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Post-Approval Guidance Package for CA Training Offices

Congratulations on becoming a CA Training Office in Ontario.

We look forward to partnering with you and we applaud your interest and efforts in training future Chartered 
Accountants.

The information in this section will help your organization become familiar with the details required for a newly 
approved CA Training Office.
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Now that our organization is approved, how do we hire a CA Student?

Becoming a CA

There are three main requirements to obtain a CA: Formal Education, Evaluation, and Practical Experience.

1.	 Formal Education 

There are two main components: (a) completion of the Institute’s academic requirements through a university and (b) 
completing the Institute’s Professional Education Program.

a.	 Academic requirements

	 In Ontario, students need to complete a university degree consisting of:
•	 four-year degree and 120 academic credit hours and
•	 51 credit-hour requirement, which consists of a series of degree-credit courses approved by the Institute 

(students are encouraged to fulfil the 51-credit-hour requirement as part of an integrated four-year, 
120-academic-credit-hour university degree program)

	� Students enrolled in an Institute-accredited program/stream usually do not have to worry about tracking the 
Institute's 51 credit-hour requirement since it is a component of their program. Students in all other programs can 
check the Schedule of Courses Recognized for Institute Credit.

	 Additional details on the academic requirements can be found on the Institute’s website.

b.	 Institute’s Professional Program (IPP)

	� After successfully completing the academic requirements, CA Students must complete the IPP. In Ontario, this 
is the Staff Training Program, Core Knowledge Exam (CKE), followed by the School of Accountancy (SOA) and 
uniform evaluation (UFE). 

	� Additional details on the Core Knowledge Exam and School of Accountancy can be found on the Institute’s 
website. 

	� Finally, CA students are required to complete the Staff Training Program or a similar program that has been 
approved by the Institute within sixteen months commencing from the date of registration, established under 
section 8 of Regulation 6-1. For Co-op students (including those on break in service when they are back at 
school); or students working part-time at a CA training office (including those students who are registered under 
the conditional registration category such as summer students or students enrolled in a co-op program that is 
not listed in Regulation 6-1 (Schedule A) as approved), and who are in a full time university program leading to 
a four year, 120 credit hour degree, have 28 months commencing from the date of registration to complete the 
Staff Training Program.

2.	 Evaluation 

After completing the School of Accountancy, CA Students must write the profession's three-day Uniform Evaluation 
(UFE). To pass the UFE, students must demonstrate that they are proficient in the competencies required to begin 
their professional accounting career. 

3.	 Practical Experience

The practical experience requirement is the same for all CA Students, whether they are training in CA firms, 
corporations or government.

Practical experience enables CA Students to develop and enhance their professional abilities and judgment, 
demonstrate CA values and ethics, and gain a sense of “belonging” to the CA profession by applying their formal 
learning in a CA Training Office. These CA Training Offices are specific employers that have been approved by a 
Provincial Institute/Ordre as being able to meet the requirements of the profession and include CA firms, corporate 
and government employers.

The general practical experience requirement is three years, including the IPP. This translates into a minimum of 30 
months of employment in an approved CA Training Office. Practically, most students will qualify after approximately 
32-33 months of employment. The difference between 32-33 months and the three years is credit given to students 
relating to the preparation for the IPP done outside of works hours. Students can contact Member and Student 
Records to enquire about their estimated qualification date.

http://www.icao.on.ca/Public/ICAOFundinginAccountingInOntario/1014page4565.aspx
http://www.icao.on.ca/Admissions/QualificationProcess/ScheduleofUniversityCoursesforInstituteCredit/1014page1184.aspx
http://www.icao.on.ca/Admissions/QualificationProcess/AcademicRequirements/1014page1141.aspx
http://www.icao.on.ca/Admissions/QualificationProcess/AcademicRequirements/1014page1141.aspx
http://www.icao.on.ca/CAstudents/CoreKnowledgeExam(CKE)/1014page1248.aspx
http://www.icao.on.ca/CAstudents/SchoolofAccountancy(SOA)/1014page1143.aspx
http://www.icao.on.ca/CAstudents/ICAOProfessionalProgram/1014page1180.aspx
http://www.icao.on.ca/CAstudents/ICAOProfessionalProgram/1014page1180.aspx
http://www.icao.on.ca/CAstudents/StaffTrainingPrograms/1014page1139.aspx
http://www.icao.on.ca/CAstudents/UniformEvaluation(UFE)/1014page1147.aspx
http://www.icao.on.ca/CAstudents/UniformEvaluation(UFE)/1014page1147.aspx
http://www.icao.on.ca/CAstudents/ICAOProfessionalProgram/1014page1180.aspx
http://www.icao.on.ca/CAstudents/ICAOProfessionalProgram/1014page1180.aspx
http://www.icao.on.ca/Institute/ContactUs/1009page2474.aspx
http://www.icao.on.ca/Institute/ContactUs/1009page2474.aspx
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Recruiting and hiring CA Students

Identify Your Organization’s Target Universities

Three important factors you should consider:

a.	 �Students’ completion of the academic requirements - students completing an Institute-accredited program/
stream are likely to have satisfied all of the university requirements of the Institute. We will forward contact 
information for the Campus Career Centres at these universities, upon request. If you recruit from other 
programs/universities you will need to make sure the student has completed all of the required university credits.

b.	� Co-op – If you are recruiting from a university that offers a co-op/internship program that is recognized by the 
Institute, give serious consideration to offering co-op placements. These high-calibre students typically accept 
a full-time placement from their co-op placement, so you’ll miss these students completely by offering only 
full-time placements. Some of these universities pre-screen students, with only a subset of the population being 
accepted into the co-op program so you will have the best of the best. 

A list of co-op/Internship programs recognized by the Institute is available below. If you’d like to hire a co-op student 
and would like additional information, please Contact Us. 

View the Universities With Accredited and/or Recognized Co-op/Internship Programs.

c.	� Summer students – Recent changes to the Institute’s regulations now allow students to register and to count 
the experience gained by summer students attending a degree granting institution (in a program leading to a 
university degree on a full-time basis) to be recognized towards the Institute’s practical experience requirements.

Timing of Full-Time Recruitment Activities

Each year, a recruiting calendar is developed where CA Training Offices agree on the first date on-campus interviews 
will begin and the date signed offers are due from students. A typical cycle is diagramed below. If your hiring needs 
are immediate, please see Additional Resources.

Typical CA Training Office Recruiting Cycle

September:
CA Students are 
available for full-
time employment

September-
November:
On-campus 

recruiting for full-
time employees

May:
CA Students are 
available for full-
time employment

http://www.icao.on.ca/Public/ICAOFundinginAccountingInOntario/1014page4565.aspx
http://www.icao.on.ca/Public/ICAOFundinginAccountingInOntario/1014page4565.aspx
http://www.icao.on.ca/Admissions/UniCoop/1008page13685.aspx
http://www.icao.on.ca/Admissions/UniConditional/1008page13707.aspx
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If your organization is interested in hiring summer or co-op students for your CA Training Program, the recruiting 
timeframes and employment terms differ by campus. Contact your CA Training Office Liaison for additional 
information.

The Job Posting

Promote your job opportunities to potential entry-level candidates:

•	 On the company website of the CA Training Office
•	 In campus career centres
•	 Via a CA Student job posting on the Institute’s website - this free service will advertise your job opportunity to 

over 1,000 university students as well as CA Students

Additional Resources

•	 The Institute’s Resume Portal: Connects CA Training Offices with university students and CA Students who are 
seeking employment

•	 Videos targeted to prospective CA Students: Address frequently asked questions from students regarding the 
various practical experience environments available to them

For more information, please contact Rizelle de Ocampo, Career Information Coordinator, at 1-800-387-0735, ext. 203.

Increasing your brand on-campus

Your organization’s hiring needs will dictate your next course of action in the recruiting cycle. The mid-to-large 
CA firms hire the vast majority of CA Students in Canada. As a result, building brand recognition on-campus is 
strategically important, and can be achieved through various mediums. 

Typical university activities during the fall recruiting cycle include:

Multi-Employer Events: The months of September and October bring a flurry of recruiting events, the most common 
being campus Career Fairs. Students have the opportunity to visit with employers, collect promotional material and 
meet recruiters, staff and CA Students who already work for the organizations. Structure and timing of the sessions 
differ by university. 

Information Sessions: Some employers prefer to promote their company without the presence of other employers. 
These sessions include both a formal presentation and informal social interaction between students and recruiters, 
staff and CA Students who work for that organization. Campus Career Centres will help employers set a date, identify 
a venue and promote the event to students.

Pre-Interview Receptions: Some employers host informal social receptions for all interviewees to meet and break the 
ice before the interview day. These receptions are typically held on campus or in a restaurant.

Off-Season Information Session: Some CA Training Offices have partnered with the Institute in the past to offer 
an information session outside of the busy fall recruiting season. These sessions are intended to educate university 
students in years one to three. More recently, these sessions have expanded to include information on articling 
outside of a CA firm.

Recruiting Roundtable: The Institute hosts semi-annual Recruiting Roundtable sessions with CA Training Offices who 
recruit from university campuses. The spring session discusses on-campus recruiting strategies for the upcoming fall 
season, while the winter is a debrief session.

Other methods to promote your brand include:

•	 Liaise with and/or sponsor the accounting clubs at your target university 
•	 Engage the Institute’s Board of Ambassadors at your target university
•	 Get involved with one or more of the numerous Institute-hosted events and contests targeted at prospective CA 

Students (university and high school)

For more more information, please contact your CA Training Office Liaison .

http://www.icao.on.ca/CAfirms/ResumePortal/1008page8303.aspx
http://www.guidetorulingtheworld.ca/CATrainingOffice.aspx
mailto:rdeocampo@icao.on.ca
http://www.guidetorulingtheworld.ca/Join/BoA.aspx
http://www.guidetorulingtheworld.ca/Events/EventsAndContests.aspx
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Now that we’ve hired a CA Student, what’s next? 

CA Student registration process

a.	 New CA Students for full-time employment

Required Action Timeline Links/Additional Info

Register employee as a CA Student Immediately (must be within three 
months of start date for time to count)

CA Student Registration Information 
and Instructions

CA Student Registration - Application 
Form

Mandatory Staff Training Program Within sixteen months commencing 
from the date of registration, 
established under section 8 of 
Regulation 6-1. For Co-op students 
(including those on break in service 
when they are back at school); or 
students working part-time at a 
CA training office (including those 
students who are registered under 
the conditional registration category 
such as summer students or students 
enrolled in a co-op program that is 
not listed in Regulation 6-1 (Schedule 
A) as approved), and who are in a full 
time university program leading to a 
four year, 120 credit hour degree, have 
28 months commencing from the date 
of registration to complete the Staff 
Training Program.

Staff Training Program

b.	 CA Students with previous experience

Required Action Timeline Links/Additional Info

Complete Change of Employment 
Form with the CA Student

After CA Student commences 
employment

CA Student Experience Certification 
Report - Change of Employment Form

Request from student confirmation of 
prescribed practical experience earned 
to-date.

Immediately after student commences 
employment

Student will receive confirmation of 
experience to-date from the Institute 
(based on form submitted from former 
employer; 4 week turnaround)

Review CA Student’s most recent RQE 
from previous employment to ensure 
student can satisfy their remaining 
practical experience requirements 
in your CA Training Program. If 
the student worked in the external 
audit path and registered prior to 
September 1, 2009, the CA Student 
would not have necessarily completed 
a RQE. In these cases, student must 
complete an RQE to document 
experience gained at his/her previous 
employer. Document the plan to 
complete their practical experience in 
the RQE.

As soon as offer of employment has 
been finalized

Instructions for Completing the RQE

Record of CA Qualifying Experience 
(RQE)

Integrate student into existing CA 
Training Program

Immediately – please contact your 
CA Training Office Liaison for more 
information 

Contact Us

Confirm Staff Training requirement has 
been completed

Immediately after student commences 
employment 

Staff Training Program

This information will appear on your 
online student roster accessed through 
the ICAO secure website for CA Firms/
CATO, once the Institute has received 
the Change of Employment Form.

http://www.icao.on.ca/Forms/1008page2552.pdf
http://www.icao.on.ca/Forms/1008page2552.pdf
http://www.icao.on.ca/Forms/1008page2546.pdf
http://www.icao.on.ca/Forms/1008page2546.pdf
http://www.icao.on.ca/CAstudents/StaffTrainingPrograms/1014page1139.aspx
http://www.icao.on.ca/Forms/1008page2538.pdf
http://www.icao.on.ca/Forms/1008page2538.pdf
http://www.catrainingoffice.ca/ca-students/downloads/item44618.pdf
http://www.catrainingoffice.ca/ca-students/downloads/item46111.pdf
http://www.catrainingoffice.ca/ca-students/downloads/item46111.pdf
http://www.icao.on.ca/CAstudents/StaffTrainingPrograms/1014page1139.aspx
http://www.icao.on.ca/Forms/1008page2538.pdf


Post-Approval Guidance Package for CA Training Offices

6

c.	 Co-op/summer student

Required Action Timeline Links/Additional Info

If first official co-op/summer term: 
Register employee as a CA Student 

Immediately (must be within 3 months 
of start date for time to count)

CA Student Registration Information 
and Instructions

CA Student Registration - Application 
Form

If not first co-op/summer term: 
Check if previously registered as a 
CA Student with the Institute. If yes, 
then complete Change of Employment 
Form

Immediately CA Student Experience Certification 
Report - Change of Employment Form

Mandatory Staff Training Program For Co-op students (including those 
on break in service when they are back 
at school); or students working part-
time at a CA training office (including 
those students who are registered 
under the conditional registration 
category such as summer students or 
students enrolled in a co-op program 
that is not listed in Regulation 6-1 
(Schedule A) as approved), and who 
are in a full time university program 
leading to a four year, 120 credit hour 
degree, have 28 months commencing 
from the date of registration to 
complete the Staff Training Program.

Staff Training Program

Note: The amount of experience that may be recognized, if applicable, is bound by regulation as specified in the ICAO 
Member’s Handbook.

http://www.icao.on.ca/Forms/1008page2552.pdf
http://www.icao.on.ca/Forms/1008page2552.pdf
http://www.icao.on.ca/Forms/1008page2546.pdf
http://www.icao.on.ca/Forms/1008page2546.pdf
http://www.icao.on.ca/Forms/1008page2538.pdf
http://www.icao.on.ca/Forms/1008page2538.pdf
http://www.icao.on.ca/CAstudents/StaffTrainingPrograms/1014page1139.aspx
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Implementing a successful Training Program for CA Students

Overview of CA Training requirements

Once the hiring is complete, your organization will need to provide new recruits with the correct mix of training and 
time off to ensure they are successful in the Institute’s Professional Education Program and the UFE.

CA Students must also attend a mandatory five-day Staff Training Program within their sixteen months of 
employment, unless otherwise exempted by the Institute. CA Students typically need between five to 14 weeks away 
from the office in Year One. A majority of the time off falls between June and September. 

Education and evaluation

The following chart summarizes the three examinations which CA Students will attempt in the first year, as well as 
preparatory programs offered by the Institute, study resources, costs and time commitments offered by CA Training 
Offices. The preparatory programs offered by the Institute are one of many options available to CA Students. The 
Institute does not endorse or recommend any particular program offered by external vendors.

View the ICAO Professional Program Components and Preparation Programs.

For detailed information on the programs offered by the Institute, refer to the Examination Preparation Programs.

Compensation and Training costs

CA Students are usually compensated by their employer for approximately half of their study leave, which translates 
to an estimated five to seven weeks of paid time away from the office in Year One. Compensation varies by 
organization and can include the student’s vacation time, overtime reimbursement and employer-compensated 
days off for examinations, courses or study days. The profession does not regulate the time off or the degree of 
compensation that must be paid by each CA Training Office for CA Student training, with the exception of the 
School of Accountancy, where attendance is mandatory.

For your convenience, the costs and descriptions of training are summarized in the following chart. The optimal study 
program is usually a combination of mandatory and optional preparatory pieces based on each student’s personal 
study plan and needs.

View the Qualification Cost Summary – Mandatory vs. Optional Costs.

http://www.icao.on.ca/CAstudents/ICAOProfessionalProgram/1014page1180.aspx
http://www.icao.on.ca/CAstudents/UniformEvaluation(UFE)/1014page1147.aspx
http://www.icao.on.ca/CAstudents/StaffTrainingPrograms/1014page1139.aspx
http://www.icao.on.ca/CAstudents/ExaminationPreparationPrograms/1014page1182.aspx
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CA Training Offices monthly flow chart

August September October

1)	 UFE Finalists’ Program.
2)	 UFE Exam Registration.
3)	� Registration opens for Fall 

offerings of Staff Training 
Program.

1)	� Register Students (if 
September hire).

2)	� Staff Training Program 
offerings (registration opens in 
August).

3)	� CKE preparation programs 
start in the middle of the 
month.

4)	� UFE Exam takes place mid-
month.

1)	� CKE Registration opens early in 
the month.

2)	� Staff Training Program 
Offerings (registration opens in 
August).

November December January

1)	� UFE Results are released at the 
beginning of the month.

2)	� Registration opens for SOA/
UFE Preparation Program.

3)	� Ticket information is sent 
out regarding the UFE Ball/
Convocation after the exam 
results are released.

4)	� Registration opens for January 
offerings of Staff Training 
Program.

1)	� CKE Exam early in the month 
and results come out towards 
the end.

2)	� SOA/UFE Preparation 
Programs begin.

3)	� May CKE preparation courses 
start towards the end of the 
month.

4)	� Annual Student Fee Renewal 
Notices are sent out at the 
beginning of the month.

5)	� Staff Training Program 
offerings (registration opens in 
December).

February March April

1)	� May CKE Registration and SOA 
Registration will open towards 
the end of the month. It may 
also sometimes open in early 
March.

2)	� UFE Ball / Convocation takes 
place towards the end of the 
month.

1)	� If May CKE and SOA 
registration did not open in 
late February, it will open at 
beginning of March.

2)	� Deadline for payment of 
Annual Student Fee Renewal 
without late fee at end of 
month.

1)	� Final Deadline for payment of 
Annual Student Fee Renewal at 
end of month.

2)	� Registration opens for May 
offerings of Staff Training 
Progam.

May June July

1)	� Register Students (if May hire).
2)	� CKE Exam takes place first or 

second week.
3)	� Results release takes place 

towards the end of the month.
4)	� Staff Training Program 

offerings (regsitration opens in 
April).

1)	� SOA (Seminars take place first 
three weeks of the month, 
2-day exam takes place at the 
end).

2)	� Registration for UFE Finalists’ 
Program opens.

1)	� SOA Results are released 
towards the end of the month.

Helpful Hints

Please note that the above information is based on 2011 dates.

Students will be sent e-mail notification for these events at the relevant times.

Students who have not yet registered with the Institute (or are in the process of doing so) can enrol in the Staff 
Training Program or CKE Preparation courses by using the following forms:

2012 Staff Training Program - Registration Form

CKE Preparation Program

Check the “Registration and Reminders” section located on the bottom right of the ICAO’s Home Page.

Check the most up-to-date listing for important exam-related dates.

http://www.icao.on.ca/Forms/1008page2569.pdf
http://www.icao.on.ca/CAstudents/ExaminationPreparationPrograms/CKEprep/1014page1339.aspx
http://www.icao.on.ca/index.aspx
http://www.icao.on.ca/index.aspx
http://www.icao.on.ca/CAstudents/SchoolofAccountancy(SOA)/ExamInformation/1014page1262.aspx
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Additional CA Training Office resources

eModule

The eModule was developed to provide existing CA Training Offices with a simple overview of the Practical 
Experience Requirements. Features include a summary of the competency-based model; examples to illustrate the 
proficiency expectations of a newly qualified CA; and a summary outlining the role of students and mentors involved 
in the program. This online module is a great resource for recently hired CA Students, and Line Managers, Counselling 
Members or Training Principals that may be new to the program. It can also serve as a convenient refresher to key 
stakeholders who want to review the practical experience requirements.
 
For additional CA Training Office information, refer to: 

Frequently Asked Questions

News & Events

http://www.catrainingoffice.ca/elearning-module/index.html
http://www.catrainingoffice.ca/faq/item46225.html
http://www.catrainingoffice.ca/item46388.html
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Completion of practical experience 

a.	 Full-time CA Students

Required Action Timeline Links/Additional Info

Confirm completion of practical 
experience requirement

When the CA Student is 
approaching qualification

Student will receive a letter from 
the Institute stating when they 
are due to complete practical 
experience 

CA Student to complete RQE and 
discuss with Counselling Member

Semi-annually throughout the CA 
Training Program

Instructions for Completing the 
RQE

Record of CA Qualifying 
Experience (RQE)

Complete CA Student Experience 
Certification Report (includes TP 
sign-off)

At end of the CA Student’s 
practical experience

CA Student Experience 
Certification Report – Part/Full-
Time Experience

b.	 Co-op/summer students

Required Action Timeline Links/Additional Info

Student to complete RQE and 
discuss with Counselling Member

At end of each co-op/summer 
term

Instructions for Completing the 
RQE

Record of CA Qualifying 
Experience (RQE)

Training Principal to sign-off 
on CA Student Experience 
Certification Report

At end of each co-op/summer 
term

CA Student Experience 
Certification Report – Co-op 
Work Term Report

http://www.catrainingoffice.ca/ca-students/downloads/item44618.pdf
http://www.catrainingoffice.ca/ca-students/downloads/item44618.pdf
http://www.catrainingoffice.ca/ca-students/downloads/item46111.pdf
http://www.catrainingoffice.ca/ca-students/downloads/item46111.pdf
http://www.icao.on.ca/Forms/1008page2537.pdf
http://www.icao.on.ca/Forms/1008page2537.pdf
http://www.icao.on.ca/Forms/1008page2537.pdf
http://www.catrainingoffice.ca/ca-students/downloads/item44618.pdf
http://www.catrainingoffice.ca/ca-students/downloads/item44618.pdf
http://www.catrainingoffice.ca/ca-students/downloads/item46111.pdf
http://www.catrainingoffice.ca/ca-students/downloads/item46111.pdf
http://www.icao.on.ca/Forms/1008page2539.pdf
http://www.icao.on.ca/Forms/1008page2539.pdf
http://www.icao.on.ca/Forms/1008page2539.pdf
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Other items 

What happens if a CA Student leaves?

Required Action Timeline Links/Additional Info

Training Principal to sign-off on CA 
Student Experience Certification 
Report

At the end of the student’s 
employment with your organization

CA Student Experience Certification 
Report – Part/Full-Time Experience

Student to complete RQE to 
document their experience gained 
in your organization, and discuss 
with Counselling Member

Prior to student’s last day of 
employment

Instructions for Completing the RQE

Record of CA Qualifying Experience 
(RQE)

Student will complete Change of 
Employment Form with their new 
employer

Immediately after student 
commences work with new 
employer

CA Student Experience Certification 
Report - Change of Employment 
Form

Once this form is processed, the 
student will be removed from your 
staff roster

How does an existing employee who becomes a CA Student request recognition for 
relevant experience during the time the CA Training Office’s application was being 
reviewed?

Required Action Timeline Links/Additional Info

Student may request retroactive 
recognition for up to three months 
of experience gained prior to the 
CA Training Office’s approval date. 
Requests can be made via e-mail or 
written letter. 

As soon as the CA Training Office is 
approved

Send requests to:
Tracy Amyot
Senior Coordinator,
Member & Student Records
tamyot@icao.on.ca

ICAO Mailing Address:
69 Bloor Street East
Toronto, ON
M4W 1B3

CA Student and CA Training Office 
complete a CA Student Experience 
Certification Report and send the 
original copy to Member & Student 
Records.

As soon as the CA Training Office 
is approved (in conjunction with 
email/letter request described 
above).

CA Student Experience Certification 
Report – Pre-Registration 
Experience

Accessing and updating CA Training Office information online

Shortly after being approved as a CA Training Office, the Institute will e-mail to the Training Principal(s), your 
CA Training Office ICAO number and a password. This provides access to the secured CA Training Offices area, 
which features: News, Resources, your detailed student roster, the latest exam results (subject to the student’s 
authorization), the student consent for exam results release, and contact information updates.

Training Principals can set security privileges for other designated contacts (e.g. Exam/HR/Recruiting Contacts) 
and can change their own password after logging in. These designated CA Training Office contacts can also contact 
Karoline Pagendam, Senior Coordinator at the Institute (416 969.4248 or 1 800 387.0735, ext. 248) for the appropriate 
login and password. 

Note: The CA Training Office’s ICAO number is different than the Member’s ICAO number. For more information, 
please see Login FAQ.

http://www.icao.on.ca/Forms/1008page2537.pdf
http://www.icao.on.ca/Forms/1008page2537.pdf
http://www.catrainingoffice.ca/ca-students/downloads/item44618.pdf
http://www.catrainingoffice.ca/ca-students/downloads/item46111.pdf
http://www.catrainingoffice.ca/ca-students/downloads/item46111.pdf
http://www.icao.on.ca/Forms/1008page2538.pdf
http://www.icao.on.ca/Forms/1008page2538.pdf
http://www.icao.on.ca/Forms/1008page2538.pdf
mailto:tamyot@icao.on.ca
http://www.icao.on.ca/Forms/1008page2540.pdf
http://www.icao.on.ca/Forms/1008page2540.pdf
http://www.icao.on.ca/Forms/1008page2540.pdf
https://ebusiness.icao.on.ca/firm/
mailto:kpagendam@icao.on.ca
http://www.icao.on.ca/Help/LoginFAQ/1017page1174.aspx
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Annual Online Updates 

The Training Principal (TP) will receive notifications from the Institute as a reminder to update the organization’s 
student roster a few times per year for the following purposes:

•	 Annual Student Fees (TP notified in January)
•	 Exams

•	 Pre-exam registration (TP notified two months prior to exams)
•	 Pre-results release (TP notified one month prior to results release)

CA Students from outside of Canada

The following link provides information on the different processes pertaining to International Trained Accountants.

Internationally Trained Accountants

http://www.icao.on.ca/Admissions/InternationallyTrainedAccountants/1010page1359.aspx
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Contact Us

If you have any questions, or if you would like to make modifications to your organization’s existing CA Training 
Program, please contact a member of the CA Training Offices team: 

Richard Piticco, CA, CFA, Director 
Direct: 416-969-4341
Toll free: 1-800-387-0735, ext. 341
rpiticco@icao.on.ca

Phan Du, CA, Associate Director
Direct: 416-969-4335
Toll free: 1-800-387-0735, ext. 335
pdu@icao.on.ca

Raina Tweyman, CA, Associate Director
Direct: 416-969-4332
Toll free: 1-800-387-0735, ext. 332
rtweyman@icao.on.ca

Laurie Donovan, OCT, Senior Liaison Officer
Direct: 416-969-4334
Toll free: 1-800-387-0735, ext. 334
ldonovan@icao.on.ca

For any enquiries related to training CA Students in the external audit path, please contact:

Yvonne Morgan
Coordinator, Practice Inspection
Direct: 416-969-4223
Toll free: 1-800-387-0735, ext. 223
ymorgan@icao.on.ca

mailto:rpiticco@icao.on.ca
mailto:pdu@icao.on.ca
mailto:rtweyman@icao.on.ca
mailto:ldonovan@icao.on.ca
mailto:ymorgan@icao.on.ca
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Cost Summary – Mandatory versus Optional Costs

Description of Costs Month Total Cost Optional Mandatory

1 Initial Student Registration Fee
(Full-time and Co-op)

$100 $100

2 Annual Student Registration Fee
(Full-time x 3 years)

$280 (x3) $280 (x3)

3 Annual Student Registration Fee
(Co-op x approx. 1-3 years)

$140 (x1-3) $140 (x1-3)

4 Staff Training Program $700 $700

5 CKE Prep Program*
(Course and materials)

$900 $900

6 CKE Practice Exam/Questions $75 $75

7 CKE Exam Jan or May $325 $325

8 CKE Guide $125 $125

9 CICA Handbook Guide $150 $150

10 SOA/UFE Prep Program*
(Course and materials)

$560 $560

11 SOA Practice Exam $160 $160

12 SOA**
(Fee includes CICA Handbook & Tax Act)

June $500 $500 

13 SOA Exam June $1,050 $1,050

14 SOA Residence June $930 - $1,140 $930 - $1,140

15 UFE Finalist Program $800 $800

16 UFE September $1,350 $1,350

Totals: $8,775
(Full-time total)

$3,910 $4,865
(Full-time total)

									       
Notes:

2011 costs are approximate, do not include taxes and are subject to increase. For exact information on the costs to be 
incurred for Institute fees or Institute-run courses, please visit www.icao.on.ca for the Institute’s Schedule of Fees and 
Charges.

“Mandatory” costs indicates items that are required to complete the CA qualification process. It is not mandatory for 
CA Training Offices to cover these costs for their CA Students. 

“Optional” costs indicates items that are not required to complete the CA qualification process (i.e. supplemental 
materials). It is not mandatory for CA Training Offices to cover these costs for their CA Students.

*Prep program materials are also available separately from the course. 

**The School of Accountancy (SOA) fee is only mandatory for first-time participants/writers.

http://www.icao.on.ca/index.aspx
http://www.icao.on.ca/Forms/1008page11716.pdf
http://www.icao.on.ca/Forms/1008page11716.pdf


http://www.icao.on.ca/Forms/1008page11716.pdf
http://www.icao.on.ca/Forms/1008page11716.pdf
http://www.icao.on.ca/Forms/1008page11716.pdf
http://www.icao.on.ca/Forms/1008page11716.pdf
http://www.icao.on.ca/CAstudents/StaffTrainingPrograms/1014page1139.aspx
http://www.icao.on.ca/CAstudents/StaffTrainingPrograms/1014page1139.aspx
http://www.icao.on.ca/CAstudents/StaffTrainingPrograms/1014page1139.aspx
http://www.icao.on.ca/CAstudents/CoreKnowledgeExam(CKE)/1014page1248.aspx
http://www.icao.on.ca/CAstudents/CoreKnowledgeExam(CKE)/1014page1248.aspx
http://www.icao.on.ca/CAstudents/CoreKnowledgeExam(CKE)/1014page1248.aspx
http://www.icao.on.ca/CAstudents/ExaminationPreparationPrograms/CKEprep/1014page1339.aspx
http://www.icao.on.ca/CAstudents/ExaminationPreparationPrograms/CKEprep/1014page1339.aspx
http://www.icao.on.ca/CAstudents/ExaminationPreparationPrograms/SelfStudyPublications/1014page6869.aspx


http://www.icao.on.ca/CAstudents/ExaminationPreparationPrograms/SelfStudyPublications/1014page6869.aspx
http://www.icao.on.ca/CAstudents/ExaminationPreparationPrograms/SelfStudyPublications/1014page6869.aspx
http://www.icao.on.ca/CAstudents/CoreKnowledgeExam(CKE)/1014page1248.aspx
http://www.icao.on.ca/CAstudents/SchoolofAccountancy(SOA)/1014page1143.aspx
http://www.icao.on.ca/CAstudents/SchoolofAccountancy(SOA)/1014page1143.aspx
http://www.icao.on.ca/CAstudents/ExaminationPreparationPrograms/SOAprep/1014page1342.aspx
http://www.icao.on.ca/CAstudents/ExaminationPreparationPrograms/SOAprep/1014page1342.aspx
http://www.icao.on.ca/CAstudents/SchoolofAccountancy(SOA)/1014page1143.aspx
http://www.icao.on.ca/CAstudents/SchoolofAccountancy(SOA)/1014page1143.aspx


http://www.icao.on.ca/CAstudents/UniformEvaluation(UFE)/1014page1147.aspx
http://www.icao.on.ca/CAstudents/UniformEvaluation(UFE)/1014page1147.aspx
http://www.icao.on.ca/CAstudents/ExaminationPreparationPrograms/UFEfinalist/1014page5755.aspx
http://www.icao.on.ca/CAstudents/ExaminationPreparationPrograms/UFEfinalist/1014page5755.aspx
http://www.icao.on.ca/CAstudents/UniformEvaluation(UFE)/1014page1147.aspx


Universities With Accredited and/or Recognized Co-op and Internship Programs

School/Campus Degree Program Work 
Experience 
Option

# of 
Terms

Length 
of Term 
(Months)

Timing of Terms Total Experience 
Upon Graduation

Notes

Algoma University Bachelor 
of Business 
Administration

Co-op 4 4 or 8 Terms can be done either 
Jan-Apr, May-Aug or Sept-Dec

20 months  
1	� Only ICAO-accredited 

or recognized co-op 
programs that have most 
of the 51-credit-hour 
requirement are discussed 
here. Some programs 
may have some of the 
51-credit-hours but are 
not discussed here (ie 
Schulich or Queen’s MBA)

2	� In all non-co-op programs, 
students could be hired 
into CA Training programs 
for summer interships 
after their 2nd and 3rd 
years of university.

3	 �Contact us for details on 
recruiting timelines and 
university contacts.

Brock University BAcc Co-op 4 or 5 4 or 8 Terms 1, 3 & 4: Jan-Apr
Term 2: Sept-Dec

20 months 

BBA Co-op 3 4 Term 1: Sept-Dec 
Term 2: May-Aug 
Term 3: Jan-Apr

12 months

Carleton University BComm Co-op 4 4 Term 1: May-Aug 
Term 2: Jan-Apr 
Term 3: Jan-Apr

16 months

Dalhousie University BComm Co-op 3 4 Term 1: Jan-Apr 
Term 2: Sept-Dec 
Term 3: May-Aug

12 months

McMaster University MBA Co-op 3 4 Flexible, but recommended 
terms are: 
Term 1: Jan-Apr 
Term 2: Sept-Dec 
Term 3: May-Aug

12 months

BComm Internship 1 8, 12 or 16 Starts in May each year 8, 12 or 16 months

Redeemer University 
College

Bachelor of 
Arts,Hons, 
Business Major-
Accounting 
Stream

Co-op 2 8 Term 1: Jan-Aug 
Term 2: May-Dec

16 months

University of Ottawa BComm Co-op 3 4 Term 1: Jan-Apr 
Term 2: Jan-Apr 
Term 3: May-Aug

12 months

University of Windsor BComm Co-op 4 4 Term 1: May-Aug 
Term 2: Jan-Apr 
Term 3: Sept-Dec

16 months

UTM ( Univeristy of 
Toronto - Mississauga)

MMPA Co-op 2 4 Terms 1 & 2: Jan-Apr 8 months

http://www.icao.on.ca/Admissions/UniCoop/1008page13685.aspx
http://www.icao.on.ca/Admissions/UniCoop/1008page13685.aspx
http://www.icao.on.ca/Admissions/UniCoop/1008page13685.aspx


Universities With Accredited and/or Recognized Co-op and Internship Programs

School/Campus Degree Program Work 
Experience 
Option

# of 
Terms

Length 
of Term 
(Months)

Timing of Terms Total Experience 
Upon Graduation

Notes

UTSC (University 
of Toronto - 
Scarborough)

BBA (Program in 
Management)

Co-op 3 4 or 8 Terms can start in Jan, May or 
Sept

12 months

Co-op 3 4 12 months

University of Waterloo AFM - PA or
CA-Math/ 
CA-Science

Co-op 4 4 or 8 PA: Terms 1 & 2: Jan-Apr 
Terms 3 and 4 combined: 
Jan-Aug

16 months

AFM-FM Co-op 4 4 FM: Term 1: Jan-Apr
Terms 2 & 3: Sep-Dec
Term 4: May-Aug

16 months

Wilfrid Laurier 
University

BBA Co-op 3 4 Term 1: May-Aug 
Term 2: Jan-Apr 
Term 3: Sept-Dec

12 months

Honours BA - 
Economics

Co-op 3 4 Term 1: May-Aug 
Term 2: Jan-Apr 
Term 3: Sept-Dec

12 months


