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Hello, and a Warm Welcome to Arbutus College!

Our campus is a dynamic hub for cultural exchange and academic exploration in vibrant downtown
Vancouver. Nestled in the traditional territory of the Coast Salish peoples, we pay tribute to the land’s
rich history while fostering an inclusive, respectful, and supportive community where every student feels
valued and empowered.

At Arbutus College, learning is not confined to the classroom. Our dedicated instructors strive to create
interactive, engaging lessons, encouraging you to think critically and collaborate with your peers. Beyond
coursework, you’ll have countless opportunities to participate in campus events and social activities that
build meaningful connections within our diverse community. We take pride in nurturing both your
academic achievements and your well-being, providing resources and support every step of the way.

As you embark on this exciting journey, the nearby bustling streets of downtown Vancouver serve as an
extension of our campus experience. You’'ll discover a vibrant metropolis with cultural festivals,
international cuisine, and breathtaking coastal views. Exploring local attractions deepens your
understanding of Canadian traditions and heritage and enriches your educational experience, sparking
new insights and lasting memories.

We’re thrilled you'll join us at Arbutus College. You’ll pursue academic excellence, expand your cultural
horizons, and forge lifelong friendships here. Our entire team is committed to celebrating and supporting
your growth, and we look forward to withessing each success along the way.

Best wishes,

Dr. Alfredo Vazquez

College Director
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Immersing Yourself in Canadian Culture

Welcome to Vancouver! As you immerse yourself in the vibrant life of this city, fully engaging in Canadian
culture will enrich your experience. Canada is known for its diversity, kindness, and respect for others.
As you explore the dynamic streets of Vancouver, take a moment to acknowledge and respect Indigenous
cultures, whose traditions and contributions are integral to Canada’s past, present, and future.

TERRY FOX

FOUNDATION

Terry Fox: A Symbol of Canadian Values

Canada is built on values of selflessness and sacrifice, epitomized by national hero Terry Fox. In 1980,
after losing a leg to cancer, Terry embarked on his Marathon of Hope, running a marathon a day to raise
money for cancer research. Though his journey was cut short by illness, Terry’s legacy continues through
the annual Terry Fox Run, inspiring resilience and hope worldwide. His story reminds us of giving back and
contributing to something greater than ourselves.

Canadian Social Etiquette

In Canada, kindness and respect are central to daily life. Small gestures like saying "please" and "thank
you," holding doors open, being punctual, respecting personal space, and frequently offering apologies
are all part of showing consideration for others. Tipping is customary in restaurants and reflects
appreciation for good service. Participating in community activities and respecting diverse perspectives
will help you feel more connected and at home.

Embracing Diversity in Education and Community

Canada’s classrooms are built on collaboration and active participation. Discussions, group activities,
and community events can help you expand your perspectives and build meaningful connections. For
instance, many students find joining cultural festivals like Vancouver’s Celebration of Light or the Powell
Street Festival fun and a great way to meet people and understand Canadian values of inclusion and
celebration of diversity.
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Your Student Advisor Is Here To Help You

At Arbutus College, your Student Advisor is a crucial support, particularly for you as an international
student. They offer guidance in choosing your courses and creating a study plan that aligns with your
educational goals. If you encounter any academic difficulties, your Advisor is well-equipped to help you
resolve them.

Their expertise is especially beneficial in understanding the challenges unique to international students,
such as adapting to a new educational environment and Canadian culture. They'll also guide you in
maintaining your study permit, which is essential for legally studying in Canada. For complex legal or visa-
related issues, it’s advisable to consult with specialized immigration advisors.

Additionally, your Advisor can introduce you to various resources available at the college, including
academic tutoring, mental health support, and career planning services. They are a key resource in
ensuring your experience at Arbutus College is academically successful and enriching. Don't hesitate to
contact them for any help or guidance.

To access student support, you canvisit the Student Advisor in person at Room 221, conveniently located
next to the Director's Office, or email them at studentadvisor@arbutuscollege.com.
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Protect Your Health: Enroll in BC Medical Services Plan Now

BRITISH
COLUMBIA

All international students with study permits must enroll in the Medical Services Plan (MSP) upon
arrival. MSP is a government-funded healthcare program that provides comprehensive health coverage
for British Columbia residents.

Category Details

Cost A monthly health fee of $75 is charged to all international students enrolled in British

Columbia's Medical Services Plan (MSP) with a study permit valid for six months or longer.

Waiting Before MSP coverage begins, there is typically a three-month waiting period. During this time,
Period it's advisable to have private health insurance.
Services MSP provides coverage for medically necessary services, including routine and preventive

screenings, visits to physicians and specialists, diagnostic services, and, in some cases, dental

or oral surgery performed in a hospital.

Mental MSP covers medically necessary services, including mental health services provided by
Health physicians. Access to specialists, such as psychiatrists, typically requires a referral from a
Support general practitioner. It's important to consult a healthcare provider to understand the specific

mental health services available under MSP.

Family Dependents, such as spouses and children, can be included in your MSP coverage if they

Coverage reside in B.C. and meet eligibility criteria.

To apply, scan the QR Code.
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When to Visit the Emergency Room

Always go to the ER if you have been in a major accident or for potentially life-threatening symptoms
like:

e Trouble breathing or catching your breath

e Severe abdominal or chest pain/pressure

e Weakness or tingling on one side of your body
e Loss of consciousness

e Heavybleeding

There may be better options for those with non-emergency health questions and concerns than
visiting an ER. Consider an Urgent and Primary Care Centre (UPCC) for urgent, same-day care.

Urgent and Primary
Care Centres

Timely care for urgent, non-life-threatening
illnesses and injuries.

UPCCs are available to provide same-day, non-emergency care for conditions like sprains, cuts, or burns.
These centers offer a quicker alternative to visiting an emergency department, making them a convenient
option when you need prompt attention for minor injuries. Scan the QR Code to find a UPCC

Find an Urgent and Primary Care Centre Near You

Urgent and Primary Care Centres are available in many communities throughout British Columbia. Search by city, town, health authority region,
or clinic name to find an Urgent and Primary Care Centre near you.

You can also search our list of all health services available throughout B.C. which includes services related to primary care, emergency care,
mental health and substance use, home care, public health units, pharmacies, labs and more.

City  Search by city or town

It’s important to note that some UPCCs may require you to call ahead to confirm their hours of operation
and availability. Additionally, not all UPCCs are equipped with imaging services, Electrocardiograms
(ECG), or Intravenous (IV) therapy, so it’s a good idea to check what services are offered before you visit.

If you are UNSURE if a health concern is an emergency, call HealthLink BC at 8-1-1 for advice.

e Speak with a nurse any time of the day or night
e Speak with a pharmacist from 05:00 PM to 09:00 AM every night of the week.

HealthLink BC is available in 130 languages. To speak with an interpreter, say your language in English
and wait until an interpreter comes on the phone.
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Everyone Deserves Support Through Crisis

As you begin your journey at Arbutus College, taking good care of yourself is essential. Many factors, big
and small, influence your mental well-being and can affect how you feel each day. Significant changes—
like starting college, moving to a new country, or dealing with personal challenges—can greatly impact
your mental health.
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It's important to prioritize your mental and physical health to maintain overall well-being. If you’re
finding it tough to manage, remember that you’re not alone—help is available.

1. Immediate Emergencies:
e In any medical emergency, always call 9-1-1 immediately. This humber connects you to
emergency services, including ambulances, fire, and police.

2. Suicidal Thoughts or Behaviors:
e Forimmediate support, the National Suicide Crisis Helpline is available 24/7. You can call or text
9-8-8 to connect with trained professionals who can assist. Some services may have waiting
times, but crisis lines offerimmediate help.

3. Mental Health Support for Students: .
e Here2Talk offers confidential, free counselling and referral services by app, E.‘- E
phone or online chat for all registered post-secondary students. Here2Talk is
available 24 hours a day, seven days a week. You can speak to a Here2Talk
counsellor toll-free by phone at 1-877-857-3397 or 1-604-642-5212. E

4. BC Mental Health Support Line:
e Fornon-urgent emotional support, information, and resources specific to mental health, you can
call 310-6789 (no area code needed). This service is available 24/7 throughout British Columbia.

5. Crisis Centre BC:
e It provides immediate access to barrier-free, nonjudgmental support via
phone lines and online services. For more information, scan the QR Code to
visit its website.

It's important to prioritize your mental and physical health. If you find coping
challenging, remember that support is available through these resources.

We value your well-being and encourage you to use these resources whenever you need support.
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Where You Can Smoke Around Arbutus College

As you settle in, it's important to know that smoking habits and laws here may differ from what you’re
used to. In Vancouver, the City Health By-Law No. 9535 strictly prohibits smoking within six metres
measured on the ground from a point directly below any point of any opening into any building, including
any door or window that opens or any air intake. This law is in place to protect everyone’s health and

safety, and violating it could lead to fines and penalties.

) NO SMOKING OR VAPING
WITHIN 6 METRES OF DOORS,
WINDOWS, AND AIR INTAKES

For your convenience, smoking is allowed under the Big & Tall Men’s Wearhouse awning on Richards
Street, provided you remain at least 6 metres away from their doors. Please adhere to these regulations
as you settle into your new environment.

SMOKING IS PERMITTED IN THIS AREA.

e

We appreciate your cooperation and hope you enjoy your time in Vancouver!
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Emergency Preparedness

What to do in a Medical Emergency

e The First Aid Kits are available in the Staff Room and at the Reception.

e |fasevereinjury or other medical emergency occurs, immediately call 911.
e Stay physically with the patient when calling 911

e Stay with the victim until helo arrives.

e Keep the victim warm. Ié
What to do in a Fire Emergency 6 - a
e |eave the building immediately. Do not collect belongings.
e Follow yourinstructor's instructions.
e Prioritize your safety.
e Checkdoors for heat.
e Crawlif there's smoke.
e Exitcalmly and orderly.
e Move away from the building.
e Meet at the Evacuation Assembly Point (E.A.P.) between Steamworks and Waterfront Station.

e Stay with your instructor.
e Do notreturnuntilinstructed

What to do in an Earthquake

e Ifyou’reinside, stayindoors!
e Do notrun outside or to other rooms during shaking. Immediately:
DROP! COVER! HOLD ON!

T <>

| S [s

e Expect aftershocks.
e Avoid windows and hazards.

e Stay calm when the shaking stops. Move cautiously to safety.
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Arbutus College Emergency Evacuation Routes

First Floor

Fire Exit to Richards Street

Be prepared for Emergencies:

Familiarize yourself with the building.
Know your escape routes

Locate emergency exits and the Evacuation Assembly Point.

Study emergency posters.
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Academic Policy
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1. Student Statement of Rights

2. Code of Conduct Policy

3. Respectful and Fair Treatment of Students Policy

4. Sexual Misconduct Policy

5. Privacy Policy

6. Academic Integrity Policy

7. Student’s Good Standing

8. Attendance Policy

9. Breakfrom Studies Policy

10. Withdrawal Policy

11. Dismissal Policy

12. Tuition Refund Policy

13. Tuition Fees — Late Payment Policy

14. Grades Appeal Policy

15. Appeals Policy

16. The Appeals Committee
17. Dispute Resolution Policy

18. Work Experience/Field Placement Policy
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Student Statement of Rights

At Arbutus College, we are committed to ensuring that all our students know their rights and
responsibilities when enrolling in our programs. As a certified private training institution under the Private
Training Institutions Regulatory Unit (PTIRU") within the System Integrity Branch of the Ministry of Post-
Secondary Education and Future Skill, we strive to provide quality education and training while complying
with all applicable regulations and standards.

To help students better understand their rights and responsibilities, we have developed the following
Student Statement of Rights:

FAIR AND RESPECTFUL TREATMENT
You have the right to be treated fairly and respectfully by Arbutus College, regardless of nationality, race,
religion, gender, or other personal characteristics.

CLEAR AND ACCURATE INFORMATION
You have the right to a clear and accurate student enrolment contract that includes the following
information:

e Amount of tuition and any additional fee for your program
e Refund policy
e Ifyourprogram includes work experience, the requirements to participate in the work experience,
and the geographic area where it will be provided
o  Whether PTIRU approved the program or did not require approval
Make sure you read the contract before signing it. The institution must provide you with a signed copy.

AcCCESs TO DISPUTE RESOLUTION PROCESS
You have the right to access the institution’s dispute resolution process and to be protected against
retaliation for making a complaint.

ELIGIBILITY FOR TUITION REFUND
You have the right to make a claim to PTIRU for a tuition refund if:

e Yourinstitution ceased to hold a certificate before you completed an approved program

e You were misled about a significant aspect of your approved program

e You mustfile the claim within one year of completing, being dismissed, or withdrawing from your

program.

PTIRU’s ROLE IN REGULATING PRIVATE INSTITUTIONS
In British Columbia, the PTIRU is responsible for overseeing private institutions. They assess and approve
programs to ensure they meet government standards and that students receive transparent and precise
information about the program, tuition fees, and refund policies. If you have any questions or concerns
about your rights as a student, you can access additional information by visiting the PTIRU website at:

We want all our students to feel comfortable and confident when enrolling in our programs.
Understanding your rights and responsibilities enables you to make informed decisions about your
education and training at Arbutus College. If you have any questions or concerns about your rights or our
policies, please do not hesitate to contact us.

! Formerly known as the Private Training Institutions Branch (PTIB)
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Code of Conduct Policy

All members of Arbutus College, Faculty, staff and student bodies are expected to conduct themselves
in a manner that demonstrates respect for the rights and well-being of others, and in alighment with the
mission statement of the College. The College has the right to address behavior thatimpedes, obstructs,
or disrupts the academic, student life and operations of the College.

All members of the College are expected to:

e Treat all students, Faculty, and staff with respect.

e Refrain from any disruptive or offensive behaviour.

e Treat College property with respect.

e Refrain from making inappropriate remarks concerning another student, Faculty or staff’s
ethnicity, race, religion, or sexual orientation.

All members of the College are prohibited from engaging in conduct leading to or resulting in any of the
following:

e Interference or disruption of the regular operations and activities of the College.

o Damage to the College’s property or injury to a student, Faculty, or staff member.

e Unauthorized access to or occupation of classrooms, boardroom, computer lab, Faculty and
administrative offices, and recreational facilities.

e Unauthorized access to or use of personal property, including files and records.

e Damage to the brand/or good name of a student, Faculty, or staff member of the College as well
as the brand and good name of the College.

Allmembers of Arbutus College must not, within the College’s premises

e Possess, consume or sell alcoholic beverages unless authorized by College officials
e Anyone under the age of 19 cannot possess, consume, or sell alcoholic beverages.
e Possess and/or consume illegal drugs or narcotics.

e Beundertheinfluence of alcohol or drugs.

e Possess and/or use firearms, hazardous substances, or any weapons.

e Engageinillegal activities of any kind.

PROCEDURE:

1.

All concerns relating to misconduct by any member of the College, shall be directed to the College
Director. Concerns may be brought by staff, students, Faculty, or the public.

The College Director will arrange to meet with the person(s) involved to discuss the concern(s) within
five school days of receiving the complaint. If the alleged conduct is of such a serious nature that an
immediate dismissal may be warranted, the College Director will meet with the person in question as
soon as practicable

Following the meeting with the person in question, the College Director will conduct whatever further
enquiry or investigation is necessary to determine whether the concerns are substantiated.

Any necessary inquiries or investigations shall be completed within five school days of the initial
meeting with the student.

The College Director will meet with the person in question and do one of the following:

a. Determine that the concern(s) were NOT substantiated.

b. Determine thatthe concern(s) were substantiated, in whole or in part, and either:
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i. Give the person in question, a warning setting out the consequences of further misconduct.
ii. Set a probationary period with appropriate conditions.
iii. Or recommend that the person in question be dismissed from the College.

6. The College Director will prepare a written summary of the determination. A copy shall be given to the
person in question and a copy will also be placed in the College’s appropriate files.

7. If the person in question is issued a warning or placed on probation, the College Director and the
person involved shall both sign the written warning or probationary conditions and receive a copy.
The original document is placed in the appropriate College file.

8. If the recommendation is to dismiss the person in question, the College Director of the College will
meet with the person involved to dismiss him/her from the College.

Respectful and Fair Treatment of Students Policy

Arbutus College (AC) commits to treating its students, faculty, and staff respectfully and fairly during their
stay.

AC is committed to ensuring that all students, faculty, and staff have an enjoyable and rewarding time
working or studying. Therefore, Arbutus College policies will be applied consistently to all members
regardless of nationality, religion, gender, sexual orientation, or race.

AC is committed to ensuring that its learning environment promotes the respectful and fair treatment of
all students. AC considers harassment?, bullying® and discrimination® serious violations of an individual’s
fundamentalrights.

STUDENT RIGHTS

e Students have the right to pursue their education in a safe, secure, and conducive to learning.
Students have the right to be free from harassment, sexual harassment, violence, bullying or
discrimination, indignity, injury, or violence.

e Students will be evaluated fairly and unbiasedly. All evaluation criteria will be clearly articulated
to students in a course outline at the beginning of the course.

e Students have the right to free inquiry, expression, belief, political association, and assembly if
AC policies and procedures are not violated in doing so.

e Students have the right to due process and procedural fairness in any AC policy or procedure
investigation.

e Students have the right to protect their privacy, consistent with AC policies, the Personal
Information Protection Act (BC), and the Privacy Act.

e Students have the right to be informed of the content and requirements of their courses and
programs.

2 Harassment includes sexual harassment, and unwelcome comments or actions which may concern a
person’s race, colour, ancestry, place of origin, political beliefs, religion, marital status, family status, gender,
physical or mental disability, age, or sexual orientation.

3 Bullying includes intentional intimidation to force compliance or assert dominance and cyberbullying.

4 Discrimination includes decisions/actions based on factors irrelevant to the matter at hand. These factors
may include a person’s race, colour, ancestry, place of origin, political beliefs, religion, marital status, family
status, gender, physical or mental disability, age, or sexual orientation.
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e Students have the right to access AC buildings and facilities.

e AC recognizes that from time to time, students may be taken care of personal matters that may
interfere with their program of studies; AC will make reasonable attempts to be flexible in these
situations while maintaining the integrity of its courses and programs.

Updated on December 24, 2024

Sexual Misconduct Policy

Arbutus College has a strict zero-tolerance policy towards sexual misconduct, as we recognize its severe
impacton individuals. We are dedicated to preventing and addressing such incidents properly, educating
our students, staff, and faculty on the subject to prevent it from happening. Additionally, we offer support
and referrals to appropriate agencies.

Sexual misconduct is a broad term that includes non-consensual sexual behaviours, such as coercion,
sexual harassment, sexual violence, indecent exposure, sexual assault, sexual exploitation, sexual
harassment, sexual violence, stalking, and voyeurism. In addition, any non-consensual sexual activity is
considered sexual assault and is never acceptable.

With the increasing use of electronic communication, such as text messages, emails, or social media,
cyber sexual harassment and sexual violence have become more prevalent, causing harm to victims’
mental health and well-being. Our responsibility is to create a safe and supportive environmentfor people
to speak up about sexual misconduct and receive the necessary support to heal and recover.

Our Policy on Sexual Misconduct applies to all students, regardless of gender identity, gender expression,
or sexual orientation, and covers sexual misconduct on campus, at campus-sponsored events, and in
online environments, including all digital and electronic forms or social media.

CONFIDENTIALITY AND PRIVACY

Arbutus College takes the privacy and confidentiality of individuals who file complaints of sexual assault
or harassment seriously. Without written consent, all formal or informal complaints will be confidential
and not shared with anyone outside the investigation process. Relevantinformation will only be disclosed
to key personnel if necessary for safety, with the complainant’s knowledge and objection rights.
Complainants can take legal action or involve the police; we will support them. Routines will only be
altered if necessary to safeguard privacy. We will maintain confidentiality unless specific situations arise
where disclosure is required to protect the safety, comply with legal requirements, or ensure procedural
fairness in an investigation. The College will ensure any disclosure is done responsibly and sensitively
while respecting the privacy and confidentiality of all parties involved.

PROCEDURE
Our procedures provide clear steps for students who experience sexual misconduct while attending
Arbutus College.

The initial step is for the student to ascertain whether the sexual contact was consensual. Consensual
means that both parties willingly agreed to and were comfortable with the activity. If not, it may be
categorized as sexual misconduct.

The next step is for the student to decide whether to make a Complaint or a Report. If the student chooses
to make a Complaint, they will inform someone at the school about the incident, such as a staff member,
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student, or faculty member. They do not have to file a formal report or prove anything to get help or
accommodations. A Complaint won’t start an investigation or any action by the school, but it will allow
the school to support the student.

If the student chooses to make a Report, they will provide a formal notification of the incidentto someone
at the institution and request action. This action will trigger an investigation by the school, which is
responsible for investigating to the extent required to facilitate the school community’s safety and assess
the need for disciplinary action. The school will appoint an Investigation Manager to conduct the
investigation. The Investigation Manager will allow the parties involved to provide relevant information,
and they may interview witnesses at their discretion. If additional allegations are made during the
investigation, the Investigation Manager will determine whether they should be included in the mandate
for the investigation.

After the investigation, the Investigation Manager will examine whether the Sexual Misconduct Policy was
infringed upon in each instance. The judgment will be based on a balance of probabilities, which means
that the school will decide if it is more likely than not that a policy violation occurred. This standard
requires a greater than 50% likelihood that the accused is responsible for the alleged misconduct. In
other words, if the school finds that the accused is 51% responsible, they will determine that a policy
violation has taken place.

The procedure also includes options for resolution, including alternative dispute resolution. These
options may be explored before, during, or after an investigation. Participation in the resolution process
is entirely voluntary. However, if the matter is resolved, the College Director will take appropriate steps
to end the investigation and document the resolution for the file.

These procedures are designed to provide a clear and supportive process for students who experience
sexual misconduct while attending Arbutus College. We take sexual misconduct seriously and will
investigate all reports thoroughly to ensure the safety and well-being of our students.

Privacy Policy

Arbutus College collects students’ personal information for the following reasons:

e To maintain student records as required by the Private Training Institutions Regulatory Unit
(PTIRU).

e To maintain student records as required by Immigration and Citizenship Canada (IRCC).

e To maintain student records as required by StudentAid BC (SABC).

e To maintain student records as required by the Saudi Arabian Cultural Bureau (SACB).

e To keep students/graduates informed of activities of the school.

e Toissue T2202As in accordance with Canada Revenue Agency (CRA).

e Tohelp students on Co-op be placed through a placement agency.

Students’ personal information is not used for any other purpose.

Arbutus College retains the full student file for a period of seven (7) years following the student’s
withdrawal, dismissal, or graduation. After seven years, the full student record is destroyed using a
secure destruction method
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Arbutus College uploads a copy of the students’ contract, transcripts, and credential (if any) to an
approved third-party vendor. These records are retained for a period of fifty-five (55) years by the third-
party vendor.

PROCEDURE FOR MAINTAINING STUDENT FILES

1.

Student personalinformation is collected throughout the student’s attendance at the institution.
All required information regarding the student is placed in the student file.

Student files containing personal information are safely stored in locking file cabinets and access
to the studentfiles is limited to the appropriate administrative staff, the College Director, and the
College Director.

When a student leaves the school either by withdrawal, dismissal, or graduation a transcript is
prepared showing the marks achieved in the courses completed. If the student has completed
all courses within the program of study, a program credential is also prepared. These documents
are signed by the College Director and College Director as necessary, and copies of the signed
documents are placed in the student file.

Within 30 days of the student leaving school, copies of the Enrolment Contract, Transcript and
Diploma for full career training programs are sent to the third-party vendor for long term storage.
After documents are sentfor long-term storage, the full studentfile is placed in “inactive” student
storage for one year

At the end of one year, the student file is placed in “closed” storage for a further six years.

At the end of the seven-year period, the full student file may be destroyed using a secure
destruction method.

PROCEDURE FOR STUDENT ACCESS TO THE INFORMATION ON FILE

Students wishing to access the information in the student file must make the request to their
Records Officer who in turn will request authorization by the College Director and/or the College
Director and will provide copies of any document the student requests.

PROCEDURE FOR AUTHORIZING RELEASE OF INFORMATION

1.

If a student wishes to authorize a third party to access information in his/her student file, he/she
must do so in writing.

The schoolwill not release information to any person other than people authorized by the student
to accessinformation unless required to do so by legislation, a subpoena, court order or if release
of information is necessary as part of an ongoing police investigation.

Academic Integrity Policy

Arbutus College is committed to quality and intellectual growth. Essential to achieving this commitment,

our instructors and the College help foster independent thought and respect for the ideas of others.
Academic dishonesty inhibits student growth and threatens the quality of College programs. In becoming
a student at Arbutus College, you accept responsibility to abide by the conditions of this policy.

Violations of academic integrity include, but are not limited to, the following:

a.

Plagiarism, i.e. intentional or unintentional use of another’s words or ideas, representing them
as your own. Examples of plagiarism include, but are not limited to, the following:
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e Exactly copying the information from a source without proper citation (in accordance
with the APA - American Psychological Association — Publication Manual) and without
the use of quotation marks or block quotation formatting.

e Paraphrasing statements, paragraphs, or other pieces of the work without proper
citation.

e Presentingworkasyourownwhen ithas been created (in whole or part) by someone else.

b. Self-plagiarism, i.e. submitting work that has been prepared for a different course without prior
approval from your instructor.

a. Fabrication, i.e. falsifying or creating information, statistics, or citation.

b. Misrepresentation, i.e. falsely representing your situation to an instructor to justify an absence
or to request a make-up exam or exam extension.

c. Collusion, i.e. helping or allowing another student to commit an act of academic dishonesty.

d. Cheating, i.e. copying results from exams or assignments from another student or from a source
when the source was not authorized by the instructor.

Please consult with Arbutus College staff if you need further clarification about these examples. If you
are in a questionable situation that has not already been outlined, please speak with Arbutus College
staff to ensure you are following the Code of Conduct and Academic Integrity Policy.

PROCEDURE

If a faculty member suspects a student of violating this policy or is caught doing so, the instructor must
notify the College Director as soon as possible, explaining the circumstances in which the incident
occurred and, whenever possible, accompanied by physical evidence. The college director will
discuss the sanctions for the student with the instructor.

The College Director will meet with the student to hear his/her explanation of the event and inform
him/her of the sanction to be imposed. A written notification of the incident and sanction will be kept in
the student’s file. Appeals on any sanction imposed may be initiated by referring to the Dispute
Resolution Policy included in the Student Handbook and on the Student Enrolment Contract.

PENALTY
Class sanctions for violation of the Academic Integrity Policy may include the following:

e Resubmit the assignment (for fewer points).
e Failure on the assignment.

e Additional assignment(s).

e Reduction of the final course grade.

e Failing grade in the course.

e Asecond infraction will lead to suspension.

Student’s Good Standing

A student in "good standing" is someone who meets the academic and behavioural criteria set by the
College, enabling them to continue their studies without encountering academic or disciplinary
problems.
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PROCEDURE:

1. The College Director reviews all transcripts on a monthly basis and students’ performance is
reviewed on the basis of grades and GPA received in the courses completed. The College Director
reviews all transcripts and highlights those that are deficient in meeting the required standards.
A warning, probation or suspension letter is issued accordingly.

2. The College Director meets with all students whose performance is lacking and arranges with the
Student Advisors specific actions to aid the students in meeting the required standards of
performance. Such actions may include changes to the course selection, re- take of
examinations, additional tutorial assistance.

3. This policy is tied to the Attendance Policy and continuing registration. Students whose
performance does not improve, may ultimately be dismissed, or transferred to less demanding
programs is such options are available. Students who are placed on probation due to their
performance at the College are considered students not in good standing.

4. Students who are in arrears in their tuition payments for four weeks are considered students not
in good standing and will be suspended from taking classes until their fees and penalties (if
applicable) are paid.

5. Students suspended for non-academic reasons are also considered students in not good
standing.

NOTE: If students receive funding from Student Aid BC, “To continue receiving financial aid, the Canada
Student Financial Assistance Act and StudentAid BC policy require you to maintain a satisfactory
scholastic standing.

Attendance Policy

The Attendance Policy for Arbutus College provides clear guidelines for students regarding attendance in
classes and activities and the consequences of not meeting expectations. The policy aims to create a
supportive academic environment for students to succeed by encouraging punctuality, responsibility,
and educational commitment. By adhering to this policy, students can develop the necessary skills for
success in College and beyond, ensuring they have the opportunity to acquire the knowledge and skills
required for their future careers.

PROCEDURE
The Arbutus College Attendance Policy comprises specific rules students must follow to maintain
satisfactory attendance. They are:

1. Regular attendance is required for academic success. Students must attend every class as each
class builds on the previous one.

2. Students must notify the school before class starts if they cannot attend a class to ensure their
attendance is accounted for.

3. Adoctor’s note is required if a student misses more than two classes due toillness.

4. |If a student is absent for an exam, they must provide a doctor’s note and notify the school in
advance to avoid receiving a zero mark.

5. Missing three classes without a valid reason may result in unsatisfactory progress and could
affect the course or program term progress.
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10.

Students must attend at least 75% of the classes to be eligible to write their final exams, except
for approved exceptions authorized by the Director.

Students who continue to miss classes without a valid reason will receive progressive discipline,
including verbal and written warnings, and may be dismissed.

Valid reasons for missing classes include illness with a doctor’s note, family emergency,
personal leave (with the Director’s approval), and an official break (with the Director’s approval).

Students must be punctual for all classes. Lateness will count as a half absence, and students
who are late to class on more than three occasions will receive a warning letter and a 10-point
deduction from their final grade for the course.

Instructors may introduce a stricter policy at the start of the course, provided it is clearly stated
in the course outline and is within the school’s broader policy.

In summary, the attendance policy procedure ensures that students attend class regularly, are punctual,
and have legitimate reasons for their absence. By adhering to the policy, students can maximize their
academic success and acquire the necessary skills and knowledge for their future careers.

Break from Studies Policy

Students may requesta break from their studies in programs 10 months or longer, after successfully
completing three months of study. Students must request a break from their studies prior to the start of
an academic term. Your break must coincide with an academic term.

The break must be approved by the Student Advisor and/or the College Director before the
student goes on a break.

Students complete a Student Advising Form with the Student Advisor at least three weeks before
their break.

The remainder of a student’s program must resume after the scheduled break(s) is/are taken.
There are no refunds for programs that are cancelled during or after a scheduled break from
studies.

If a student is on break and needs to extend their break, they must contact their Student Advisor
or College Director to request an extension of their break.

Students requesting a break must understand that taking a break from their studies may result in one or
more of the following conditions:

A delayed graduation date.

Required repeat of courses due to failed or deficient grades upon return to College.
Placement within revised curriculum.

Placement granted on space/course availability basis.

Revision of their financial plan.

Increased tuition rate.

NOTE: Withdrawing from a course may mean withdrawing from your program, which has financial
implications as outlined in your Student Contract. This can include “taking a break from your studies.” If
you are making any changes to your studies, you need to contact your College Director to discuss the
implications which could include refund or withdrawal penalties.
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Withdrawal Policy

Students are allowed to withdraw from courses during the first week of classes without the courses
showing on their transcripts. If students withdraw in the second week, their course will show an
incomplete mark, after the second week, students are not allowed to withdraw and therefore transcript
will show an F. If students do not show for the final exam, their course will show an F.

Students may also add courses in the first week of classes subject to seat availability and timing (if the
class has met twice already it may be difficult or impossible to add such a course)

All students withdrawing from, adding to or changing courses must meet with their Student Advisor and
complete a Student Advising Form.

1. Students may withdraw from a program based on personal considerations and non- academic
reasons at any time by giving proper verbal and written notice to the College Director. Refund of
tuition fees are governed by the Tuition Refund Policy.

2. Students may be dismissed from a program for lack of academic performance. Such dismissal
will be preceded by warnings and student advising sessions, and will follow student enrolment
and students’ success policies.

3. Program Dismissal — Arbutus College students who has been on probationary status and whose
subsequent two terms GPA falls below the required level of 1 .67 may be dismissed or suspended
from their program of studies. Students dismissed from a program may register after 3 months in
another program only with the permission of the College Director.

NOTE: Withdrawing from a course may mean withdrawing from your program, which has financial
implications as outlined in your Student Contract. This can include “taking a break from your studies.” If
you are making any changes to your studies, you need to contact your College Director to discuss the
implications which could include refund or withdrawal penalties.

Dismissal Policy

This policy clarifies the terms and conditions under which students may be dismissed.

PROCEDURE
e Program Dismissal - Students on probationary status whose subsequent two-term GPA falls

below the required level of 1.67 may be dismissed or suspended from their program. Students
dismissed from their program and wishing to be re-admitted to their program must apply in
writing to the College Director. Students dismissed from a program may register after 3 months
from the termination date in another program only with the permission of the Director.

e Probationary Status—Students whose term GPA falls below 1.67 for three consecutive terms
will be placed on academic probation. To continue at the college, the student must see an

advisor, take a reduced course load, and may be required to redo certain courses.

o Repeated Courses - A student may register for a course for a third (or more) time only with the
permission of the Director of Education. When a student repeats a course, the course and grade
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obtained on each occasion will be recorded. The student’s program grade point average will
include only the higher grade.

Absenteeism for ten consecutive days without informing the school or instructor and providing a doctor’s
note may result in dismissal.

e Infractions of the following may result in immediate dismissal from the College:
e Cheating or plagiarism

e Harassment/Assault

e Physical abuse of the College’s property

e Theft or non-accidental damage to the College’s property

e Use of alcohol or non-prescription drugs

o Flagrant disrespect of the College’s rules of conduct and policies.

Academic misconduct may result in suspension from the College and a notation of academic discipline
on the student’s record. However, disciplinary measures that may be imposed, singly or in combination,
for academic misconduct include, but are not limited to, the following:

e aletter of reprimand

e a failing grade or mark of zero on the assignment or in the course in which the academic
misconduct occurred

e suspension, cancellation, or forfeiture of any scholarships, bursaries or prizes

e suspension for a specified period

e expulsion

e denial of admission or re-admission for a specified or indefinite period

e a notation of academic discipline on the student’s record in the Student Information System,
which will appear on the student’s Transcript of Academic Record

e revocation of a diploma or certificate or other academic credentials dishonestly or improperly

obtained

Updated on December 24, 2024

Tuition Refund Policy

This policy clarifies the tuition fee refunds available to students who enroll at Arbutus College. It is
mandated by the Private Training Institutions Regulatory Unit (PTIRU®) and fully reflects it. This policy is
now included in the PTIRU enrollment contract provided to all students upon enrollment at the College.

PROCEDURE
1) A student may be entitled to a refund of tuition fees in the event that:
(a) The student provides written notice to the institution that he or she is withdrawing from the
program;
(b) Aninternational student delivers a refusal of study permit; or

5 Formerly known as the Private Training Institutions Branch (PTIB)
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(c) The institution provides written notice to the student advising that the student has been
dismissed from the program.

The written notice of withdrawal or dismissal may be delivered in any manner provided that a
receipt or other verification is available that indicates the date on which the notice is delivered.

The notice of withdrawal or dismissal is deemed to be effective from the date it is delivered.

The refund to which a student is entitled is calculated on the total tuition fees due under the
contract. Where total tuition fees have not yet been collected, the institution is not responsible
for refunding more than has been collected to date and a student may be required to make up for
monies due under the contract.

If the institution has received fees in excess of the amount it is entitled to under the student
contract, the excess amount must be refunded.

Refund policy for students:
a) Refunds before the program of study begins:

e |f written notice is received by the institution for any of the circumstances listed on 1)
above, no later than 7 days after the effective contract date, and before the program start
date, the institution will refund 100% of tuition and all related fees (related fees include:
administrative fees, assessment fees, textbooks and materials fees);

e If written notice is received by the institution for any of the circumstances listed on 1)
above, no more than 7 days after the program start date, the institution may retain up to
10% of tuition to a maximum of $1,000.00 paid or payable under a contract.

b) Refunds after the program of study starts:

e If written notice is received by the institution for any of the circumstances listed on 1)
above, after the program start date, and up to 10% of instruction hours have been
provided, the institution may retain up to 10% of tuition paid or payable under a contract;

e |f written notice is received by the institution for any of the circumstances listed on 1)
above, after the program start date, and between 10% and 30% of instruction hours have
been provided, the institution may retain up to 30% of tuition paid or payable under a
contract;

e |f written notice is received by the institution for any of the circumstances listed on 1)
above, after the program start date, and between 30% and 50% of instruction hours have
been provided, the institution may retain up to 50% of tuition paid or payable under a
contract;

e |fastudentwithdraws oris dismissed after 50% of instruction hours have been provided,
no refund is required.

c) Student does not attend - “no-show” (applies to all students except those enrolled in a
program delivered solely by asynchronous distance education):

1. If a student does not attend the first 30% of the program, the institution may retain up to
50% of the tuition paid under the contract.
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d) Institution receives a refusal of study permit (applies to international students requiring a
study permit):
2. Before 30% of instruction hours would have been provided, had the student started the
program on the later of the following:
i. The program start date in the most recent Letter of Acceptance
ii. The program start date in the enrolment contract

The institution will refund 100% of tuition and all related fees (related fees include:
administrative fees, assessment fees, textbooks and materials fees)

e) Where a student did not meet the institutional and/or program specific minimum
requirements for admission through no misrepresentation or fault of their own, the institution
must refund all tuition and fees paid under the contract.

f)  Where the institution does not provide all the work experience hours of a program (if
applicable) within 30 days of the contract end date, and the student does not attend the work
experience, the institution must refund all tuition and fees paid under the contract.

If a refund is due and the student has paid for but not received textbooks or other course
materials, including equipment or uniforms, the institution must also refund the fees charged for
these items.

Updated on December 24, 2024

Tuition Fees — Late Payment Policy

To remain enrolled and retain access to academic resources, students must meet their tuition and fee
payment deadlines.

1.
2.

The deadline for payment of school fees is stated on all invoices.

New students who pay full amount of the school fees before starting school must pay before the
deadline to complete the registration process.

Returning students who make instalment payments must pay the instalment amount in total
before the deadline of each instalment to maintain their registration status. Failure to do so will
result in suspension.

Payment schedules are provided to students who are eligible for payment by instalments at the
time of registration. Students should plan ahead of time and make funds available at each
deadline.

A late payment fee of $ 50.00 per week applies to all students whose late payment is accepted

Grades Appeal Policy

Arbutus College (AC) has the right to determine the nature and components of course offerings, the type
and method of evaluations, and students’ standards. AC acknowledges that evaluating a student’s work
is part of the professional responsibility of faculty members and other staff responsible for grading a
student’s academic performance.
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Students have the right to know the academic standards of the course and how their academic
performance will be evaluated. Therefore, faculty members and other staff responsible for grading a
student’s academic performance are expected to make the evaluation components available at the start
of each course (i.e., types and weighting of assignments, essays, tests, examinations, etc.) regardless of
delivery mode.

Grades Appeal Policy aims to establish the considerations and procedures for students who wish to
appeal a grade. AC encourages and supports open communication as the best way to resolve a grade
concern.

GROUNDS FOR A GRADE APPEAL
A student may appeal a grade received in a course. Appeals are limited to the following grounds:

a. Aclericalerror has resulted in a miscalculation of the grade.

b. The grade awarded did not reflect the student’s academic performance and the stated
requirements for the course.

c. Grade appeals may not be based on a complaint that the nature and standard of the evaluation
were too onerous.

PROCEDURE
1. Instructors must keep completed exams for one month to allow for any reviews and appeals.

2. When students want to appeal a final grade, they should contact their instructor and request a
mark review. Suppose an error in marking is present after the instructor reviews the student’s
course marks. The instructor will notify the College Director and request a grade change. The
College Director will make the appropriate change in the student’s transcript.

3. Ifthe studentdisagrees with the instructor’s review results, the student can apply in writing to the
College Director to request a formal review of their marks.

4. The College Director will gather all instructor documentation regarding assignments,
attendance, exams, etc., for examination. The review of the student’s marks by the College
Director can have only three outcomes, which will be final:

a. markis unchanged,
b. markis raised, or
c. markis lowered.

The College Director will notify the instructor and student of the grade review's outcome and, if necessary,
make the appropriate changes to the student's transcripts.

Appeals Policy

This policy outlines the steps to be taken by students and staff to appeal decisions taken by Arbutus
College officers.
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PROCEDURE

1.

An appeal of a decision should be made to the Appeals Committee directly and/or with a
spokesperson such as an instructor, a staff member or another student.

A representative of the Appeals Committee will request a written description of the appeal,
including any actions taken previously to address the issue. The Appeals Committee shall
respond within two days of becoming aware of the appeal

The Appeals Committee will contact all parties concerned in the appeal, investigate the
circumstances, call a meeting of all parties concerned, act as the meeting facilitator, and to the
best of its ability, assist all parties involved to resolve the issue. This step shall be initiated within
one week of the receipt of the written appeal and concluded within 3 weeks of the receipt of the
written appeal.

If the appeals concern the final grade of a particular class, completed exams should be kept for
a period of one month at the minimum to allow for any reviews and appeals.

The Appeals Committee will provide to all parties concerned, including any other student or a
staff member, a written report of the appeal, the actions and decisions taken, and the reasons
and justification for the decision made. This step shall be completed within one week of the
completion of step 3) above. The appellant must advise the Appeals Committee within a week
if he/she wishes to further pursue the appeal.

If an appeal cannot be resolved with the above process, the Appeals Committee will refer the
appeal to a professional mediator. This step shall be completed within three days after the
College receives a written notice word from the appellant that the remedies offered were deemed
unacceptable.

If a student has an appealinvolving the College Director, the Appeals Committee may also refer
the dispute to a professional mediator. This will be done within 3 days after the complaint has
been received.

The cost of mediation will be the responsibility of the College. The Arbutus College representative
will also provide information on the Private Career Training Institutions Agency of British
Columbia as necessary.

The Appeals Committee

The Appeals Committee meets as required and hears appeals with regards to dispute resolution. Appeals
by students in connection with academic and administrative decisions of any faculty or staff member will
be heard by the Appeals Committee including matters of discipline. Matters such as grades assigned for
individual classes will be considered by the Grades Appeal Committee of the Appeals Committee.

Matters such as grades assigned for individual classes will be considered by the Grades Appeal
Committee of the Appeals Committee.

Grounds for an appeal to the Appeals Committee should be based on one or more of the following:

1.

There is additional relevant information which was not considered at the Faculty/
Administrative level

There was a problem in procedure at the Faculty/Administrative level.

The substance of the case was not considered correctly at the Faculty/Administrative level. For
example, relevant rules and regulations were applied incorrectly.
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4. Even if relevant rules and regulations were applied correctly the resulting decision is unfair or
unreasonable in the circumstances.

Committee members are appointed by the College Director and are composed of the following members:

e The College Director (Committee Chair)
e A Student Advisor
e Two instructors from the Faculty in question

No person who has made an initial determination in the student’s dispute at any level shall be allowed to
play any part in any appeal subsequent to that determination.

Alternates will be allocated by the College Director for those appeals in which any one of the Committee
members may be perceived as having a conflict of interest. The Committee will either confirm the initial
decision or send a request to the College Director for a recommended change. In both cases, a written
summary of the finding leading to the resolution must be presented to be included in the student’s files
and the College’s dispute resolution records.

Dispute Resolution Policy

The Dispute Resolution Policy is written in good faith. It understands that all problems and disputes
should be resolved as quickly as possible and to the satisfaction of everyone involved. The staff,
management, and board of Arbutus College are dedicated to achieving this objective.

PROCEDURE

The Dispute Resolution Policy procedure ensures that all parties involved can voice their concerns and
that a fair and just resolution is reached. The policy also provides clear guidelines on the roles and
responsibilities of the College Director and the Appeals Committee and the steps to take if mediation is
required. By following this procedure, the college aims to maintain a safe and supportive learning
environment for all students.

The following procedure outlines the steps to follow if a student has a complaint or a dispute that cannot
be resolved formally.

1. On the first day of class, all students will receive the Student Handbook, which includes a copy
of this policy, which they are required to have. Students are strongly encouraged to read and
familiarize themselves with the policy to be fully informed about the College’s expectations and
procedures.

2. If astudent has a complaint, they should bring it to the attention of the College Director directly
or with the help of an intermediary such as a teacher, staff member, or another student. If the
complaint involves another staff member or student, follow step #4. If the complaint is with the
College Director, follow step #7.

3. As the Appeals Committee’s representative, the College Director will ask the complainant(s) to
provide a written description of the problem, including any previous actions to resolve it. The
College Director will contact the complainant within two days of becoming aware of the
complaint, and the complainant must provide a written complaint within three days of being
asked for it.
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4. The College Director will contact all parties involved in the dispute, investigate the situation,
schedule a meeting at a location chosen by the complainant(s), facilitate the meeting, and do
their best to help resolve the issue. This step will begin within one week of receiving the written
complaint and conclude within three weeks of receiving it.

5. The College Director will provide all parties concerned, including any staff or students involved,
with a written report detailing the complaint, actions taken, and the reasons and justification for
the decision made. This step will be completed within one week of completing step 4. The
complainant must inform the College Director within one week if they want to pursue the
complaint further.

Suppose the dispute cannot be resolved through the above steps. In that case, the College Director will
refer it to a professional mediator within three days of receiving written notice from the complainant
stating that the offered remedies were unacceptable.

If a student has a dispute or complaint involving the College Director, the Director will also refer the
matter to a professional mediator within three days of receiving the complaint. The College will bear the
cost of mediation. In addition, the Arbutus College representative will provide information to the Private
Training Institutions Regulatory Unit (PTIRU).

Updated on December 24, 2024

Work Experience/Field Placement Policy

This policy clarifies the co-op/practicum policies.
Procedure for Co-op and Practicum Terms:

a. After successfully completion of the student’s academic component of the program (minimum
overall GPA of 1.67). The students need to complete the application for Co-op or Practicum and
submit it to the college’s Student Advisor no later than 8 weeks before the beginning of the work
experience term. The students must also complete their resumes at the same time. Students
must have valid work permits.

b. An interview with the student advisor or the director refines the information necessary for the
selection of appropriate prospective employers. External groups and companies may be engaged
by the college to help with this process and to ensure that a studentis placed in a position. This
will be completed immediately after the submission of the documentation.

c. The college arranges job search assistance and arrange interviews with the help of external
employment agency or advisor, the student must take responsibility for attending interviews.
Once a job offer has been provided to the student by the college, the student may not
unreasonably decline to accept a position. Failure to accept a position deemed acceptable and
provided by the college may result in dismissal from the program.

d. The college reviews the results of the interview with the employer and or an external agency and
the student and confirms job offers or arranges for another interview.

e. Onceaposition has been accepted by the student and approved by the college, a host agreement
will be issued to the student covering the responsibilities of the student, the host company and
the college; as well as the type of work experience the student will undertake and the expected
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tasks to complete. The host agreement will be signed by the college, the student and the host
company. The student will then start his/her co- op/practicum position.

f. During the placement, the college will monitor the students on a monthly basis to evaluate the
students’ progress. The student’s supervisor at the host company will evaluate the student’s
performance on a bi-monthly basis. Students are required to complete an honest report on a
monthly basis. At the end of the program the supervisor will provide a final overall evaluation of
the student’s performance during their time at the host company.

The college will do an overall assessment of the student work experience based on its monitoring
of the student, the reports provided by the student and host company to determine a successful
completion of the work experience component of the program. The areas students will be
evaluated on are listed at the bottom of this policy.

g. Followingthe work term, the student receives a diploma or certificate at a graduation ceremony.

WORK EXPERIENCE/FIELD PLACEMENT EVALUATION AREAS

-

Interest in the work at hand

Organization/Planning of tasks assigned

Ability to learn new tasks

Quality of the work performed

Completion of the tasks assigned in a timely manner
Judgment when completing tasks assigned
Dependability

Personal relations
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Communication skills — Written
10. Communication skills — Oral Expression
11. Attendance

12. Personal presentation
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