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I. INTRODUCTION 

In 1992, the Workers’ Compensation Board, now the Workplace Safety and Insurance 
Board (WSIB), initiated a policy review of workers’ compensation coverage for learners 
on unpaid work experiences, with a view to ensure a uniform approach for learners and 
to create a favourable training environment in the province.  Interim guidelines were 
established in August of 1992 to cover the period September to December 1992, later 
extended to June 1993. 

In February 1993, the Ministry of Labour announced that the Ontario government would 
fund the workers’ compensation costs of learners injured while on unpaid placement. 

The Workers’ Compensation Board issued a policy for providing workers’ compensation 
coverage for learners on unpaid work placements in July 1993. 

WSIB benefits for learners injured in on-the-job accidents include health and medical 
costs, temporary and long-term disability coverage, and rehabilitation and survivors’ 
benefits. 

The following guidelines and mandatory requirements apply to all accidents occurring to 
college or university “learners” on unpaid placements occurring on or after July 1, 1993. 
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II. STATUTORY AND REGULATION FRAMEWORK DEFINITIONS 

The complete WSIB Operational Policy Manual can be found on line at www.wsib.on.ca.  
Relevant documents include: 

Individuals on Unpaid Training Placements 12 - 04 - 04 

Who is an Employer? 12 - 01 - 01 

Non-Resident Workers 12 - 04 - 12 

 

Part 1, Section 2. (1) of the Workplace Safety and Insurance Act, 1997 includes the 
definition of a worker: 

a person who has entered into or is employed under a contract of service or 
apprenticeship and includes the following: 

 learner. 

Part 1, Section 2. (1) of the Workplace Safety and Insurance Act, 1997 defines a learner 
as: 

a person who, although not under a contract of service or apprenticeship 
becomes subject to the hazards of an industry for the purpose of undergoing 
training or probationary work;… 

Part 1, Section 2. (1) of the Workplace Safety and Insurance Act, 1997 outlines that the 
definition of “employer” includes: 

every person having in his, her or its service under a contract of service or 
apprenticeship another person engaged in work in or about an industry and 
includes, … 

(b) a person who authorizes or permits a learner to be in or about an industry for 
the purpose of undergoing training or probationary work, … 

http://www.wsib.on.ca/
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III. WORKERS’ COMPENSATION BOARD POLICY GUIDELINES 

Workers’ Compensation Board policy establishes that “Individuals who are placed by 
training agencies with employers to obtain work skills and experience, but who are not 
paid by the employer, are “learners”.  The “employer” of these individuals is the 
employer with whom they are placed.” 

 
The following guideline applies only to training participants who are not paid by the 
placement employer.  The following are not considered payment for the purpose of  
this policy:  

social assistance benefits (e.g. welfare)                                                                  
training allowances                                                                                          
honoraria                                                                                                 
reimbursement of expenses                                                                              
stipends or any money paid to the training participants by the training agency, e.g. 
FUTURES 

General Principles 

1. Individuals on unpaid training placements with employers are “learners” if both of the 
following conditions are met: 

 The placement is authorized by a postsecondary institution or training agency, 
and 

 The individual participates, however minimally, in the activities of the placement 
employer’s industry. 

Participating in the activities of the workplace includes job shadowing/twinning. 

2. Learners under this policy include: 

a. College or university students on a training placement with an employer as a 
formal part of their course or program.  Examples are: 

- nursing students on placement with a hospital                                                      
- law and security students on a placement with a police force                               
- social work students on a placement with a social service agency  
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b.  Ontario residents enrolled in an out-of-province training program, who do the 
placement portion of the program with an Ontario employer covered by the Act. 

c.  Non-Ontario residents enrolled in an out-of-province training program, who do the 
placement portion of their program in Ontario with an employer covered under 
the Act (subject to the provisions of the WSIB Operational Policy Number 12-04- 
12, see www.wsib.on.ca for all relevant WSIB Operational Policies) 

3. The following individuals on unpaid placements are not learners under this policy: 

a. Individuals who on their own initiative volunteer their services to an employer 
to develop marketable work skills. 

b. Volunteers who offer their time or services for community or charitable 
purposes. 

c. Individuals in health care or correctional institutions who perform unpaid work 
as a component of therapy or correction.  

d. Individuals placed with an employer under a Community Service Order issued 
by a court of law 

e. Individuals who are on the employer’s premises solely for the purposes of 
visiting or casual observation and who at no time participate in the activities of 
the employer’s industry. 

f. University and college students who as part of their program do unpaid 
research for the college or university. 

g. Individuals who are not on placement but as part of the training program 
perform work on the training agency’s premises (such as students on a 
weekly practicum). 

h. Ontario residents in an Ontario training program who do the placement 
portion of their program with an out-of-province employer. 

Special Situation Covered by this policy 

 Placement employer with no workers 
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If an operator in an industry covered by the Workplace Safety and Insurance Act, 
1997 normally employs no workers, but becomes an employer solely by virtue of 
taking on a learner, the employer and the learner are protected under the Act. 

Under these circumstances, no penalty is levied on the employer for not 
registering with the Board. 

 
 
Situations that are not covered under this policy include: 

1. Laid-off apprentices, who continue to train through an unpaid placement with 
an employer, are not learners under this policy.  These individuals are 
“apprentices” (see WSIB Operational Policy number 01-02-08, see Appendix 
A for all relevant WSIB Operational Policies)  

2. Workers’ compensation coverage extends only to the job placement portion of 
the training program.  There is no workers’ compensation coverage for in-
class portion of training programs. 

3.  Placement employer not covered by the Workplace Safety and Insurance Act, 
1997. There is no workers’ compensation coverage if a learner is placed with 
an employer that is not mandatorily covered under the Act and that has not 
obtained coverage by application to the Ministry of Education.  (Please see 
page 13 regarding private insurance coverage. 
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IV. MANDATORY REQUIREMENTS 

Funding for Workers’ Compensation Coverage by the Provincial Government 

Learners eligible to receive full funding for Workers’ Compensation coverage by the 
provincial government must meet all of the following criteria: 

 a learner is “unpaid” as defined by the WSIB policy and meets the definition of 
“learner” under the Workplace Safety and Insurance Act, 1997; 

 the learner must be placed with an employer covered by the Workplace Safety and 
Insurance Act, 1997; 

 unpaid learners take work placements as part of a training/educational program 
funded or subsidized by the Ontario government; and  

 work placements are authorized by or under the auspices of a government 
recognized training agency (e.g. college or university) or government ministry. 

Visa and out-of-province students enrolled in colleges and universities are included 
under the policy.   

The Ministry of Education has established a confidential, unique WSIB firm number for 
each college and university within the postsecondary education sector in Ontario.  Firm 
numbers are used to identify an institution and track claim charges to the ministry. 

Safety for Learners 

It is the responsibility of the college or university to provide training in safe working 
practices as part of the educational/training program.  The workplace employer should 
reinforce the need for such practices and ensure that the working environment provides 
opportunity for the learner to work in a safe manner without undue exposure to risk. 

When arranging work placements for learners, some evaluation of the safety practices 
of the potential employer should be done.  Learners should not be placed in unsafe 
working environments. 

Work/Education Placement Agreement/Postsecondary Form 

The college or university, learner and employer concerned must make an agreement 
before the learner begins the work placement training or attends the workplace 
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employer’s premises.  This ensures that all parties in work placement situations 
understand the coverage available to unpaid learners. 

The Work/Education Placement Agreement forms (see Appendix A) provided by the 
ministry must be completed for postsecondary and tuition-short learners involved in an 
unpaid work experience to be eligible to be covered under the province’s funding for 
workers compensation coverage for learners on unpaid work placements.  These forms 
are not to be used with Laid-off Apprentices.   

On the form for individual learners, the participant’s signature must appear, indicating 
consent to conditions of coverage in the agreement.  If the learner is under the age of 
majority, the consent of a parent or guardian is necessary. 

If using the form for multiple learners an addendum to the agreement must include the 
following: 

a. the local address and telephone number of each learner, 

b. the specific days and hours when each learner will be at the employer’s 
workplace, and 

c. the consent of each learner to the conditions of coverage specified in the 
Work/Education Placement Agreement form. 

If the employer is covered under the Workplace Safety and Insurance Act, 1997, 
complete Section C of the form. 

If the employer is not covered under the Workplace Safety and Insurance Act, 1997, 
complete Section D of the form.  Private insurance will be proved by the Ministry of 
Training, Colleges and Universities. 

A form for each learner on an unpaid work experience should be completed and remain 
on file in the college or university for use in the event of an accident.  The form should 
be retained for one year after the learner completes the program. 

Additional forms 

The Work Educational Placement Agreement/Post secondary form can be found online 
at: http://www.edu.gov.on.ca/eng/document/forms/631352.pdf 

They can also be ordered in bulk by emailing your request to eduservice@ppfd.ca.  
Please ask for form number 63-1352.   

http://www.edu.gov.on.ca/eng/document/forms/631352.pdf
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 V. REPORTING PROCEDURES AND CLAIMS 

Any injury, however minor, to a learner in a work experience, should be reported by the 
learner to the employer and to the appropriate contact person in the educational 
institution or training agency.  Information must include when, where, and how the injury 
occurred.  Accidents requiring only first-aid do not have to be reported to the WSIB but 
a record of the details should be kept by the educational institute or training agency in 
the event that a report is required in the future. 

When to report an accident to the Board 

A completed WSIB Form 7 “Employer’s Report of Injury/Disease” (see Appendix B) 
must be completed by the employer within three days of learning of a work-related 
accident and the form must be submitted by the educational institution or training 
agency to the Board within seven days of learning of a work-related accident.  This 
obligation exists when an accident results in injury to the learner that requires: 

1. health care by a medical practitioner for which there is a fee for service (this 
could include a physician, dentist, chiropractor, hospital, etc.) and/or 

2. lost time from work beyond the date of the accident, or 

3. exposure to communicable disease. 

Instructions and Guidelines for Completing the Form 7 are included with the Form on 
the WSIB website.  Attention to detail at the time of reporting helps eliminate later 
difficulties and unnecessary delays resulting from the Board’s need to request routine 
information.  A copy of Form 7 and the Instructions and Guidelines can be found in 
Appendix C. 

Form 7 and support documentation can also be found at the following Url: 
http://www.wsib.on.ca/wsib/wsibsite.nsf/LookupFiles/DownloadableFileReportofInjuryFo
rm7/$File/Form7.pdf 

All colleges and universities have been assigned a unique firm number to be used in all 
correspondence with the WSIB.  Completion of the Form 7 is the joint responsibility of 
the workplace employer and the college.  Under the Workplace Safety and Insurance 
Act, 1997, the workplace employer is considered to be the “employer” for the learner.  
As such, the employer must authorize the colleges or university to act as his/her 
representative with the Workplace Safety and Insurance Board regarding the claim 
being submitted.  A “Letter of Authorization to Represent the Placement Employer” has 

http://www.wsib.on.ca/wsib/wsibsite.nsf/LookupFiles/DownloadableFileReportofInjuryForm7/$File/Form7.pdf
http://www.wsib.on.ca/wsib/wsibsite.nsf/LookupFiles/DownloadableFileReportofInjuryForm7/$File/Form7.pdf
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been prepared and may be copied (see Appendix C).  A completed copy of this form 
must be attached to the Form 7.   

After filling out Form 7, please print it, sign it and send a copy to the WSIB along with 
the Employer’s Authorization and the Work/Education Placement Agreement for the 
learner involved in the accident.  Keep a copy for your records. 

All subsequent communication from WSIB will then flow to the college or university. 

Copies of the Form 7 should also be provided to the injured learner, and the Ministry of 
Training, Colleges and Universities.    

For claims involving colleges send copies to: 

Colleges Branch                                                                                                      
Ministry of Training, Colleges and Universities                                                                
9th Floor Mowat Block                                                                                                      
900 Bay Street                                                                                                                
Toronto, ON                                                                                                                          
M7A 1L2 

Fax: (416) 325-2245 

Contact: Cheryl Clarke (416) 314-7700 

For claims involving universities send copies to: 

Universities Branch                                                                                                 
Ministry of Training, Colleges and Universities                                                                
7th Floor Mowat Block                                                                                                      
900 Bay Street                                                                                                                
Toronto, ON                                                                                                                          
M7A 1L2 

Fax: (416) 325- 1959 

Contact: Heather Schramm (416) 325-8925 

Penalties for late filing 

The completed Form 7 along with the letter of authorization and the Work/Education 
Placement agreement must be completed by the employer within three days of learning 
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of the work related accident and the form must be submitted by the college or university 
to the Board within seven days of learning of the work-related accident.  There is a $250 
penalty for late submission, incomplete information, not reporting on a pre-approved 
version of this form, and/or failing to provide a copy of the completed Form 7 to the 
learner. 

Colleges and universities should not delay submitting Form 7’s while waiting for more 
detailed information.  For example, if statements from witnesses are not finalized or 
available by the deadline date for submission, incomplete reports may be filed to comply 
with the seven-day requirement.  Additional pertinent information can be forwarded in a 
letter as soon as possible after the accident. 

If a delay does arise and can be justified explain the circumstances in a letter to the 
Board.  The Board may choose to waive the late fee. 

The completed Form 7 can be sent/filed with the Board by facsimile to ensure the time 
limit is met.  A hard copy of the Form 7 must be sent by mail to the Board as follow-up 
(unless the original is couriered to the Board within the timelines). 

Action Following the Filing of a Claim 

Following submission of the claim, WSIB will determine whether the injury or disease is 
work-related and whether benefits should be paid to the injured learner.  Once a claim is 
approved, the injured learner will remain on Workers’ Compensation until the learner 
has recovered to the point where he or she can return to the training program.  The 
learner may still be in receipt of benefits after he or she returns to the program, if there 
is any ongoing impairment.  Any benefit entitlement paid out by the Board to unpaid 
learners as a result of claims submitted utilizing the firm numbers assigned to 
postsecondary institutions through the Ministry of Education will subsequently be 
charged to the Ministry of Training, Colleges and Universities.  The Ministry of Training, 
Colleges and Universities will pay such invoices centrally on behalf of the colleges. 

All communications regarding the claim will be forwarded to the identified contact in the 
college or university as per usual WSIB processes if the workplace employer’s 
authorization is attached to the Form 7.  The college or university assumes the role of 
the employer for the learner’s claim.  Once entitlements have been granted, it is 
important that a designated individual within the college or university contact the Board 
on a regular basis.  After a claim is allowed, the Board periodically requires information 
to confirm continuing entitlement to benefits.  Copies of these forms are included in 
Appendix B.  Details on their use are available from the WSIB. 
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The learner or the college or university, as the authorized agent of the placement 
employer, can appeal any decision made by the WSIB.  Information on the appeal 
process is available from the WSIB. 

For information on the completion of other WSIB forms and a more complete description 
of WSIB processes, reference should be made to the WSIB Operational Policy Manual.  
This manual is available from the Board as a subscription or online at www.wsib.on.ca. 

Managing Workers’ Compensation Claims 

The college or university is required to maintain contact with all parties involved 
throughout the duration of a claim, including the WSIB, the injured learner and his/her 
physician, and the workplace employer.  The goal should be to minimize the impact of 
the accident on the learner through an early return to the training program.  Some 
modification of the training program and/or the workplace experience may be necessary 
to accommodate the learner if there are ongoing limitations. 

Responsibilities 

It is the responsibility of the training agency to ensure the mandatory paperwork is 
completed and appropriately disseminated in a timely manner before an unpaid work 
placement begins and in the unfortunate case of a learner being injured while on the 
unpaid work placement 
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VI. Private Insurance and Data Collection 

Private insurance coverage will be provided for learners from Ontario institutions in the 
event that the work placement employer is not covered by the WSIB.  The Ministry of 
Training, Colleges and Universities will provide the private insurance coverage for the 
entire period. 

In this case, the number of work placement hours for which private insurance coverage 
is needed must be identified to the ministry.  

For the purpose of insurance premiums, each year colleges and universities are 
required to file with the Ministry of Training, Colleges and Universities: 

 the total hours of unpaid work placement by program with employers not 
covered under the Act and the total number of students involved.  For non-
WSIB placements, it will be necessary to indicate the application industry 
where placement occurs; and  

 the funding source for these hours.  (For example, Ministry-supported 
postsecondary students will be reported separately from visa postsecondary 
students and Job Connect trainees.) 

The ministry requires this information by semester and contacts institutions shortly after 
the end of each semester (January, May and September). 

 

ACE INA Reporting Procedures and Claims 

In the event of a workplace accident with a placement employer not covered by WSIB, 
training participants are provided with Ace INA coverage including benefits for 
accidental death or injury, and medical/dental benefits to treat an accidental injury.   

As with claims involving the WSIB, any injury, however minor, to a learner in a work 
experience, should be reported by the learner to the employer and to the appropriate 
contact person in the educational institution or training agency.  Information must 
include when, where, and how the injury occurred.  Accidents requiring only first-aid do 
not have to be reported but a record of the details should be kept by the educational 
institute or training agency in the event that a report is required in the future. 
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To make a claim the training participant must submit a claims form, as well as a proof of 
loss statement (See Appendix E) to ACE INA.  Initial claims must be made within the 
30-day period after the accident occurs. 

Copies of the claim form, proof of loss statement and the work placement agreement 
form must also be provided to the Ministry of Training, Colleges and Universities.   
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VII. APPENDICIES 

Appendices A - D 

Name of Form Where it can be located Source/ Contact  

Appendix A 

Work/Education 
Placement 
Agreement/ 
Postsecondary 

http://199.71.28.92/eng/document/forms/6
31352.pdf 

Or they can be ordered through PPFD by 
emailing eduservice@ppfd.com.     
Please ask for Form number 63-1352. 

Ministry of TCU 

Colleges:            
Cheryl Clarke        
(416) 314-7700 

Universities:     
Heather Schramm  
(416) 325-8925 

Appendix B 

Form 7 – Employer’s 
Report of 
Injury/Disease 

http://www.wsib.on.ca/wsib/wsibsite.nsf/L
ookupFiles/DownloadableFileReportofInju
ryForm7/$File/Form7.pdf 

Workplace Safety and 
Insurance Board 

www.wsib.on.ca 

Letter of 
Authorization to 
Represent the 
Placement Employer 

 Ministry of TCU 

Colleges:            
Cheryl Clarke        
(416) 314-7700 

Universities:     
Heather Schramm  
(416) 325-8925 

Appendix C 

Form 9 - Employer’s 
Subsequent 
Statement 

http://www.wsib.on.ca/wsib/wsibsite.nsf/L
ookupFiles/DownloadableFileForm9/$File
/Form9. pdf 

Workplace Safety and 
Insurance Board 

www.wsib.on.ca 

http://199.71.28.92/eng/document/forms/631352.pdf
http://199.71.28.92/eng/document/forms/631352.pdf
http://www.wsib.on.ca/wsib/wsibsite.nsf/LookupFiles/DownloadableFileReportofInjuryForm7/$File/Form7.pdf
http://www.wsib.on.ca/wsib/wsibsite.nsf/LookupFiles/DownloadableFileReportofInjuryForm7/$File/Form7.pdf
http://www.wsib.on.ca/wsib/wsibsite.nsf/LookupFiles/DownloadableFileReportofInjuryForm7/$File/Form7.pdf
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Appendix D 

ACE INA Insurance 
Statistics  

 Ministry of TCU 

Colleges:            
Cheryl Clarke        
(416) 314-7700 

Universities:     
Heather Schramm  
(416) 325-8925 

Appendix E 

ACE INA Insurance 
Claims Forms 

 ACE INA Claims 
Department 

1-877-772-7797 
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Appendix A 
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Appendix B 
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Appendix D 

MINISTRY OF TRAINING,  COLLEGES AND UNIVERSITIES 

ACE INA INSURANCE STATISTICS  

Training Agency Name  ____________________________________________________   

         

Contact Person   __________________________________________________________    

           

Telephone Number  _______________________________________________________    

          

PERIOD May 1, to August 31, 2001 

UNPAID WORK PLACEMENT WITH EMPLOYERS OUTSIDE THE WORKPLACE SAFETY 

AND INSURANCE  ACT ELIGIBLE FOR INSURANCE COVERAGE THROUGH ACE INA 

PROGRAM TOTAL HOURS 

OF WORK 

PLACEMENT 

NUMBER OF STUDENTS APPLICATION 

INDUSTRY GRANT- 

ELIGIBLE 
VISA 

A. Postsecondary     

     

     

     

     

     

     

     

     

B. Tuition Short 

(Fee-paying) 
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