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ADMISSION REQUIREMENTS

Admission Policy
Admission to programs at Colleges requires applicants to follow a formal application procedure. The application and
admissions process includes an interview with an International Admission Representative; meeting with a financial

administrator or financial planner; validating that the applicant meets the program admission requirements; signing a
formal enrolment agreement.

At all times the College is responsible for providing prospective students with accurate information about the programs it
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X X X X

A student may only attempt a challenge examination once per course per program.
Current industry certifications may be acceptable as credit for prior learning.

The student must receive a passing grade for a successful challenge.

Challenge exams must be administered by a C5n996Sby age.
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and contract hours.

Attendance Warnings
Students whose absences exceed 10% of the total hours of the program of study (including the hours allocated to job
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All violations of the Student Code of Conduct 2 Academic Integrity DUH GRFXPHQWHG DQG UHFRUGHG L
record.

Disciplinary Process - One or more of the following sanctions may be imposed on any student found to have violated the
Student Code of Conduct or any of the College's policies, rules or regulations.
1. Warning *A written notice to the student that the student is violating or has violated the College regulations.
2. Probation +A written reprimand for violation of a specific policy or an action with conditions set for continued
enrolment at the College. Probation is set for a designated period and includes the probability of more severe
disciplinary sanctions if the student is found to be in violation of any College regulations during the period of
probation.
3. Suspension  *
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X Student possible actions in student use of student hardware, peripherals, operating system, software,

applications, or hardware configurations in violating provincial or federal laws or international laws or

conventions

7TURXEOHVKRRWLQJ RU DWWHPSWLQJ WR UHVROYH FRQQHFWLYLW\ LVV
Viruses, Adware, Malware, Spyware mitigation

Financial loss as a result of viewing non College approved websites

Theft or damage of personal device while on campus

Any potential hardware upgrades required due to changes in curriculum

X X X X X

Campus reserves the right to:
x Change or remove any IP address at its discretion
x  Block websites that may not be deemed as appropriate content

Note: For online student technical assistance please contact your Student Services Administrator. The Student Services
Administrator will assist with e-textbook access, LMS MyCampus login, and other online course resource assistance.
The Student Service Administrator does not provide assistance for issues relating to student devices or internet
connection.

Grading

The College uses a letter and or percentage-grade to indicate academic performance. Students are given a letter and or
percentage grade for each course/module, work experience, practicum, or preceptorship completed or attempted. Grading
may be based on classroom/online performance, assignments, projects, and examinations. All grades are available for
student review by request; however, we strongly encourage students to keep track of the grades they receive in order to
resolve any discrepancies that may arise. Some externally reqgulated programs have their own set of grading/academic
criteria. Individual courses may have different passing requirements. Make sure you understand what is required for each
course. Course outlines will describe the course assessment model and the grading criteria.

Status Grade

P 60-100%

F < 60%

P Pass

F Fail

AUD Audit

W Withdrawal

| Incomplete

IP In Progress

CR Prior Learning Credit
CR Advanced Standing

Pass (P)
$ 33DVV" JUDGH LV JLYHQ IRU VWXGHQWY ZKR VXFFHVVIXOO\ FRPSOHWH D FRX
LH 3UDFWLFXP $ 33" JUDGH FRXQWV WRZDUG JUDGXDWLRQ

Withdrawal (W)
Students ZKR ZLWKGUDZ EHIRUH Rl WKH FRXUVH KDV HODSVHG ZLOO UHFHLYH I

Fail (F)

Students who do not complete all required components of a course, or who receive a cumulative score of less than 60%

in a course will receive a fail. Students who withdraw beyond 33% of a course or who do not complete all of the required
DVVLIQPHQWY LQ DQ\ FRXUVH ZLOO EH JLYHQ DQ 3)" RU DQ 3,” DW WKH GLVFUF
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Incomplete (1)
$Q 3, QFRPSOHWH" JUDGH GRHV QRW pHirdvitdeq aR 1@quived dssigméedd-bee \aatigiddtorily V F U L

FRPSOHWHG ZLWKLQ GD\V DIWHU WKH FRXUVH KDV HQGHG 6KRXOG DQ 3,QFF
DXWRPDWLFDOO\ EHFRPH DQ 3)" DQG UHPDLQ RQ WKH WUDQVFULSW

In Progress (IP)
$Q 33WRJIJUHVV" QRWDWLRQ LV JLYHQ IRU VWXGHQWY ZKR DUH LQ WKH SURFHV'

the time of the transcript issue.

Audit (AUD)
An AUD notation is given where students take a course not for credit.

Advanced Standing Credit (CR)
$ 3&5" JUDGH LV JLYHQ IRU VWXGHQWYV ZKR VXFFHVVIXOO\ FRPSOHWHG DQ DFF

upon entry into the College

Credit for Prior Learning (CR)

$ 3&5° LV JLYHQ ZKHUH VWXGHQW YV J-suitiyloOvioi ekderfexide &l SbarKapgroxddoctedit]
toward the program.

All final grades must be submitted by the instructor 5 business days after the last day of class.

Please note that externally requlated programs may have their own grading scale.

Grade Disputes
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If the appeal is granted, the re-entering student will be placed on probation during the term of return. The student must
meet the minimum standards required to continue in the program. The student must successfully retake courses
previously failed so that the successful completion percentage meet or exceed the minimum requirements. Some form of
academic evaluation must be conducted by the Campus Director to determine that the student has the desire and the
academic ability to progress satisfactorily in the program. A student is allowed one and only one re-entry appeal after
being academically terminated.

Honours

The College wishes to acknowledge those students who achieve excellence in their schooling. Recognition of academic
excellence is by way of an Honours diploma. Graduating students achieving a program overall average of 90% will earn
an Honours distinction.

Graduation
Graduation ceremonies are held at least annually, and semi-annually in some locations. In order to receive an invitation to
participate in the Graduation Ceremony, students must:

x Complete all requirements of the academic program, as set out in the program outline, by the graduation cut-

off date.
x Ensure that all borrowed resources ha29 543.77 Td ()Tj ET7.996 (€)8.006 ( 47€)7.996 (s)23.996 (w)32.004 (e)7.9e (k
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5. Demonstrate a commitment to their studies.
6.
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Instructional Hours
Classes are normally scheduled in four or five hour blocks - morning, afternoon and evening (where available).

Each class day, regardless of what percentage of the class is in attendance, will start at the scheduled time. Students
arriving late may not be admitted to class until after the morning break, unless Student Services or the Instructor has
given permission. Check with your Campus Director or designate.

Breaks should last no longer than 10 minutes. Under no circumstances should a class be ended prior to its official ending
time. We are required by Regulators to provide all of the instructional hours indicated in a course or program outline.

Food and Bev erages
Students shall not take food and beverages into the classroom. In some instances, approved containers may be

permitted.

Computer keyboards and medical equipment are extremely sensitive to moisture and are easily destroyed by spills. Some
locations
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Severe Weather Conditions

In cases of severe weather conditions, e.g. snowstorm, heavy snowfall, and windstorms which cause serious damage, all
schools will follow the actions taken by the local public School Board. Staff and students may check the College website
to find out whether or not the Campus will be closed. Listen to local news stations to receive information on school
closures.

Student Identification
7KH &ROOHJHYV 6WXGHQW ,GHQWLILFDWLRQ &DUG FRQWDLQV \RXU VWXGHQW
carry your Student Identification Card with you so that it is available at all times when onsite at the campus.

You may be required to produce it as identification for the following:

Obtaining student loan documents

Signing out resource materials

Proof of identification while onsite (e.g. at work experience, field trips etc.)

Obtaining tuition receipts, transcripts, and other College documents

At some locations, you may be required to wear your student identification so that it is visible when onsite at the
campus

H +H H +H +H

There is a $10.00 replacement fee for lost or stolen Student Identification Cards.

Student Printing and Photocopying
Administration office photocopiers are not available for student use. Students are required to make their own
arrangements for photocopying. Where possible, coin/card operated machines are made available to students.

Telephones

Administration office phones are not available for student use. Some may have a courtesy (local line only) available for
student use. Any student carrying a cell phone must turn it off when entering a classroom, lab, or study area. As a
consideration for your fellow students, no cell phone calls (either incoming, outgoing, or text messages) are permitted
in the learning areas.

Children on Campus

From time to time, children accompany parents to campus. If students are conducting a short visit when they are not
attending class, they may bring children as long as they are supervising them at all times. Please be mindful, however,

that children are not permitted in the classrooms or labs at any time, and are not permitted to use the computer resources.

COLLEGE POLICIES

Harassment and Non -Discrimination
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Personal Harassment

Personal harassment is defined as unwelcome remarks, behaviours or communications directed toward an individual or
group of individuals which misuses authority or abuses the power one individual or a group of individuals has over another
individual or group of individuals, and has the effect or purpose of seriously abusing, threatening, demeaning, or
intimidating the individual or group of individuals.

Unwelcome Conduct
Harassment and/or discrimination are unwelcome conduct where:

1.

2.
3.
4

Submission to such conduct becomes explicitly or implicitly a term or condition of the learning environment; or
Submission or rejection of such conduct is used as a basis for educational decisions; or

Such conduct has the purpose or effect of interfering with educational performance; or

Such conduct creates an intimidating, hostile, or offending educational environment.
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14.
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0 6LJOLQJ LQ WR VRP H R&nh§ scdeds Fomxiwovids Bath or information to which you do not
have explicit permission
33. Disruption of teaching, administration, disciplinary proceedings, and other College activities
34. Physical abuse, verbal abuse, threats, intimidation, harassment, including but not limited to, sexual harassment,
coercion and/or other conduct, which threatens or endangers the health or safety of any person
35. Expressions of discrimination, bias, or racism such as certain jokes, even if people find them humorous, if these
jokes are based on negative stereotyping that is, or could be, perceived as offensive and hurtful to someone

36.
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4. Avoid overuse of emoticons.  Use emoticons sparingly to express emotion when you feel the message may
need the extra signifier to the reader.

5. Avoid speaking/ writing about confidential data , since the majority of electronic devices can be subject to
failures, eavesdropping or recording. It is also mandatory to respect privacy and confidentiality laws.

6. Tone down your language. Because written language lacks the support of facial or voice communication clues,
it can be easily misinterpreted. A great way to deal with this is to tone down your language; avoid the use of
strong words and, again, read aloud everything you want to post before you send it. Moreover, try to avoid humor
and sarcasm completely, as they can both easily create misunderstandings and tension.
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Health and Safety

The College is committed to creating a healthy and safe environment. All students, employees, and contractors are
required to work safely and know and follow guidelines for safe work procedures. Students and staff have a duty to
comply with the safety rules, assist in maintaining the hazard free environment, report any accidents or injuries, including
any breaches of safety, and report any unsafe equipment, working conditions, process, or procedure at once to an
instructor, supervisor, or Campus Director.

Privacy and Access to Information

Students have a right to have their private information protected. All staff shall take steps to protect the privacy of
VWXGHQWVY SHUVRQDO LQIRUPDWLRQ WKDW WHDRERXWEXVGREWR ,MR OO HHYHWJ
UHVSRQVLELOLW\ WR HQVXUH WKH FRQILGHQWLDOLW\ DQG VHFXULW\ RI VWXG
This commitment applies to current, past, and prospective students.

Disclosure of Records

All information, ideas, or documents disclosed or submitted by the student as part of his/her education program at the

College is disclosed or submitted upon the understanding that the only obligation that the recipient has with respect to

such information, ideas, or documents, and any use of the same is limited solely to claims for infringement of valid patents

or failure to comply with copyright laws. Colleges may disclose student information and provide notice/confirmation to

authorized funding and sponsorship agencies for students receiving student assistance. This information may include, but

LV QRW OLPLWHG WR WKH VWXGHQWIV FRQWLQXHG HQUROPHQW ZLWKGUDZD
he or she was granted student assistance. In the case of International students (where applicable), the College will
GLVFORVH WR &LWL]J]HQVKLS DQG ,PPLJUDWLRQ &DQDGD LQIRUPDWLRQ UHODW
Colleges use student information for research analyses, employment assistance, student satisfaction reports, institutional
effectiveness and student follow-up, account payment, and/or contacting students to inform them about additional
HGXFDWLRQDO RU DOXPQL RSSRUWXQLWLHV ,Q Di@GciiowibfBrQationVihe Garhealikieir QD P |
program, and the tuition paid may be forwarded to regulatory bodies. This information has to be collected by accrediting

and regulatory bodies in compliance with, and in the manner authorized under relevant Freedom of Information and

Protection of Privacy Legislation. &ROOHJHV PD\ GLVFORVH LQIRUPDWLRQ IURP \Wdkdow W X G H (
basis. Any disclosure of information to third parties can only be made with the written consent of the student or as

authorized by provincial or federal law.

Inspection of Records

The College respects privacy and protection of personal information and do not disclose personally identifiable information
about students or employees to unauthorized third parties without consent consistent with Provincial personal information
protection legislation. Student records may also be reviewed on a confidential basis by authorized third party authorities
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2. The Regional Director of Operations will contact all relevant parties to gather information regarding the complaint for
review. They will conduct an investigation, with the support of the Regional Compliance Manager, review the
complaint/concern, and inform all parties of the progress of the investigation and review. x

3. Once the investigation is complete, the Regional Director of Operations will respond to the student in writing, no later
than 15 calendardays DIWHU WKH UHFHLSW RI WKHK FRQFHUQV RU FRPSODLQW x

a. Decision letter must include the pathway of appeal or next steps relative to the province in which the program
exists, including the relevant URL links to the location (see below). x

4. The total elapsed time for a Campus Director Resolution and Campus Support Resolution must not exceed 30
calendar days . x

If a student is dissatisfied with the determination and feels they have been misled by the institution

regarding any significant aspect of their program, they may file a complaint with the Private Career Colleges (PCC)
Branch of Alberta Advanced Education at https://www.alberta.ca/private-career-colleges.aspx. The time limit for filing a
complaint is 6 months from the last day the student attended the program.
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(b) all student contracts for the vocational training have been terminated but one or more of the contracts were, in
the Director's opinion, terminated by the licensee so that the licensee would not be required to provide the vocational
training.
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INTERNATIONAL STUDENT SERVICES

On-Campus Student Services
Reeves College has several designated staff to assist students while attending college. Aside from the International
Admission Representative, students can seek assistance from the following individuals:

X

X X X X X X

Campus Director: manages and oversees campus operations

Student Services and/ or Academic Manager: assists students with academic progression

Financial Administrator: manages student account receivables and payables

Financial Planner: assists students with budgeting and funding

Practicum Coordinator: assists students with securing practicums

Career Services: assists graduates with seeking employment

Program Coordinator (where applicable): externally regulated programs such as Dental Assisting, Pharmacy
Technician, and Early Learning and Child Care have a Program Coordinator to assist with program specific
guestions

Services Available to International Students
Reeves College provides several types of assistance and resources to international students. These include resources
and information on:

X

X X X X X

Community cultural services;

Accommodation and transportation;

Banking;

Community Counselling services;

College life and expectations;

Newcomer community supports
o Edmonton: https://www.edmonton.ca/programs_services/for_new_residents/newcomers-guide.aspx
o Calgary: http://www.calgary.ca/CSPS/CNS/Pages/Immigrants-newcomers-and-refugees/Helping-

newcomers-get-started-in-Calgary.aspx

0 Red Deer: http://immigrant-centre.ca/our-services/connecting-newcomers/

Health and Safety

The College is committed to creating a healthy and safe environment. All students, employees, and contractors are
required to work safely and know and follow guidelines for safe work procedures. Students and staff have a duty to
comply with the safety rules, assist in maintaining the hazard free environment, report any accidents or injuries, including
any breaches of safety, and report any unsafe equipment, working conditions, process, or procedure at once to an
instructor, supervisor, or Campus Director.
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STUDYING IN ALBERTA

Study Permit

As an international student, you will need to apply for a study permit through Citizenship and Immigration Canada. For
complete information regarding Study Permits, please contact an International Admission Representative or visit
http://www.cic.gc.ca/english/study/index.asp.

Work Permit

As an international student or graduate with a study permit, you and your spouse or common-law partner may be eligible
to work while in Canada. For complete information regarding work permits, please contact an International Admission
Representative or visit http://www.cic.gc.ca/english/study/work.asp. Please note that students graduating from a private
institution are not eligible for a Post-Graduate Work Permit (PGWP).

Health Care Insuran ce

International students studying in Canada for more than twelve months are eligible to register for the Alberta Health Care
Insurance Plan (AHCIP). Students with Study Permits valid for more than 3 months, but less than 12 months, may be
eligible for AHCIP coverage if their application is accompanied by a letter from the student confirming their intent to reside
in Alberta for at least 12 months. Please visit http://www.health.alberta.ca/AHCIP/reqgister-for-AHCIP.html or
http://www.health.alberta.ca/AHCIP/temporary-residents.html for complete information and application eligibility.

Students enrolled in programs under twelve months who may not be eligible for the Alberta Health Care Insurance Plan
are still required to purchase health insurance through a private health insurance plan. Reeves College does not
recommend a particular plan or agent, however can assist in researching available private health insurance companies
that would suit the particular needs of a student.

Alberta offers a great and accessible health care system more information on hospitals and access to health and wellness
service can be found at http://www.albertahealthservices.ca/.

Housing

As an international student you will need to locate appropriate rental accommodations. Reeves College does not offer
student housing. For information on accommaodation please refer to the *list below or contact an International Admission
Representative for further information or resources. (*Please note that Reeves College is not affiliated with any of the
below and cannot guarantee quality or service)

Canada Homestay International http://canadahomestaynetwork.ca/for-students/
CAPREIT https://www.caprent.com/

Rent Faster https://www.rentfaster.ca/

RentSpot https://rentspot.com/

Renting Spaces https://www.rentingspaces.ca

Rentseeker http://www.rentseeker.ca/
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Investigating and Responding to Disclosures/ Complaints and Reports of Sexual Misconduct:

Where a complaint of sexual misconduct has been reported to the College, the College will exercise care to protect and
respect the rights and confidentiality and privacy of both the complainant and the respondent. Persons in a position of
authority, including persons directing the activities of others, shall take immediate action to respond to or to prevent sexual
assault/sexual misconduct from occurring. The College understands that individuals who have experienced or been
affected by sexual misconduct may wish to control whether and how their experience will be dealt with by the police
and/or the College. In most circumstances, the person will retain this control. However, in certain circumstances, the
College may be required to initiate an internal investigation and/or inform the police of the need for a criminal
LQYHVWLIDWLRQ HYHQ ZLWKRXW WKH VXUYLYRUYV FRQVH Q Werslof th¥ KéllegeR OO H J
community is at risk.

All reported incidents of sexual misconduct will be investigated in a manner that ensures due process as outlined in the
procedures below.

1. Under this Sexual Misconduct Policy, any student of the College may file a report of an incident or a complaint to the
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Appeal

Should the Complainant or the Respondent not agree with the decision resulting from the investigation, he or she may

appeal the decision to the Regional Director within 10 days by submitting a letter addressed to Regional Director advising

RI WKH SHUVRQTV LQWHQW WR DSSHDO WKH GHFLVLRQ $Q H[WHUQDO UHYLHZ

Making False Statements
It is a violation of this Sexual Misconduct Policy for anyone to knowingly make a false complaint of sexual Misconduct or
to provide false information about a complaint.

Reprisal

It is a violation of this Sexual Misconduct Policy to retaliate or threaten to retaliate against a complainant who has brought
forward a complaint of sexual violence, provided information related to a complaint, or otherwise been involved in the
complaint investigation process.

Confidentiality and Further Support

7KH &ROOHJHTV DELOLW\ W Rliscl@stites/is\hard ped-yDdhe BroniyPRus Yiature of the report. The
&ROOHJH FDQQRW LQYHVWLJDWH RU IROORZ XS RQ DQ DQRQ\PRXV GLVFORVXU
comfortable about making a report in good faith about sexual assault/sexual Misconduct that they have been affected by

or witnessed.

Confidentiality is particularly important to those who have disclosed sexual assault/sexual violence. The confidentiality of
all persons involved in a report of sexual assault/sexual Misconduct or in subsequent disciplinary proceedings must be
strictly observed, and the College does its best to respect the confidentiality of all persons, including the complainant,
respondent, and witnesses.

The College will regard all information as unique and private and ensure it is maintained in a secured, controlled
HQYLURQPHQW IROORZLQJ WKH &ROOHJHYV ILOH VWRUDJH SROLF\

To the extent itis possible, the College will attempt to keep all personal information of persons involved in the
investigation confidential except in those circumstances where it believes an individual is at imminent risk of self-harm, or
of harming another, or there are reasonable grounds to believe that others on its campus or the broader community are at
risk. This will be done by:

x Ensuring that all complaints/reports and information gathered as a result of the complaint/reports will be only
available to those who need to know for purposes of investigation, implementing safety measures and other
circumstances that arise from any given case; and

x Ensuring that the documentation is kept in a separate file from that of the Complainant/student or the
Respondent.
the College recognizes the right of the Complainant not to report an incident of or make a complaint about sexual
misconduct or not request an investigation and not to participate in any investigation that may occur.

X In certain circumstances, the College may be required by law or its internal policies to initiate an internal
investigation and/or inform police withoutthe compODLQDQWYfV FRQVHQW LI LW EHOLHYHV WK
campus or the broader community is at risk.

In all cases, the College will appropriately accommodate the needs of its students who are affected by sexual violence
Students who have been affected by sexual violence, as well as members of the college community
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ATTENDANCE POLICIES AND STUDENT HANDBOOK AGREEMENT

As a student, you are expected to attend classes on a regular basis and notify the campus immediately of any
absences or lateness.

What does this mean to you as a student?

You will be subject to withdrawal based on the following external and internal policies:

X As a student, you must contact the college and provide documentation either before or during the absence
detailing the reason for the absence. If you miss 5 consecutive days without contacting the College with a
reasonable excuse, you will be withdrawn from studies.

X If for any reason a student interrupts their studies by being absent from scheduled classes for more than five (5)
consecutive days or by missing a scheduled examination, they must meet with the Campus Director or Designee
to determine continuance.

X During your time as a student, should you have excess absences that prevent you from successfully completing

your program within the scheduled study period (by the contractual end date), they must meet with the Campus
Director or Designee to determine continuance.
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DISCLAIMER FOR INTERNATIONAL STUDENTS

Student
Initials

Student
Initials

Student
Initials

Student
Initials

Student
Initials

Student
Initials

Student
Initials

ADOA
Initials

ADOA
Initials

ADOA
Initials

ADOA
Initials

ADOA
Initials

ADOA
Initials

ADOA
Initials

Student Name: Student ID:

1-YOUR CONDITIONS AS A TEMPORARY RESIDENT IN CANADA

As a temporary resident, there are a few conditions you need to meet. If you don’t meet these conditions, you may
put your temporary status at risk of non-compliance and applicable consequences will apply.

A study permit holder is allowed to work off-campus up to 20 hours a week when enrolled in a full time program.
If the program is part-time
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