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Visa Process Checklist (Canada) 
 
V Once in Korea all teachers must under-go a blood and urine test that will screen for illegal drug 

use and other diseases.  If illegal drugs (including Marijuana) are found, the teacher will not be 
issued a visa and will be sent home at their own expense.  If you have any concern about passing 
the screening please inform Adventure Teaching and get tested before leaving home. 
 

V Remember that gathering the visa documents in a timely manner is your responsibility as an 
applicant of Adventure Teaching.  Save yourself and us time, frustrating, and finances by double 
working through the process diligently and carefully.  
 

V Also, make sure you contact your consulate before sending your documents to double check the 
process and avoid potential delays. It is also important to check your consulate and state office 
websites often for visa updates, working hours, and fees. 

 
Direct further Visa Questions to: 

Visa Department Email:  visa@adventureteaching.com  

North American Office Phone:    1-206-257-0613 

Skype adventure.teaching.northamerica 

 
Nearest Consulate Information (be sure to check jurisdiction)  

My Consulate   
Phone Number  

Address  
Website  

 
Important notes when sending documents: 

 

Ǐ Always get a tracking number for your packages 
 

Ǐ Never send your documents INTERNATIONALLY through the Canadian Postal Service.  Use     
              a reputable courier, preferably FedEx, DHL, Purolator, UPS.  Using the national postal service can   
              potentially cause severe delays and lost documents. 
 
NOTES AND UPDATES: 
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________ 
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VISA PROCESS TIMELINES    
 

It usually takes about 30-40 days to complete the visa process after the applicant has gathered all of 
their documents, and signed a contract with a school.  If the process is rushed things can potentially be 
completed a few days faster, but it is always best if you can have your documents gathered ahead of 
time to save yourself, Adventure Teaching and your school unnecessary stress.  Priority is given to 
applicants who diligently complete the process.   
 
The following chart lets you know when you will need to have all of the required documents ready to 
send to Korea to be eligible for a specific start date.   
 

 

Date I should have my required documents ready to send: ________________________ 
 
How long does it take to gather the required visa documents? 
This really depends on your location and how ambitiously you pursue the visa process.  Much of this 
depends on whether you will be completing the process in person or by mail.  When completing the 
process by mail it adds significant wait times.  
 
In some applicants are able to gather all of their documents within 2-3 weeks.  Much of this depends on 
the distance you live from the Korean Consulate.  
 
The documents that typically take the most time and effort to prepare are:  

1. Your passport (should be valid for at least 6 months beyond your proposed arrival date in Korea) 
2. Your diploma with notarization and verification by the Korean consulate 
3. Your transcripts 
4. Your Criminal Record Check with notarization and verification by Korean Consulate 

 
.ŜŎŀǳǎŜ ǘƘŜǎŜ ŘƻŎǳƳŜƴǘǎ ǘŀƪŜ ǘƘŜ Ƴƻǎǘ ŀƳƻǳƴǘ ƻŦ ǘƛƳŜ ǘƻ ƎŀǘƘŜǊΣ ȅƻǳΩƭƭ ǿŀƴǘ ǘƻ ǎǘŀǊǘ Ǝŀthering them 
first.  Please notice the estimated time requirements beside each step of the process below.   
 
 
 

Earliest Start Date 
Latest Date to Send 
Documents to Korea 

Earliest Start Date 
Latest Date to Send 
Documents to Korea 

January  1st -15th November  20th July 1st -15th May 20th 

January  16th-31st December  6th July 16th-31st June 6th 

February 1st -15th December 20th August 1st -15th June 20th 

February 16th-28th January 6th August 16th-31st July 6th 

March 1st-15th January 20th September 1st-15th July 20th 

March 16th-31st February 6th September 16th-30th August 6th 

April 1st-15th February 20th October 1st -15th August 20th 

April  16th-30th March 6th October 16th-31st September 6th 

May 1st -15th March 20th November 1st -15th September 20th 

May 16th-31st April 6th November 16th-30th October 6th 

June 1st-15th April 20th December 1st -15th October 20th 

June 16th-30th May 6th December 16th-31st November 6th 
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STEP 1  Gather the Required Documents (1-6 weeks) 
        

 

RED documents will be submitted to the Adventure Teaching Office in Korea 

 Ä This Page of Visa Process 
Checklist 

All items should be checked off the checklist and 
checklist should be included in package 

 Ä Verified copy of your Diploma  

 
Verified Copy of your diploma preformed by the 
Korean Consulate (instructions below) 
 

 Ä 

2 Official Sealed University 
Transcripts                                

Note: another set will need to be 
submitted to the Korean Consulate 

Stamp/sticker/or registrarôs signature should be 

over the seal of the envelope                               

Tip: We recommend ordering 5 sets of transcripts. 

It is nice to have backup copies just in case. 

 Ä 

Criminal Record Check with 
NOTARIZATION and Verification 

by Korean Consulate                  
Must be no older than 6 months 

when filed 

The criminal record check is usually the most 
confusing part of the process.  Please be sure to 
follow the detailed instructions given below.  

 Ä Your Resume  

 Ä 
A clear photo copy of the 

information page of your passport 

Note: this is the page with your picture etc. A black 

and white copy is fine. 

 Ä E-2 Health Statement 

This is a simple self-assessment.  Form must be 

completed by hand and signed.                   

(Download from AT Website) 

 Ä 
2 Passport Photos                             

Note: another photo will need to be 
submitted to the Korean Consulate 

Passport Photos (2 x 2 inch or 3.5 by 4.5 cm)                                                                   

Tip: Stores like Costco and Wal-Mart offer discount 

prices 

                         
                                                             
 
 
 
 
 
 
 
 
 
 
 

This page should be submitted to Korea alongside your other documents. 
 

 

BLUE documents will be submitted to the Korean Consulate in your home country 

later in the process 

 Ä Your Passport Consulate will place Visa in your passport 

 Ä Completed Visa Application See instructions below 

 Ä Consulôs Checklist Download from AT Website 

 Ä 1 Passport Photo Passport Photos (2 x 2 inch or 3.5 by 4.5 cm) 

 Ä 
1 Set of Official Sealed University 

Transcripts 

Stamp/sticker/or registrarôs signature should be 

over the seal of the envelope 

 Ä Your Resume  

 Ä 
Money for Visa Fee             

Check your consulate webpage 
for updated fee  

The money should be in cash or money order. 
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STEP 2 After securing the required documents, send the RED Documents to the     
             Adventure Teaching Office in Korea by FEDEX, UPS (not USPS) or DHL express   
             courier service (3-7 Days) 
 

Adventure Teaching Office Mailing Address: 
Adventure Teaching 

Bundang Obelisk #401,  
Seohyun Dong 245-1,  

Bundang Gu, Seongnam Si (City),  
Gyeonggi Do (Province), Korea (463-824) 

Phone number: 82-10-7163-3723 

 

 

Mailing Checklist 

 Ä Send with express courier service 
Only DHL, UPS, Purolator or FedEx are accepted                                                         
(package should take 3-7 days to arrive in Korea) 

 Ä Send Tracking Number to AT visa@adventureteaching.com  

 Ä AT rep will notify you when 
package arrives 

 

 
STEP 3  After you have secured a position with Adventure Teaching, your school will   
              submit your red documents to Korean Immigration Services (immediately) 
 

STEP 4  Korean Immigration will issue you a VIN (Visa issuance number) which will be   
              sent to you by Adventure Teaching Inc. (10-15 Days). 
              The VIN is a simple number that will be added to your Visa Application Form and will be used to 
    schedule your consulate interview. 

 
Important Note: Sometimes the consulates have significant wait times and only complete 
interviews on specific days.  If your visa timeline is tight, you should call your consulate to clear 
these details before your VIN is released during step 3.  

 

STEP 5  After receiving your VIN immediately call your Korean Consulate to set up your  
  consulate interview (2-14 days) 
 
All teachers who have not had a Korea E2 visa previously, will need to have an in person interview 
with the nearest Korean consulate.  
 
If you have trouble getting through to your consulate by phone, keep trying.  It is often difficult to 
speak to someone especially during busy times.  You can try contacting them by email and   
 fax ōǳǘ ȅƻǳΩƭƭ ƭƛƪŜƭȅ ƘŀǾŜ ǘƻ Ŧƻƭƭƻǿ ǳǇ ǿƛǘƘ ǘƘŜ ǇƘƻƴŜ ƻǊ Ǝƻ ƛƴǘƻ ǘƘŜ ŎƻƴǎǳƭŀǘŜ ƛƴ ǇŜǊǎƻƴΦ 
 

 

mailto:visa@adventureteaching.com
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Scheduling your Consulate Interview 

 Ä Call the nearest Korean Consulate They will ask for your VIN 

 Ä 
See if you are available for a 

webcam interview  

Do not plan on having a webcam interview, as most 
consulates require applicants to appear in person, 

even if it requires a significant amount of travel 

 Ä 
Ask the consulate when you 

expect to have your visa after the 
interview 

Knowing when you will have your visa in hand will  
help AT and your school maintain your timeline 

 Ä Inform AT when you expect to 
have your visa in hand 

 

 
STEP 6  Conduct the Consulate Interview (15 minutes) 

 The consulate interview is very simple and short.  Be sure to dress nicely and be respectful.  The    
 interviewer will likely ask you a few simple questions about why you want to teach in Korea.   

 
STEP 7  The Consulate will put the visa in your passport (0-5 days) 
 
STEP 8  Notify Adventure Teaching that you have your visa in hand 
 
STEP 9  After you arrive in Korea, your school will help you arrange your medical exam  

The medical exam must be completed within 90 days of arrival, but will likely be performed with    
 the first couple of weeks.) 

 
STEP 10 After completing the medical exam, your school will help you file for your Alien   
             Resident Card (ARC) (7-45 days) 
 
DIPLOMA INSTRUCTIONS 
 

Copy of your diploma performed and verified by the Korean Consulate  
 
Each Canadian consulate has slightly different methods for processing the diploma.  Please be 
sure to double check your consulateΩs website to be sure that you have the correct 
documentation.  Find their contact information here: 
http://adventureteaching.com/visaprocess/koreanconsulatescanada.html  
 
You can take/send the original diploma to the nearest Korean consulate and have them perform 
a notarized copy.  The immigration service only accepts copies performed by the Korean 
consulate; no other notary will suffice.   

 
If you are mailing your documents to the consulate, please be sure to include a stamped and self-
addressed return envelope in the package so the consulate can mail your documents back to you.   

 
See mailing instructions for sending documents to the Korean consulate below. 

http://adventureteaching.com/visaprocess/koreanconsulatescanada.html
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If you do not have your diploma in your possession, or your school has not yet issued your 
diploma please contact Adventure Teaching and request information about a άCertificate of 
Graduation.έ 

 

Mailing Documents to Korean Consulate 

 Ä 
Address the envelope with 

consulate address  
ñATTN Notarization Dept.ò 

 

 Ä 
Include fee as listed on the 

consulate website 
Fee should be paid in cash or money order unless 

other payment methods are stated 

 Ä 
Send documents by Xpresspost or 

Priority Courier 
Other mailing methods will not be accepted 

 Ä 
Include a self-addressed and pre-

paid Xpresspost or Priority 
Courier envelope 

The consulate will send your documents back to you 
in the self-addressed pre-paid envelope 

 

CRIMINAL RECORD CHECK INSTRUCTIONS 
 

1. Download the Canadian ά²ǊƛǘǘŜƴ wŜǉǳŜǎǘ ŦƻǊ /w/έ ŦǊƻƳ ǘƘŜ !¢ ǿŜōǎƛǘŜ 

This customizable letter should help guide you and the officer through the process.  Be sure 
to insert your name into the correct spaces on the letter. 

 http://www.adventureteaching.com/visaprocess.html. (Left side of the page under 
Downloads) 

2.  Order a Nationwide Criminal Record Check from your local police station (CRC) 

¢ƘŜ ŎƘŜŎƪǎ ƳƛƎƘǘ ƘŀǾŜ ŘƛŦŦŜǊŜƴǘ ƴŀƳŜǎ ǎǳŎƘ ŀǎΥ ά/ǊƛƳƛƴŀƭ IƛǎǘƻǊȅ wŜǇƻǊǘΣέ ά/ǊƛƳƛƴŀƭ 
ClearaƴŎŜ wŜǇƻǊǘΣέ ά/ǊƛƳƛƴŀƭ .ŀŎƪƎǊƻǳƴŘ /ƘŜŎƪέ 

You can order a local or provincial check.  All Canadian record checks are national checks 
pulled from the CPIC database.  A RCMP check is NOT necessary and can take a long time to 
complete.   

 This process varies from province to province so you will need to follow the procedures as 
your province requires.   

For a list of offices that issue the fingerprint CRC please see the list at the bottom of the 
checklist.   

The CRC can be performed in the province where you are currently located; it does not have 
to be performed in the province where you are a resident.  Please note: It is important to 
make sure that you have the check verified by the Consulate with jurisdiction over the 
province where the check was performed and notarized. 

http://www.adventureteaching.com/visaprocess.html
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 Your police department will ask who the check is for.  Have them send the results of the 
check to you or another convenient address where you can pick up the results easily.  It 
might become necessary to tell them that you are planning to teach English in Korea and that 
the check is a visa requirement.   

Usually if the issuing authority knows that the check is being issued for visa purposes they will 
notarize the check as well.   

3. Ask if the issuing authority can notarize the check for you  

When having the check performed clarify whether they will notarize the check for you. Often 
the issuing authorities have notaries present and can complete the process with little 
confusion for a small fee. 

If the issuing authority is able to complete the notarization, your check is ready to be sent to 
the consulate for verification.  See instructions below. 

NOTARIZATION AND VERIFICATION INSTRUCTIONS 
 
Because Canada and Korea do not have an apostille agreement, Canadians are required to have 
their CRC and Diploma verified by the Korean Consulate.   
 
In order for the CRC to be verified by the Korean consulate, it must first be notarized by a 
notary public. 
 
If the original diploma is presented to the consulate, the diploma does NOT need to be 
notarized.     
 
Note: We recommend completing the verification process for your Criminal record check and 
your diploma at the same time in order to save time and energy. 
 
VERIFICATION PROCESS EXPLAINED: 

 
1. Locate a notary public (if your University or Police station was unable to notarize the 

document) 

Notary publics are easily located in a phone book or through a simple web-search. 

2. Have the notary notarize the document  

For CRC: The notary will either copy the CRC and notarize the copy, or they will 
notarize the CRC directly.  Both methods work, but, YOU MUST SEND THE 
ORIGINAL CRC TO KOREA. 

3.  Take or Send your CRC to the nearest Consulate for Verification 

After the document is notarized, send/bring it to the Korean Consulate to have it 
verified. 
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Important note: Completing the process in person will be much faster than completing 
the process by mail.  
 

 

Mailing Documents to Korean Consulate 

 Ä 
Address the envelope with 

consulate address  
ñATTN Notarization Dept.ò 

 

 Ä 
Include fee as listed on the 

consulate website 
Fee should be paid in cash or money order unless 

other payment methods are stated 

 Ä 
Send documents by Xpresspost or 

Priority Courier 
Other mailing methods will not be accepted 

 Ä 
Include a self-addressed and pre-

paid Xpresspost or Priority 
Courier envelope 

The consulate will send your documents back to you 
in the self-addressed pre-paid envelope 

 
Note: the fees and processes change quite frequently (the fees listed on the AT 
website might not be accurate).  Be sure to check the latest information on the 
ŀǇƻǎǘƛƭƭŜ ƻŦŦƛŎŜΩǎ ǿŜōǎƛǘŜ ƻǊ ƎƛǾŜ ǘƘŜƳ ŀ ŎŀƭƭΦ 
 

VISA APPLICATION FORM INSTRUCTIONS 
 
The Visa Application is turned in with the rest of the blue documents to the Korean consulate 
during the second half of the process.   Some of the questions are bit confusing.  Please use the 
chart listed below for clarification: 

 
Box  # Question Instructions 

Box 8 What is the classification of my passport? 
Leave blank unless you have a diplomat passport 

or other unique type of passport 

Box 11 Who is the issuing authority? This is the country who issued the passport 

Box 16-
18 

What is my occupation? 
List your most recent place of employment (not 

your job in Korea) 

Box 19 Purpose of Entry Teach English for ñyour schoolôs nameò 

Box 21 Desired Length of stay? One Year, teaching contract 

Box 23 Address in South Korea 

Adventure Teaching Inc. 
4511 Corliss Ave. N.  
Seattle, WA 98103 

info@adventureteaching.com 
1-206-257-0613 

www.adventureteaching.com 

Box 27 Who will pay for your stay Your School Name 

Box 32 Guarantor in Korea 
Give your school directorôs name, phone number, 
and school address.  For relationship: ñEmployerò 

 

Contact Information for Vulnerable Sector Screening Check Canada 

Province Website Phone-number 

mailto:info@adventureteaching.com
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Alberta  http://www.child.alberta.ca/home/751.cfm 1 (800) 661-9754 

British Columbia  
http://www.pssg.gov.bc.ca/police_services/force

s/ 

Vancouver : (250) 387-

6121 

Victoria:  (604) 660-2421 

Elsewhere: (800) 663-

7867 

Outside BC: (604) 660-

2421 

Manitoba  http://winnipeg.ca/police/default.stm 1-877-311-4974 

New Brunswick  http://www.fredericton.ca/en/directories.asp (506) 460-2300 

Newfoundland  http://www.rnc.gov.nl.ca/ (709) 729-8000 

Northwest 
Territories  

http://www.gov.nt.ca/ (867) 873-7500 

Nunavut  http://www.gov.nu.ca/english/ 1-888-252-9869 

Nova Scotia http://www.gov.ns.ca/ 1-800-670-4357 

Ontario  http://www.opp.ca/ 
1-888-310-1122 

 

Prince Edward Island  http://www.gov.pe.ca/ 1-800-463-4734 

Quebec http://www.msp.gouv.qc.ca/index_en.asp  

Saskatchewan http://www.police.saskatoon.sk.ca/index.php (306) 975-8300 

Yukon  http://www.gov.yk.ca/ 1-800-661-0408 

 

http://www.child.alberta.ca/home/751.cfm
http://www.pssg.gov.bc.ca/police_services/forces/
http://www.pssg.gov.bc.ca/police_services/forces/
http://winnipeg.ca/police/default.stm
http://www.fredericton.ca/en/directories.asp
http://www.rnc.gov.nl.ca/
http://www.gov.nt.ca/
http://www.gov.nu.ca/english/
http://www.gov.ns.ca/
http://www.opp.ca/
http://www.gov.pe.ca/
http://www.msp.gouv.qc.ca/index_en.asp
http://www.police.saskatoon.sk.ca/index.php
http://www.gov.yk.ca/

