, 2 l.‘.':lﬂ E-‘I
Oshawa. Durham .ﬁ'emu:u'ra.l'n'l'unrc.'nafdr 13-1- EEd-
Qsnabruck, Stoarmant, Dundas and

Ottawa, itawa Division, 323,340
Owan Sound, Grey Cowrhy, 21,380
Paisley, Brpee County, 1,106 ...
Palmarstan, &Gray County, 2,468
Paris, Brant Cownly, 8087 ...
Parkhill, &Afiddiasax Caunty, 1 ?E ..........
Parry Sownd, Parry Sowud ﬂ:sanﬂr B,336 .
Felham, Miagars Hegiomal Municipality, 14,343
Pambroke, Ranfraw Coumty 14177 . e
Panatanguishene, Sincoes Cownrly, 7,281
Parth, Lanark County, 5996 ...
Petawawa, Reafrew Counly, & 540
Peterborough, Patarborough Cowrly. 69 535 -
Petrodia. Lambfon Cownly, 4,908 .
Pickering, Durtant Raiong Wuwkicipainy, 78 8% P- 1E
Picton, Prince Edward Dhwiston, 4,673 | H-12

Paoint Edward, Lamblon County, 2 267 . A3
Part Burwedl, Eigln Gowndy, 1,023 G
Part Calborne, Afagars

Regiona! Muwleioality 18,451 K-8
Part Dowver, Mowfodk Cownte 5,398 . K-T
Part Elgin, Bruce Cownly, 7041 -G-8
Part Hope, Aorthumbariang County, 11, . H-1
Port McNicoll, Simcoe Cowrly, 4 880 .F-7
PaﬂPerry,DurbamHegmmaIMuermeUm CN-16
Part Stanley, Elgln County, 2,499 [T 5]

Powassan, Parry Sowund District, 1 125 .........
Prescott, Lesds and Grevville Countias, 4,480 .
Rainy River, Sainy River Disirict, 1008 ...
Rayside-Balfour, Sudbury Distnct, 16,050 .. .
Red Lake, Kenora OFSct, 2277 v
Fenfrew, Aenfrew County, B125 e
Richmond Hill, York

Regiona! Mwmicipabny, 101,725 . .
Ridgetown, Chatham-Kent Drv.ksrﬂr.!, 345-4
Rockcliffe Park, Oftawa Division, 1,995 L.
Rockland, Frescoff and Rwssell Cﬂwrres, H-{J?ﬂ D15
Rockwood, Welingfan County, 2,506 . —

Rodney, Elgin Cowrly, 1,185 ...
Russell, Prescoftt and Russel Gmn'r-'rﬁ's. El ﬁ-ﬂ
Saint Catharinas, Nagara

Reghoral Moncipality, 130,926 .
Saint Clair Beach, Essex Cowvrly, 3 -'-"l.'JE .
Saint Gaorge, Brant Cowaty, 1,907 e,
Saint Jacohs, Walerfoo

Reghonal Momeigality 1171 .
Saint Marys, Perth Regiovial Municipaiity, 5,952 ...
Saint Tharmas, el Cowndy, 32278 e
Sarnia, Lambior Cownly, T2,738 s
Sault Sainte Marie, Alpomas islrict. 80,054
Schreiber, Thonder Say istoct, 1,183
Sealorth, Huror Gownly, 2,302
Shelburne, Duermn Cowmny:, 2,133
Simcoe, Norfolk Cownty, 15,380 _._..
Sioux Lookout, Kevara MNstrict, 3 4648
Smiths Falls, Lanark Coonly, 131 ...
Smithville, Mirgara Ragional Mumwcipaity, 2,851 .
Smoath Rock Falls, Cochrame Déstrict, 1 982 .
Sowth River, Pary Sownd Disteicr, 1,098 .
Souwthampton, fruce Caunry, 3,151 .
Staynes, Simcoe County, 3,598 ...
Stirling, MHastings County, 2173 ...
Stoney Cresk. Hamilton D'Mlsn'nn_ 54,315- E
Stoney Point, Eszax Cownty, 1.1
Stratford, Pbsm‘a.q‘egmrrar.l-:l'ummpam}— 28,987
Strathrl:q.r Middesex Counry, 11,852
Sturgeon Falls, MWoissing DNsirict, 6, 162 ..
Swdbury, Suabory vstnct, 32,059 .
Sundricge, FParmy Sowund Disirct, 1 019
Sution, m.ﬁﬁymwmrcmﬁi}r 3, 639 -
Tavistock, Perfl Regional Marmc.lpal'r.l].-' 2470 ..
Tacumseh, Essex Coonny, 12,628 . .
Teepswater, Bruce Cownty. 1089 .,
Tarrace Bay, TI'JJJ'HI:I'E-FH&'}‘DESI'.ITI:‘E. 2 3?4
Thamesford, Oxford Cownfy, 1,736 ...
Thessalon, Algoma Districf, 1,485
Thambury, Grey Cowrly, 1,763 . .
Tharald, Niagam Rapmnal'ﬂ-kmrc.l.pal'm-' 1?.&85
Thundar Bay, Townder Bay Vsfnct, 113,662 ... T3
Tilbury, Chatham-Kent Division, 4,448 .
Tillsonburg, Oxiond Counfy, 13,211 ...
Timmins, Coctiugmne isfoct, 47 499
Toronio, Toronfy heision, 2,385 421 .
Tottenharn, Simcog Coonty, 4,322 .. L-13
Tranton, Hasfings Cowrdy, 17,179 .
Tweed, Hashings Gowrly, 1,572
Usbridpa, Duwrfany Regional Municioality, 5 864
valley East, Swbury Distric!, 23,537 ...
Vanier, Nawa Divigiow, 17,247

Vaughan, York Jegioral Murucipality, 132,549 . P-14
Waldan, SudBuy Districs, 10,202 .
Walkerlon, Seuce Counly, 5,036
Wallaceburp, Coatham-Kesmt Division, 11, Fe
Waterford, Moviok Cowndy, 2,985
Waterloo, Waretoo Ragional Muricipaiity, 77,949 R-10
Watiord, Lambion Cowrly, 1,660
Wawa, Algoma Dvsteket, 3890
Welland, Magaa Regional Mualcipality, 48,411
Wellesley, Wararioo Ragional 274
Wellington, Prince Edward Dhision, 1 EQI .....
West Lome, Eigln County, 1,531
Wheatley, Chatham-Kent Division, 1857 _._.
Whithy, Duwifrany Muricinainy, 73,7
Whitchurch-Stoufhlle, York

Regional Muncipality, 19,835 .
White River, Adpovna Dhstricr, 1,022
Wiarton, Bruce GCownty, 2,400 | o
Wikwamikong, Wanitouwin Dfsr.m:-z. 1 14?
Winchester, Stocrmant. Doedas and

Glengarry Cowrties, 2.33 .
Windsor, Essex Fownny 197 E94
Wingham, Huwrcn Sounmly, 2,849 .
Walie Island, Faovitenac Sﬂum}:. 1.130 .
Woodstock, Oxiord County, 32,086 ...
Wiyoming, Lamefon Comafd 2,937 e,
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APPENDIX F

Example of Request for reimbursement

APPENDIX F/ANNEXE F

Request for reimbursement / Demande de remboursement

Fiow tmctrwrtiare anmvremees camtoet v saardmertar  Boaor ahienrr dec renseromements o Bee sondeneme Ao rembasersemems

Ploass print bagibly. | Ecrins Hriblemsent an lotires momlses &.v.p.

A T e S e

Hams  Homn Hoat proveincs or teriiory
Provines o taritoins J accued
Position | Foaction.
Erimbursement for / Eemboursement pour -
Mams of axploya
Moo da I'eploye Training | Formtinn D
Miling addme: | o .
jra-— Othar (specify) / Auirs (procise) O

Doate

Details /
Détails

Eeceipis /
Eegus*

Tranzportation /
Transport

Living expemses /
Frais de sejonr

Other |
Anmire

TOTAL

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

TOTAL

0.00

0.00

0.00

0.00

I heseby certify that this is a tree statement of my expenses and that reimbursement for any of the abowe will not be made by any other party. /
T"atteste que lz présente est un éfst de dépenses exact et que le rembowrsement d'une partie quelcongue du montant ci-dessns pe sara pas effaciué parun tiers.

Mame / Nem Signaiure
(Pleaiss prizmt. | En lottmes monlsss s.v.p)
Date
YYYEVMMDD AAAANMMII
For coordinator’s use only / Réserve i I'usage du coordonnatenr
Coordinater / Coerdormateur Date

OYMMODD  ASAAAMIEL]

* Lanzuage assistanes: Pleass artach original receipts for ranspartation and ledzing, if any.
* Moniteurs de langues : Veuille joindre les requs orisinaus du transpert et de I'hebergement, 5°il y a lisu.

Bl 05 2
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APPENDIX G

Example of Confirmation of completed duties up to November 30

(The exact format of this appendix is subject to change)

o Odyssey

Employer Grey School Board

APPENDIX G

Confirmation of completed duties up to November 30

Employer code 01999 Province or territory Britih Columbia School year 2026-27
Name of anguage assistant Indicate why the language assistant did not complate his duties up to Nov. 30
N . N Remarks mester advance (pro rata):
Name First Name Stream Late start Withdrawal date. (See lesend) $2,500/month or $7,00/semester
Alain Mireille FSL 7.500.00
Davis Marcia FSL 2026/11/02 2,500.00
CMEC USE 2108 Totall 10,000.00
[CMEC USE Lezend
1 Other employment
Verified 2 No longer interested
3 Dismissed
Approved 4 Iliness
EFT mumber 3 Other
Approved by NOTE : Coordinators must approve this form online.
coordinator Date : Name: Susaan Davies
2026-11-30
Bl Pumone Cwssen
canaden
cm-c
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APPENDIX H

Example of Summary of disbursements
(The exact format of this appendix is subject to change)

o Odyssey APPENDIX H1

Summary of disbursements - Sept. to March actual

Employer Grey School Board Employer code 01999 Province or territory British Columbia School year 2026-27
Bezinning- and ;
Name of language assistant e Pr?\mgxfl Pan-Canadian P'“'""“""ﬂ:j;"'ﬂ';“’-“g""ﬂf Remarks Latestart | Withdrawal date
Stream Salary interprovineiall | MEPRRRAR | TOMS O | Training Session | Jue salary Miscellaneous Total
Nome First name territorial travel allowance Additional Employer's Seelegend | YYYYALIDD | VWYYADIDD
allowance pdliional R
indemnity contribution
Alain Mireille FSL 19.444.45 0.00 0.00 0.00 300.00 0.00 4.500.00 2.404.29 0.00 26.648.74
Davis Marcia FSL 14,153.40 625.00 1,250.00 0.00 300.00 0.00 2.500.00 700.00 450,00 19.97840 2026/11/02
Total| 33,597.85 625.00 1,250.00 0.00 600.00 0.00 7.000.00 3,104.29 450.00 46,627.14
CMEC USE 2100 s 2128 0 2118 2102 2500 2100 2105 06 | e |
Les: advance| 10,000.00
Balance| 36,627.14
CMEC USE Legend
Name of financial officer _Brian Malcolm 1 Other employment
Verified 2 No longer interested
Date _2027/04/02, Signarure __B. Malcolm._ 3 Dismissed
YYYY/MM/DD Approved 4 Dlisess
S Other
Title _Director of Finance Telephone _(604) 2220000 ext 123 EFT number.
NOTE:
Approved by coordinator
Coordinators should keep a copy of
this form for their records and forward
Date _20: 2. Susawv Davies the original to CMEC Secretariat by
YYYY/MM/DD April 13
Make sure to inchude all required
supporting documents
1
cm-C
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APPENDIX |

List of coordinators

BRITISH COLUMBIA

Mr. Marc Labelle

Coordinator

French Education Branch

Ministry of Education and childcare
PO Box 9183 STN PROV GOVT
Victoria, BC V8V 9H9

Tel.: (778) 677-4286
Email: OLP.PLO@gov.bc.ca
ALBERTA

Mr. Théodorique Zidzou
Coordinator

Official Languages in Education Programs

Ministry of Education and Childcare
9th Floor, Commerce Place

10155 102 Street NW

Edmonton AB T5J 4L5

Tel.: (780) 415-0614
Fax: (780) 422-1947
Email: EDC.Officiallang@gov.ab.ca

SASKATCHEWAN
Ms. Marieve Duguay

Coordinator
Official Languages Programs

Direction of Strategic Policy and Planning

Ministry of Education
2220 College Avenue, 3™ Floor
Regina, SK S4P 4V9

Tel.: (306) 787-6048
Fax: (306) 787-2029
Email: prog.fedprov@gov.sk.ca

QUEBEC

Ms. Myriam Saint-Yves

Coordinator

Ministere de I'Enseignement supérieur
Edifice Marie-Guyart

1035 rue de la Chevrotiere, 26e étage
Québec QC G1R 5A5

Tel.: (418) 781-6531

Email: Odyssee-Quebec@mes.gouv.qc.ca

MANITOBA

Ms. Michelle Landry-Nanka

Coordinator

Bureau de I'éducation francaise

Ministry of Education and Early Childhood Learning
1181 Portage Avenue, Suite 509

Winnipeg MB R3G 0T3

Tel.: (204) 945-6935
Fax: (204) 945-1625
Email: languesofficielles@gov.mb.ca

ONTARIO

Ms. Marjorie Durand

Coordinator

French-Language Education Policy and Programs Unit
Ministry of Education

315 Front Street West, 14" Floor

Toronto, ON M7A 0B8

Tel.: (437) 230-9734
Email: Program.Odyssey@ontario.ca

QUEBEC

Mr. Aurele Veczan

Coordinator

Ministére de I'Enseignement supérieur
Edifice Marie-Guyart

1035 rue de la Chevrotiére, 26° étage
Québec QC G1R 5A5

Tel.: (418) 781-6531
Email: Odyssee-Quebec@mes.gouv.qc.ca

PRINCE EDWARD ISLAND

Ms. Cécile Arsenault

Coordinator

Ministry of Education and Lifelong Learning
Holman Centre, 250 Water Street, Suite 101
Summerside PE C1IN 1B6

Tel.: (902) 439-1630

Fax: (902) 438-4884
Email: ccarsenault@gov.pe.ca
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NEW BRUNSWICK
French as a second language

Ms. Julie McAllister

Coordinator

Department of Education and Early Childhood
Development

P.O. Box 6000 / E3B 5H1

250 King Street, Place 2000, 2nd Floor
Fredericton NB E3B 9M9

Tel.: (506) 470-0022 (celllphone)
Fax: (506) 457-7835
Email: odyssee.odyssey@gnb.ca

English as a second language and French
as a first language

Mr. Denis Ferron

Coordinator

Department of Education and Early Childhood
Development

Francophone educational services

250 King Street, Place 2000

Fredericton NB E3B 9M9

Tel.: (506) 727-5594
Fax: (506) 457-2969
Email: odyssee.odyssey@gnb.ca

NOVA SCOTIA

Mr. Brian Marchand

Coordinator

French Language Programs and Services Branch
Department of Education and Early Childhood
Development

2021 Brunswick Street

P.O.Box 578

Halifax NS B3J 259

Tel.: (902) 424-8073
Fax: (902) 424-3937
Email: moniteur@novascotia.ca

NORTHWEST TERRITORIES

Ms. Caroline Roux

Coordinator

Curriculum development and Student Assessment
Department of Education, Culture and Employment
P.O. Box 1320, Lahm Ridge Tower, 2nd Floor
Yellowknife NT X1A 2L9

Tel.: (867) 767-9342, ext: 71293
Fax: (867) 873-0109

Email: Caroline_Roux@gov.nt.ca

NUNAVUT

NEWFOUNDLAND AND LABRADOR

Ms. Emanuela Mascarin
Coordinator

Programs and Services Division
Department of Education

P.O. Box 8700

St. John’s NL A1B 4J6

Tel.: (709) 729-6041
Fax: (709) 729-1400
Email: emanuelamascarin@gov.nl.ca

YUKON

Ms. Chloé Dumont Samson
Coordinator, French Programs
Department of Education
1000 Lewes Boulevard
Whitehorse YK Y1A 3H9

Tel.: (867) 332-2610
Fax: (867) 393-6339
Email: Chloe.samson@gov.yk.ca

COUNCIL OF MINISTERS OF EDUCATION, CANADA

Mr. Marcel Courchesne

National Coordinator, Official Languages
Council of Ministers of Education, Canada
95 St. Clair Avenue West, Suite 1106
Toronto ON M4V 1N6

Tel.: (416) 962-8100, ext. 264
Fax: (416) 962-2800
Email: m.courchesne@cmec.ca

COUNCIL OF MINISTERS OF EDUCATION, CANADA

Mr. Jeremy Putt

Manager, Official Languages

Council of Ministers of Education, Canada
95 St. Clair Avenue West, Suite 1106
Toronto ON M4V 1N6

Tel.: (416) 962-8100, ext. 230

Fax: (416) 962-2800
Email: j.putt@cmec.ca
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Mr. Frangois Ouellette
Director

Education en francais division
Department of Education
P.O. Box 1000, STN 960
Igaluit NU X0A OHO

Tel.: (867) 975-5677
Fax: (867) 975-5610
Email: Fouellettel@gov.nu.ca
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Government
of Canada
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