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Skills Training Grants (STG) User Guide 
 

Applying for Community Workforce Response Grant (CWRG) 
Last Updated: March 27, 2025 

 
1. Log into the Skills Training Grants page with your business BCeID. 
2. Confirm your “NAICS Code” has been saved. You will not be able to submit an application if the NAICS Code has 

not been saved. Please see “NAICS Code” User Guide if you have not set it up in the Organization Profile yet. 
3. Click “Start New Community Workforce Response Grant Application”. 

 
 
 
 
 
 

 

 

 

 

4. Click the radial button to select “Community Workforce Response Grant”. Click “Show Description” for more 
information about the grant. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

https://communityworkforceresponsegrants.gov.bc.ca/
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5. You will see eligibility requirements. Please select your Yes or No answers. If selecting Yes for the Secondary 
Contact Person, please note: There is no BCeID associated with this contact, therefore the Secondary Contact 
Person cannot take ownership of the application. Click “Continue”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
6. Click “Edit” beside “Project Description.” 
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7. Go through the form, filling out all fields as necessary. Once you’re finished, click “Done.” 
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8. Click “Edit” beside “Required Documents” 
 
 
 
 
 
 
 
 
 
 

 

9. Click “Add Attachment.” Click “Choose File” to choose a document from your computer. Enter a description 
for the document in the box below, then click “OK.” 

Please note: Applicants must upload the completed Project Description Form and Employer Support Form(s) 
using the forms located in the Resource and Reference Documents section of the CWRG website.  

Please note: All Required Documents must be uploaded (unless Employment Support Services are not 
requested) to move to the next step. Optional documents are not required at the time of submission but will 
be required prior to an application being approved.  

 
 

 

If you are not requesting 
Employment Support Services 

(ESS) check this box.  
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10. When a document is uploaded a checkmark will appear beside the attachment.  
 
 
 
 
 
 
 
 
 
 
 

11. Once you have uploaded all documents, click “Done.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You can upload multiple 
attachments for each document.  

The “Remove” button allows you 
to remove the attachment you 

have already uploaded.  
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12. Click “Add New” beside “Skills Training.”  

 

 

 

 

 
 

 

13. Go through the form, filling out all fields as necessary. Once you’re finished, click “Done.” 
 



Page 7 of 17  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
If the training takes place outside of BC, 
you’ll need to provide an explanation. 
Online training counts as being in BC. 

A course outline will need to be uploaded (BC Public 
Post-Secondary Institutions are exempt).
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14. If your program has more than one skills training course, click “Add New” again and fill out the Add Skills 
Training form with the course details. If your program only has one training course, skip this step. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

15. Click “Add Provider” next to “Employment Support Services.” If your program isn’t offering employment support 
services, skip this step and go to Step 20.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

16. Go through the form, filling out all fields as necessary. Once you’re finished, click “Done.”



Page 9 of 17  

 

17. If you have more than one employment support service provider, click “Add Provider” again. Otherwise, click 
“Edit” next to “Employment Support Services.” 
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18. Tick the checkboxes for any employment support services you’re offering.  
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19. Enter the total cost for the employment support services, then click “Done.”  
 

20. Click “Edit” next to “Participant Financial Supports.” If your program isn’t offering financial supports, skip this 
step and go to Step 23.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
21. Tick the checkboxes for any financial supports you’re offering.   
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22. Enter the total cost for the financial supports based on the number of participants in your project, then click 
“Done.”  
 
Please note: The Average Maximum per Participant is based on Skills Training Duration. For examples, if your 
project has 10 participants and skills training duration is 12 weeks, you can request maximin of $18, 000 in total 
PFS cost.  

 

 

 

 

 

 

 

 
 

23. Click “Edit” next to “Training Costs.” 
 

 

24. Review the cost estimates. Click “Edit” to make changes to any categories. 
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25. Enter your changes to the expense category, then click “Save Expense.” 
 

26. Click “Done” once you’re done reviewing your expenses. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
If you’re claiming a program 
administration fee, enter it 

here by clicking “Edit.” 
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27. As an Option, you can get started with participant reporting by selecting “Edit” beside Participant Information. If 
you do not want to start participant reporting, you can choose to skip to step 29.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

28. Click “Show participant Invitation” to open a copy of the email or a copy of the link. Choose the options by 
clicking “Copy Email” or “Copy Link Only” to send to participants. Once copied, click “Return” to the Grant 
Application and Review and Submit. *NOTE: There is a max amount of participant invites. The max is set to the 
number of participants in the Program Description. 
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29. The page will refresh, all required sections will show “Complete”. Your application will also show “Not Submitted”.  
 
 
 
 
 
 
 
 
 
 

30. To Submit the application, click “Review and Submit.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

31. Go through each page of the form and review your details. Click the “Edit […]” buttons to make any changes, 
then click “Continue” to go to the next page. 
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32. Once you’ve reached Step 6, tick the “By checking this box I make this declaration” checkbox, then click “Submit 
Application.” 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

33. Your application is now submitted. You will see the application in a “Complete” status on your home page. The 
program area will review it and send you an email with your next steps. 
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