CONSULATE GENERAL OF SAINT LUCIA

PASSPORT APPLICATION INSTRUCTION GUIDE
Please read the instructions carefully before completing the application
All necessary documents must accompany the application form
ALL DOCUMENTS SUBMITTED MUST BE ORIGINAL
The following information is a guide to completing the attached application form for persons who reside in Canada.
Please complete all sections that apply to you. If a section of the application form does not apply to you please enter
“N/A” (not applicable).
1.

Completed application form.

2.

Original Birth Certificate. Please ensure that If Applicant’s Christian(s) is recorded on the Birth Certificate.
Saint Lucia Passport Application Applications-Change in Acceptable Documents (Effective 1st January, 2015)
The Consulate General of Saint Lucia in Toronto wishes to inform all citizens of Saint Lucia residing in Canada
that the Saint Lucia Immigration Department has advised effective 1st January, 2015, passport applications will
be processed with the birth certificate ONLY, which includes applicant’s first name, along with other relevant
documents. Applicants will no longer be allowed to present the baptismal certificate along with the birth
certificate, which does not include the applicant’s first name. This means that all passport applications
must be submitted with a birth certificate with the applicant’s first name on it. For more information please
visit the Rectification Guidelines section of our website.

3.

Where any submitted official document is in a foreign language (i.e. not in English), an English translation of that
document by a recognized translator along with the original document must be submitted.

4.

Cover page: New Application- select if your current expired passport is a “green, non- machine readable” passport;
Renewal-select if your current expired is a “blue machine readable” passport; Replacement -select if your passport
is lost or damaged.
Passport Recall Effective 31st January, 2015, persons holding “green, non-machine readable” passports will no
longer be valid even if they have not expired. All persons holding “green, non-machine readable” passports must
apply for new “blue machine readable” passports.

5.

For Section 1 - Maiden Name (married woman only - the applicant’s last name before marriage. Has Name Been
Changed? - If you have had a previous name which has been changed, please include your name previous name.
Profession/Occupation- Please insert your present occupation. If unemployed, please insert unemployed, if a
student, please insert student. Address area: Local Address (address in Saint Lucia), Foreign Address (address in
Canada, please include city and postal code). Applicant’s height must be in meters not feet and inches.

6.

Section 2- Citizenship-If the passport applicant is a citizen of Saint Lucia by birth, insert “Birth”. If the passport
applicant is a citizen by Registration or Naturalization, please enter the applicant’s certificate number (see
Citizenship Certificate document), if there is no Certificate Number, please indicate Date on Citizenship document.
Persons who are citizens of Saint Lucia by Registration or Naturalization must provide their original Saint Lucia
Citizenship Certificate document. They must also provide their Birth Certificate. Photocopies are not accepted.
Reissue of Citizenship Certificates can be requested from the Ministry of Home Affairs. For more Information,
please visit the “Re-issuing of Citizenship Certificate” under the “Forms” section of our website.
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7.

Section 3 must be completed if the applicant is a Married woman. Married women must provide their original
marriage certificate. Photocopies are not accepted.

8.

Section 4 must only be completed if the passport applicant was registered as a Citizen in an abroad state. This
means that the applicant was not born in Saint Lucia and applicant did not apply for Citizenship in Saint Lucia.

9.

Sections 5 - For passport applicants residing in Canada and processing the passport application through the
Consulate in Toronto, this section must be used for your Next of Kin. Next of Kin is a spouse/friend or relative
we can contact if we are unable to reach the passport applicant. The Next of Kin must reside in Canada. Please
provide their full address including the city and postal code. A contact number must also be provided.

10. If there is a change in the applicant’s name, please provide the original Change of Name or Deed of Poll
document. This document must be submitted every time a passport application is submitted.
11. Widowed women please provide the original death certificate. Photocopies are not accepted.
12. Divorced women please provide the original marriage certificate (not their marriage licence) and the original
divorce decree. Photocopies are not accepted.
13. Three (3) recent identical passport photographs
a. Photograph size is size of the 2” length by 1-1/2” width.
b. Photographs must be less than three (3) months old.
c. Photographs must bear the date that they were taken.
d. At least one photograph must be signed by the recommender in Section 7 of the application form.
e. Automated photographs (from a booth) are NOT acceptable.
f. Photographs must be taken with the full face and ears clearly visible. Hair must NOT cover ears and hats are
not allowed.
g. Photographs with tank tops, vests, halter tops, camouflage tops, etc. will not be accepted.
h. Only Prescription (and non-tinted) eye glasses will be accepted.

14. All Saint Lucian applicants over the age of sixteen (16) years old require a National Insurance Number. Applicants
who already have a National Insurance Corporation card must bring in the card when submitting an application
form so a copy can be attached to the application. Applicants can also provide their Saint Lucia Identification
Card or their Saint Lucia Driver’s Licence (with National Insurance Number /Social Security number on the card).
If the applicant does not have their NIC Card/Saint Lucia ID Card or Saint Lucia Driver’s Licence then they must
complete the NIC application form, available under the forms section of our website. This completed form must be
presented with the passport application so that the Consulate can request Proof of NIC for the passport applicant.
**Once proof of NIC is provide by the NIC Department then the passport application can be forwarded to the Saint
Lucia Immigration Department. First Time Applicants for NIC: Applicants who have never had a NIC number must
complete the form and submit it with their passport application. The same process applies.**
15. The passport application fee is payable by money order only. NO PERSONAL CHEQUES. The money order
must be made payable to “Consulate General of Saint Lucia” and the applicant’s name must be printed on the
front of the money order. Regular Fee CAD$180.00 Replacement Fee (if passport is lost/stolen or damaged, or
if the passport is a machine readable passport with more than six months before the expiry date) CAD$210.00.
Please note that at present there is no expedited service for applicants applying for passports through the
Consulate. The normal passport application processing time is six (6) to 8 (eight) weeks. This time cannot be
guaranteed.
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16. Applicants outside the Greater Toronto Area or applicants who want their passport mailed (within Canada ONLY)
once received by the Consulate must provide a Canada Post self addressed, prepaid, Express Post registered
envelope with the passport application. Once the new passport and documents are received they will be sent to
you in the envelope provided.
17. Signature of applicant must be provided in Section 6 and Section 10 (if applicant is sixteen years old and over). If
passport applicant is under 16 years old, the parent/legal guardian must sign section 6. If minor is unable to print
their name, Section 10 must be left blank. If the minor is able to print his/her name, then they can sign in section
10. If parent signs Section 6, then Section 9 can be left blank.
18. If the passport applicant is over 16 years old but less than 18 years old, Section 9 must be completed by the
parent or legal guardian.
19. Please note that all passport application require a recommender every time a passport application is submitted.
The Recommender must complete Section 7 and stamp. Acceptable persons to use as recommenders are
doctors, lawyers, ministers of religion and justices of the peace.
20. If the applicant’s passport is lost, please file a police report. The police report must be faxed directly to the
Consulate. If the police report is not in English then an English translation must be provided by a recognized
translator. A replacement passport application can only be processed if accompanied by a police report and
a Statement of Witness Form. The Statement of Witness form must also be signed and stamped by the
Recommender. Section 8 of the passport application form must be must be completed if the applicant’s passport is
lost. All persons who have lost their passport must have an interview once the completed passport application has
been submitted and reviewed by the Consulate. If you live outside the Greater Toronto Area, the interview will be
conducted by telephone.
21. If applicant’s passport is damaged, please complete a Statement of Witness form. This form must also be signed
and stamped by the Recommender. Acceptable persons to use as recommenders are doctors, lawyers, ministers
of religion and justices of the peace. Please note that you cannot use a relative as a recommender.
22. No whiteout must be used on the form as this invalidates the form.
23. If the applicant is unable to pick up their passport(s) and documents once the documents have been returned to
tot the Consulate their either have someone pick up on their behalf. They must provide a letter of authorization
and the person appointed to pick up their documents must provide photo identification. The other option is that
the applicant can request that their passports and documents be mailed to them. The applicant must purchase a
Canada Post Expresspost standard size envelope. Please ensure that the complete postal address must be filled
in (in the receiver area). This envelope must be mailed to the Consulate. Once the passport(s) and documents
are received by the Consulate, they will be mailed to the applicant in the Canada Post Expresspost standard size
envelope provided.

Please note that the Consulate recommends that applicants residing in Canada process their
passport applications through the Consulate General of Saint Lucia in Toronto.
If applicants choose to process privately (directly through the Saint Lucia Immigration Department),
once the new passport is issued, their passport and documents will be sent to the Consulate
General of Saint Lucia in Toronto. Passport and documents will not be sent directly to the applicant
or handed over to any person designated by them to pick up their passport and documents.
This has been implemented to protect the security of all applicants’ passports and documents. The
passport and documents will be sent to the Consulate General of Saint Lucia in Toronto and the
applicant will be responsible for any courier charges incurred.
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PRINT FORM

START OVER

❑
❑

TESTING

Any applicant who surrenders with this application a previous
Saint Lucia passport, which was issued in Saint Lucia, WILL NOT
NORMALLY be required to produce any other documents unless;

TESE

TESTING

TESE

BIRTH

SECTION 10

