
Documents should be issued within 30 days of submitting your application
If you are required to provide several documents in one section, you must scan all of 
them as one PDF document (the size limit is 4 MB)
Your documents must be in English or French, if not, provide the English or French 
translation by a certified translator, or if a translation cannot be provided by a 
certified translator, it must be accompanied by an affidavit.

Study Permit extension letter (request from international@macewan.ca, by 
emailing an international general request form. Allow 5 business days for 
processing).
Proof of means of financial support (an official bank statement for the past 4 
months, a letter from your parents stating that they will financially support you, etc.)
Passport (a copy of the page with your name, date of birth, passport number, 
expiry date and a copy of every page that has stamps, visas, markings or 
signatures from Canada or other countries)
Digital passport-sized photo
Verification of enrolment

via

a) Credit programs: Download verification of enrollment
from myStudentSystem

b) PD Certificate: Complete a form

Documents that are required for all students:

Please remember that this information may change, and this guide is not a legal 
document. It is reviewed and updated by MacEwan International’s Regulated Canadian 
Immigration Consultants (RCICs) and Regulated International Student Immigration 
Advisors (RISIAs) in compliance with the Immigration and Refugee Protection Act and 
the Regulations (IRPA & IRPR). Always refer to Immigration, Refugees and Citizenship 
Canada (IRCC) for the most up-to-date information.

Gather your required documents:  
Please note:

Sign in to your IRCC secure account
3 months before your current SP expires
$150 CAD
Check the IRCC processing time website 
IMM5709 (Change conditions, Extend my 
stay or Remain in Canada as a student form)

STEP-BY-STEP GUIDE: HOW TO EXTEND YOUR
STUDY PERMIT (SP) WITHIN CANADA

How to apply: 
When to apply: 
Cost: Processing 
Time: 
Application Form:

[1] https://www.canada.ca/en/immigration-refugees-citizenship/services/study-canada/study-permit.html
[2] https://www.canada.ca/en/immigration-refugees-citizenship/services/study-canada/study-permit/apply.html

1 2

Request official transcripts

https://www.canada.ca/en/immigration-refugees-citizenship.html
https://www.canada.ca/en/immigration-refugees-citizenship/services/application/account.html
https://www.canada.ca/en/immigration-refugees-citizenship/services/application/check-processing-times.html
https://www.canada.ca/en/immigration-refugees-citizenship/services/application/application-forms-guides.html
https://www.macewan.ca/c/documents/international-general-request-form.pdf
https://www.macewan.ca/apply-enrol/enrolment-grades-records/student-records/verification-documents/
https://docs.google.com/forms/d/e/1FAIpQLSe-ngs6zO4VHTP7Y1-UnfM0-kMHZF4-z4A93G-7Y_rpcZIzuA/viewform
https://www.macewan.ca/apply-enrol/enrolment-grades-records/student-records/macewan-transcripts/
https://www.canada.ca/en/immigration-refugees-citizenship/services/application/application-forms-guides/temporary-resident-visa-application-photograph-specifications.html
mailto:international@macewan.ca


Additional documents you might need:
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Provincial Attestation Letter (PAL) if required
Immigration Medical Exam
Family Information Form (IMM5707)
Biometrics
Client Information Letter (a letter of explanation where you list all additional 
information you need an immigration officer to know about you)

ONE
STEP

Create or sign in with your GCKey or Sign-in Partner account on the 
IRCC website.

TWO
STEP Click on “Apply to come to Canada” and on “Visitor visa, study and/or 

work permit. Then answer the questions to generate a checklist of 
required application forms and documents.

https://www.canada.ca/en/immigration-refugees-citizenship/services/study-canada/study-permit/get-documents/provincial-attestation-letter.html
https://www.canada.ca/en/immigration-refugees-citizenship/services/application/medical-police/medical-exams/requirements-temporary-residents.html
https://www.canada.ca/en/immigration-refugees-citizenship/services/application/account.html


TWO
STEP (Continued)
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STEP

THREE

Answer the questions.
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If you have a PAL:

Keep in mind how IRCC defines Family Member: 



If you meet the exception please create a word document following the 
template below.
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https://www.canada.ca/en/immigration-refugees-citizenship/services/study-canada/study-permit/get-documents/provincial-attestation-letter.html
https://www.canada.ca/en/immigration-refugees-citizenship/services/study-canada/study-permit/get-documents/provincial-attestation-letter.html
https://www.canada.ca/en/immigration-refugees-citizenship/services/study-canada/study-permit/get-documents/provincial-attestation-letter.html
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If you are in one of the programs below, you will need to reply to the below question 
“yes, I wish to apply for a Co-op Work Permit.” You will need to email 
international@macewan.ca and request a Co-op Work Permit (extension) letter.
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Check your current study permit expiry date.
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If you never had a medical exam or it has already expired (12 months), and you 
intend to work in one of the listed jobs, and/or you are in a program which has a 
work-integrated component which requires you to work with vulnerable populations, 
you need a medical exam.



If you completed an IME within 5 years of submitting your new application, include the

IME you have had and merge it with an explanation that you meet current exemption

policy

“An applicant’s closest relatives, in the context of an application to IRCC. It is defined 
as a spouse or common-law partner, dependent children, and their dependent 
children.”
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https://www.canada.ca/en/services/immigration-citizenship/helpcentre/glossary.html#f
https://www.canada.ca/en/immigration-refugees-citizenship/services/application/medical-police/medical-exams.html
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Please check if your biometrics are valid here. 

If your biometrics are expiring soon, please talk to an International Student Specialist.

Review your answers. If you have questions, book an appointment with an International 
Student Specialist at MacEwan International - international@macewan.ca.
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FOUR
STEP Review your document checklist

mailto:international@macewan.ca
https://onlineservices-servicesenligne.cic.gc.ca/extapp/bioStatusQuery?&lang=en


FIVE
STEP

Click on the download arrow at the top right to save the file onto your computer 
If you do not see the arrow, move your cursor to the top of the screen and it will 
appear
Go to the folder where you saved this form and right click the mouse to open it with 
Adobe Reader

Make sure you have AdobeReader installed on your computer. Click on the 
“Application to Change Conditions, Extend my Stay or remain in Canada as a Student 
(IMM5709) form. You will see a note “Opens a new window” and a small watch/curser 
will appear. Please wait, the form is being downloaded. If you receive a message 
“Please wait” when you are downloading a form:

Download an application form and save it as a PDF file in the 
folder on your computer.
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https://get.adobe.com/reader/otherversions/


SIX
STEP Fill out your IMM5709 application form.

IMM5709: “Application to change conditions, extend my stay or remain in Canada as a 
student” form truthfully.

Help with commonly asked questions on the form:
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Validate your application form IMM5709 and upload it.STEP

SEVEN
STEP

EIGHT
Upload your application documents.

Make sure you merge all the pages of each required document into one PDF document 
and upload it.

STEP Pay the applicable fees and submit your application.

NINE
Once you submit your application you will see a “Congratulations!” notice on the page. 
After that you will receive an “acknowledgement of receipt” email into your IRCC 
account.

AFTER YOU APPLY
If you apply for a study permit extension before the expiry date of your current study 
permit, you can continue to study in Canada under the original/current study permit 
conditions until IRCC makes a decision on your study permit extension application. Even 
if your current study permit expires before the decision is made on your study permit 
application, you can continue study and/or work under your current study permit 
conditions. This period is called “maintained status.” Remember: If you leave Canada 
during this time, you will lose this maintained status and after re-entering Canada, you 
cannot resume study or work until you have received your new study permit. You should 
monitor your email account for your application update or check your application status 
at: https://www.canada.ca/en/immigrationrefugeescitizenship/services/application/check-
status.html
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