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Professional Education and Training (PET) Project 

Objective 

The PET Project is to provide professional development and training for settlement service workers, 
with a view to increasing skills, knowledge and capacity to deliver client services.  

Through the Professional Education and Training (PET) Project, supported by Citizenship and 
Immigration Canada, OCASI is able to offer support for individual and in-house group training for staff 
from settlement service agencies. This training is available to staff whose positions are funded under 
the Immigrant Settlement Adaptation Program (ISAP), such as, ISAP counsellors, Resettlement 
Assistance Program (RAP), HOST, Job Search Workshops (JSW), Settlement Workers in Schools (SWIS, 
Library Settlement Program (LSP), as well as, staff of an agency hired to coordinate LIPs, managers 
and coordinators within the ELT and LINC programs and the Newcomer Settlement Program (NSP). 

Eligibility: 

Individual: Staff who are eligible under these funded categories may apply for and, if approved, be 
reimbursed up to $750 upon completion of the approved course.  

NOTE: Staff on maternity leave is also eligible to apply 

Organization: Agencies which are funded to provide these programs may apply for and, if approved, 
be reimbursed up to $2000 (for facilitator's fees) for In-House Group Training designed to enhance 
organizational capacity and knowledge sharing. 

Note: PET will approve, depending on the size of the agency, up to 5 people per agency in one fiscal 
year.  

Note:  Approved participants must inform project staff immediately if they are unable to undertake 
the course, to enable fast reallocation of funding. 

Condition  

All courses must be registered for and completed within the same fiscal year (on or 
before March 31, of a fiscal year). 
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Professional Education and Training (PET) Project 

New On-line Tool  

Getting Started 

Registration:  

If you are applying for PET you will have to register.  

 

 

 

 

 

 

 

 

 

First, fill ƛƴ ȅƻǳǊ ŜƳŀƛƭ ŀŘŘǊŜǎǎ όǇǊŜŦŜǊŀōƭȅ ȅƻǳǊ ŀƎŜƴŎȅΩǎύΣ ŎǊŜŀǘŜ ŀ ǇŀǎǎǿƻǊŘ ǿƘƛŎƘ ǎƘƻǳƭŘ ōŜ ŜƛƎƘǘ 

character or more, then confirm you password. 

Account Type:  If you are applying to take individual classes to upgrade your skills, click on the 

dropdown box and highlight ΨindividualΩ  

Note Carefully: If you are applying on behalf of your agency for In-house Group Training click on the 

dropdown box and highlight ΨƻǊƎŀƴƛȊŀǘƛƻƴΩ 

Next, click on register, watch for a message at the very top of the page, ōǳǘ ŘƻƴΩǘ ŎƭƻǎŜ ƻǊ ƭƻƎ ƻǳǘ, 
go and check your email first. An email should now have gone to the email address you used to 
register. If you didn't receive a validation email, go to the statement underneath the ǿƻǊŘ ΨǊŜƎƛǎǘŜǊΩ 
and click here to resend a copy. Otherwise you should get an email similar to the one below:  
 

http://pet.settlement.org/resend_activation.aspx
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Thank you for signing up for PET 
Your login information is: xxxxx 
Email:xxxx@.xxxx.org 
Password: 0000000 

Before you login to the PET System, you must verify your account by clicking the 
following link: 
http://pet.settlement.org/validate.aspx?email=csorensen@dixiebloor.org&token=36918416 

 
Follow the instruction on this email. This email will take you back to the PET website at 
the registration page.  Watch for the verification message at the top of the page.

http://pet.settlement.org/validate.aspx?email=csorensen@dixiebloor.org&token=36918416
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Filling in your Profile 
Once you have received verification, you can now log on and fill in your profile. 

When completing your profile be sure to fill in all the fields, exceǇǘ ƛƴ ǘƘŜ ŎŀǎŜ ǘƘŀǘ ȅƻǳ ŘƻƴΩt have 

extension numbers and secondary telephone numbers.   

Note carefully: Fill in your names as asked by each box, which is as follows: 

First Name  
 

Middle Name  
 

Last Name  
 

DO NOT put anything in these boxes [New password: Confirm password] unless you 
have decided to make changes to your password. 
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Filling In YƻǳǊ tǊƻŦƛƭŜ ŎƻƴǘΩŘ 

 When you have completed filling in your profile you must click on Ψ¦ǇŘŀǘŜ, if this Message appears at 

the very top of your page: ά¸ƻǳǊ ǇǊƻŦƛƭŜ ŎƻǳƭŘ ƴƻǘ ōŜ ǳǇŘŀǘŜŘέ it means that you have left out 

something in your profile which is essential to PET reporting.  For example, if you do not find your 

region, call 416- 322-4950, ext. 238 and we will add it for you. This is important, and has to be done in 

order for you to submit an application. 

1.  Submiting Individual Course  Application 

 At the PET menu on the left side of your screen, click on "Submit Application" 

 You will notice your profile is shown at the top of your page, and below is the Course Information. 
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Adding Course Information 

Instructions:  Use the "Add Course/Workshop" link below to begin your application process. You 

can add more than 1 course per application.   
 

1. Fill in the name of the course (course codes are not acceptable) 
2. Use the drop down box to select the institution. Go through all the names carefully to ensure 

that the institution of your choice is not listed there before adding a new one. When adding a 

new one, make sure the name is spelled correctly. 

3. Start and End dates: Make sure your start date is different from your end date (even if it is a 
one-day workshop you are attending). 

4. Fee: Put the full course fee including the text book amount, exclude HST. HST applicable will 
be paid when reimbursed 

5. Click on ΨupdateΩ before pressing the "Submit Application" button to send your information.  
 
Note carefully: You should received this message via the email address you used when registered: 

Thank you for submitting your application. Please send a letter from your employer referencing 

Application ID: xxxxx.    

Note:  PET will approve, depending on the size of the agency, up to 5 people per 
agency in a fiscal year. 
 

 Lathw¢!b¢Υ 9ƳǇƭƻȅŜǊΩǎ [ŜǘǘŜǊ 

The importance of the letter is to verify that your salary comes from either ISAP or NSP funds. Aslo, it 

should state which of the programs you are working in e.g JSW/HOST/RAP/SWIS, etc.). The amount in 

your salary should NOT be included in this letter. A new letter may be requested after 6 months. 

Note:  Send letter to OCASI by fax or email. 
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Note carefully: Once your application has been approved you should receive a similar message as the 

one below via the email address you used when registered:  

 One of the courses/workshop on application #100212 has been approved. 

Here are the results of the review: 

Course/Workshop: Counselling & Social Skills 

Start Date: 09/12/2010 

End Date: 12/12/2010 

Requested Fee: $313.00 

Approved Fee: $313.00 

 

IMPORTANT NOTE:  Approved participants must inform PET Project Coordinator 
immediately if they are unable to undertake the course, to enable fast reallocation of 
funding. 
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Viewing Your Course Application Status 

 

 

 

 

 

Submitting an In-house Group Training Application 

Follow the same instructions above ŦƻǊ ǎǳōƳƛǘǘƛƴƎ ŀƴ ΨƛƴŘƛǾƛŘǳŀƭ ŀǇǇƭƛŎŀǘƛƻƴΩ when submitting a 

workshop application.  For more information on In-house Group Training, see page 18 

Workshop Description: You must fill a description of your workshop. 

Trainer Description:  Write a short biography of the trainer. 

Note carefully: You should received this message via the email address you used when registered: 

Thank you for submitting your application. Please send a letter from your employer referencing 

Application ID: xxxxx 

Viewing Your Workshop Application Status 
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Viewing an organization Application 
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Search Course Evaluations 

You can review evaluations to assist you in choosing which courses/workshops you would like to 
apply for. Please note that these evaluations are user-submitted and that course fees may be 
outdated.  
 
You will be able to search by course or workshop title, then by the facilitator or the institution that 

delivered the workshop. 
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Training Institutions 

Click the [+] sign beside the organization name to find out more about the organization of your 
choice. The addresses and telephone numbers are listed for your easy access. 
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Reimbursement and Evaluations 

1. Evaluations 

Evaluations are in separated into  2 parts: PET evaluation and the course evaluation 

Course Evaluation:  This page will only be shown to you once you have completed the 
course or workshop. 

Note carefully: You must submit 1 PET evaluation per year and 1 evaluation per 
course/workshop before you can be reimbursed. 
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2.  Reimbursement 

Reimbursement must be submitted through the PET website.   

Note: Only when your course/workshop is finished will you see it listed on this page.  

Instructions: At the PET Menu, click on Ψ{ǳōƳƛǘ wŜƛƳōǳǊǎŜƳŜƴǘΩ and fill. Note, the course 

information and the approved fee are already there. Put the address you would like your cheque to 

be mailed to, make sure the street name is spelled correctly, and do not forget to put your 

apartment number (where applicable).  Submit the following to OCASI: 

1. A fee payment receipt (a scanned electronic receipt would be preferable) 
2. Course completion statement (certificate of completion or grade report or statement) from 

the appropriate training institution.  
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 My Portfolio 

Start tracking your professional development activities with "My Portfolio". 

NOTE CAREFULLY: ̧ ƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ ōŜ ŀ t9¢ ǳǎŜǊ ǘƻ ōǳƛƭŘ your portfolio  
 
At my portfolio page you can add courses to create a self-maintain directory that would give more 
accurate picture of your training activities, such as, courses that were not taken through PET, or 
workshops of personal interest that you have taken or will be attending, such as, the OCASI 
tǊƻŦŜǎǎƛƻƴŀƭ 5ŜǾŜƭƻǇƳŜƴǘ /ƻƴŦŜǊŜƴŎŜΣ ŀǎ ǘƘŜȅ ǿƛƭƭ ŀǇǇƭȅ ǘƻ ŀ άŎƻǊŜ ŎƻƳǇŜǘŜƴŎƛŜǎέ ƻŦ ǎƪƛƭƭǎ ƴŜeded for 
settlement work.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Ontario Council of Agencies Serving Immigrants 

2010 Page 17 

 

Adding Past Course/s or Non-PET Courses to your Portfolio: 

The idea of adding past course/s to your Portfolio is to have a place where you could track all your 
courses, workshops, seminars, etc. This will be quite helpful when creating a resume, and also, would 
be easy to do a compilation of your courses if there should be a request from your manager or 
coordinator.  
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FAQS 

Can OCASI hold funds for me or my agency? 

PET will not hold fund unless you apply. Funds can only be allocated for those that have completed a 

PET application and been approved. PET will approve, depending on the size of the agency, up to 5 

people per agency in one fiscal year. It is important to apply as soon as possible as there are always 

more applications than we can approve. 

Who Can Apply? 

Eligible to participate in Individual Training are staff including frontline workers, managers, 
coordinators, and executive directors who are directly funded by the Immigrant Settlement and 
Adaptation Program (ISAP) and the Newcomer Settlement Program (NSP) such as: 

¶ Job Search Workshops (JSW) 

¶ HOST 

¶ Library Settlement Program (LSP) 

¶ Resettlement Assistance Program (RAP) 

¶ Settlement Workers in Schools (SWIS) 

¶ ISAP Counsellors 

¶ Coordinators who are staff of an ISAP agency hired to coordinate LIPs 

Coordinators and Managers in the following programs are also eligible to receive support: 

¶ Enhanced Language Training (ELT) 

¶ Language Instruction for Newcomers to Canada (LINC) 

How to Apply? 

Course Selection Process 

Courses to be undertaken by participants will be approved by OCASI on an individual basis. 
Settlement staff who would like to apply for funding under the PET project is encouraged to search for 
and select part-time courses of their choice, delivered through various educational institutions across 
Ontario, including, but not limited to community Colleges, Universities, Boards of Education, and 
Private Institutions.  
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Application Process for Individual Applicants 

To Register: 

1. Interested participants should read PET information and follow application procedure outlined 
in this document. 

2. An ŜƳǇƭƻȅŜǊΩǎ ƭŜǘǘŜǊ ŎƻƴŦƛǊƳƛƴƎ ŜƳǇƭƻȅƳŜƴǘ ƛƴ ŀƴ L{!t ǇǊƻƎǊŀƳ will be requested. 
3. Applicants must undertake the course upon receipt of approval from OCASI. 

Note:  Approved participants must inform project staff immediately if they are unable to undertake 
the course, to enable fast reallocation of funding. 

Reimbursement for Individual Course/s 

All eligible participants are entitled to a reimbursement of the course fee up to a maximum of $750 
for individual training. To be reimbursed, participants must submit to OCASI: 

1. An original fee payment receipt (electronically) 
2. A course completion document (certificate of completion or grade report or statement) from 

the appropriate training institution.  

At the PET project website: 

1.  Complete PET project and course evaluation forms 
2. Complete reimbursement claim form 

Condition 

All courses must be registered for and completed on or before March 31, of every fiscal year. 

In-house Group Training 

 Under the PET project, an eligible agency may apply for up to $2000 to undertake In-House Group 
training. The funding for In-House training DOES NOT cover accommodation, transportation, meals or 
refreshments. 
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Why OCASI Encourages In-House Group Training 

While 287 settlement workers benefited from individual training in the fiscal year 2009-2010, in the 
same year, a total of 263 settlement staff benefited from In-House Group Training organized by 13 
ISAP agencies under the PET project. 

OCASI encourages In-House Group Training because:  

¶ The training costs less, since participants from several agencies can attend for the same cost 

¶ The training is tailored 

¶ It enhances collaboration among agencies, as the training can be organized by one or more 
agencies for staff from a group of agencies, enabling staff from the smaller agencies in 
different regions to participate 

¶ It enables exchange of ideas between agency staff who do similar jobs in different agencies 

¶ Training needs are analyzed by the participating agencies, which entails motivation and buy-in 

¶ Staff involved more directly in the work to which the training applies thus,  making the training 
even more relevant. 

OCASI Application Review Process 

In-House Group Training applications go through the OCASI review process by the PET Coordinator 
and the PET Manager. Each application is reviewed on the merits of each proposed program. 
However, reviewers look favourably on proposals that successfully argue the urgency or critical 
nature of the problem to be addressed by the training, and those that have broad reach, involving 
more participants either from one or more organizations. In this respect, joint training sessions with 
staff from other agencies as a means of maximizing value and minimizing cost are encouraged. 

OCASI encourages proposals with the following qualities: 

¶ Clearly defined program purpose  

¶ Evidence of sufficient institutional support 

¶ Sufficient number of trainees to ensure value for money 

¶ Demonstration that the proposed trainer(s) have provided high quality services in similar work 

¶ Having a plan to coordinate training and sharing of training resources among agencies. 
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Workshop Topic Selection Criteria 

Agencies are encouraged to search for, and to propose their own in-house workshops. Following 
many requests that came to OCASI PET staff regarding ideas for In-House training themes and 
possible trainers, a Directory of Potential In-House training workshops and potential Trainers is being 
updated as a resource to facilitate of uptake of In-House training opportunities. ISAP agencies are 
requested to contribute to the development of this resource by providing PET project staff with 
information on potential workshops offered by their agency or by effective facilitators they might 
have used in the past. 

Guidelines for In-House Group Training 

Agencies are requested to ensure that there is value for money when planning In-House Group 
Training. OCASI advises agencies to continue exhibiting the following positive features that emerged 
from previous In-House Group Training: 

¶ In-House Group Training being undertaken in all regions in the province and not just in 
Toronto 

¶ Proactive analysis of training needs and planning of In-House Group Training 

¶ As much as possible having staff from more than one agency attend each workshop 

¶ Applying agencies ensuring absolute value for money when organizing training. 

¶ The proposed training being planned and taking place over a period, rather than being 
undertaken as a single one-day event 

¶ Ensuring that PET training support DOES NOT cover accommodation, transportation and meals 
or refreshments 

¶ Ensuring that trainers show demonstrated ability to tailor the training to the needs of the 
sector rather than provide purely theoretical perspectives 

¶ Agencies inviting staff from other OCASI member agencies with specialized expertise to 
undertake training 

¶ Implementing a course evaluation and planning a future impact evaluation process as part of 
the planned training activity 
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OCASI Expectations of Potential Trainers 

The following are expected: 

¶ Potential training must fit within the OCASI identified skills areas for the sector (See Criteria 
for course selection) 

¶ Potential Trainers must ensure high quality of training within the sector 

¶ Payment to facilitators is by the applying agency and not by OCASI. OCASI reimburses the 
applying agency only after completion of the course 

¶ OCASI does not go into any individual contracts with any trainers or training institutions, but 
will guide agencies on trainer selection/recruitment, when requested, and will, where 
possible, assist in negotiating a fee discount 

In-House Workshop Evaluations 

The In-house workshop Evaluation Form is in the PET Menu ΨSubmit EvaluationΩ section.  All 
participants in the training must be requested to complete a course evaluation form. From this, the 
event organizer must fill and submit both the PET evaluation and the workshop evaluation.   

Reimbursement for In-house Group Training 

It is the responsibility of the applying agency to contract and pay the trainers, and to claim a 
reimbursement from OCASI. Lǘ ƛǎ ƴƻǘ h/!{LΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ Ǉŀȅ ǘǊŀƛƴŜǊǎ ŘƛǊŜŎǘƭȅΦ 

To be reimbursed, agencies must submit all of the documentation below: 

1. PET IN-HOUSE REIMBURSEMENT CLAIM FORM should be completed at the PET website by 
the in-house training workshop organizer 

2. At the PET website, a completed PET and the IN-HOUSE WORKSHOP EVALUATION FORMS to 
be completed by the workshop organizer. 

3. An original fee payment RECEIPT and/or cheque stub from applying agency 
4. A completion letter from the trainer/facilitator  

 

 


