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MISSION STATEMENT 
To Teach 
To Guide 
To Learn 

 

EDUCATIONAL GOALS 
To Teach 

standardized curriculum using qualified people trained to SSC guidelines 

To Guide 
toward work-force expectations through role modeling 

To Learn 
from each other as learning is a two-way process 

 

VALUE STATEMENTS 
Community 

We desire to be active and collaborative partners in our local communities where our colleges 
embrace a learner centered philosophy that promotes inclusion, mutual respect, and accessibility. 

Diversity  
We believe in a creative, dynamic, and innovative learning environment that embraces the 

multicultural nature of our communities and the uniqueness of each individual.   

Integrity 
We believe in strong moral principles, respect for the rights of all individuals, and the importance 

of open and honest communication. 

Quality 
We embrace a modern approach to education with instructors who are experts in both teaching 

as well as their profession, and we produce successful graduates, equipped to enter and prosper 
in their chosen field. 

Respect 
We believe in developing authentic relationships and in creating an atmosphere of trust and 

confidentiality where all people feel valued and supported. 

Results Oriented 
We are an accountable, progressive, and outcome-driven organization.  We are committed to the 

well-being and success of both our students and our staff. 

 
 



 

SPROTT SHAW COLLEGE  1119/HEALTHCARE STUDENTHANDBOOK 

TABLE OF CONTENTS 

Curriculum / Program Advisory Committees ....................................................................................................1 

Schedules / Merging of classes .......................................................................................................................1 

Class Times .....................................................................................................................................................1 

Holidays ...........................................................................................................................................................2 

Professional Days ............................................................................................................................................2 

Attendance .......................................................................................................................................................2 

Course Re-sit Fees ..........................................................................................................................................3 

Work Experience Placement – Practicums, Cooperatives, clinical and preceptorships ...................................3 

School Phone Numbers ...................................................................................................................................6 

mysprottshaw.com ...........................................................................................................................................6 

Financial Assistance ........................................................................................................................................7 

Admission Requirements .................................................................................................................................7 

Language Proficiency Assessment Policy and Procedure ...............................................................................8 

Tuition Books Fees / Refund Policy .................................................................................................................9 

Transfer of Courses and Credits ......................................................................................................................9 

Previous Education – Prior Learning Assessment (PLA) Process  ..................................................................9 

Completion Status .......................................................................................................................................... 10 

Grading Policy ................................................................................................................................................ 11 

Assessments .................................................................................................................................................. 11 

Practical nursing rewrite policy for assignments and quizzes ........................................................................ 12 

HCA policy on academic progress ................................................................................................................. 13 

Late Policy for Assignments/Projects/Course Work ....................................................................................... 13 

Grade Appeal ................................................................................................................................................. 13 

Letter Grades / Official Transcripts ................................................................................................................. 14 

Absenteeism Policy ........................................................................................................................................ 14 

Leave of Absence Policy ................................................................................................................................ 15 

Inclement Weather ......................................................................................................................................... 16 

Learning Contract ........................................................................................................................................... 17 

Satisfactory Progress / Probation / Code of Conduct ..................................................................................... 17 

Bullying, Harassment and Discrimination Policy ............................................................................................ 18 

Substance Use Policy for Students ................................................................................................................ 20 

Sexual Misconduct Policy .............................................................................................................................. 22 

Dismissals / Code of Conduct ........................................................................................................................ 30 

Withdrawal / Re-entry ..................................................................................................................................... 33 

PN Student Re-Entry Process ........................................................................................................................ 34 

Dispute Resolution Policy for PN students ..................................................................................................... 35 

Graduation Policy ........................................................................................................................................... 36 

Program or Campus Closure ......................................................................................................................... 36 

Job Placement ............................................................................................................................................... 36 

Life-Time Refresher Training ......................................................................................................................... 37 

Appearance / Dress Code / Code of Conduct ................................................................................................ 37 

School Supplies ............................................................................................................................................. 37 

Food / Drink / Smoking / Cannabis / vaping ................................................................................................... 37 

Accommodations ............................................................................................................................................ 38 

Allergies ......................................................................................................................................................... 38 

Facilities ......................................................................................................................................................... 38 

Critical Incident............................................................................................................................................... 38 

Safety—Student Well Being ........................................................................................................................... 38 

Privacy Policy ................................................................................................................................................. 39 

Who to See in Campus .................................................................................................................................. 41 

Acceptable Use Policy ................................................................................................................................... 43 

Acknowledgement of Receipt ......................................................................................................................... 48 





STUDENT HANDBOOK  1 

SPROTT SHAW COLLEGE  1119/HEALTHCARE STUDENTHANDBOOK 

PRESIDENT’S MESSAGE  

I would like to welcome you to the exciting world of education, and commend you in choosing to 

pursue a career in Healthcare.  

As the oldest post-secondary institution in British Columbia, Sprott Shaw College is committed to 

ensuring its continued success through the success of our students. At Sprott Shaw you will not only be 

making the right investment in your education, but also be ensuring that your credentials will stand the 

test of time.  

For over a century, Sprott Shaw has led the way by bridging the gap between the learning and working 

environments. From our admission process right through to our employment support after graduation, 

we strive to provide our students with service excellence. Our curriculum, learning environment, and 

highly qualified academic staff are committed to your success. Though this will not always be the 

easiest journey, it will be rewarding. And as you work through your studies, your engagement in the 

program will both stimulate and challenge you as you build a strong and industry relevant skill set.  

I offer you my personal congratulations in having chosen this commitment to education in the pursuit 

of your career goals.  

Welcome to Sprott Shaw! 

 

Vic Tesan 

President 

 

Curriculum / Program Advisory Committees 

Sprott Shaw maintains a close watch on the needs of the Healthcare Industry community through 

established Program Advisory Committees (PACs).  Their function is to make sure that our programs 

keep pace with what is required by industry.  The committees are consulted regularly to help develop 

and continually update course curriculum.  The members are selected professionals from within the 

specific industries of our programs and may also include our internal subject matter experts, as well as 

current and graduate students. 

 

Schedules / Merging of classes 

Due to the complexity of class scheduling, all students must be aware that scheduling of all programs 

is at the discretion of Sprott Shaw.   

While the College will make every reasonable effort to consider individual student needs, students 

must schedule their time to ensure full attendance.  No guarantee can be given that time changes will 

not be necessary during the course of study.  The College may also require students to attend certain 

classes at other campuses. 

The College reserves the right to adjust class schedules or to cancel any class not warranted by 

sufficient enrollment, or to merge existing classes to warrant continuance.  As a result of advisory 

committee recommendations or unforeseen circumstances, program content is subject to change. 

 

Class Times 

School is in session Monday to Friday inclusive.   

Classes may occur in the morning and/or the afternoon. Some programs may be scheduled for evening 

and/or Saturday classes (subject to change). 

Classes typically run for one 5-hour session each day with in-class assignment time being given when 

possible.  Instructors are available for extra help during in-class assignment time.  If additional help is 

needed, students may also see any staff person or speak with the director. 
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Full-time students must complete a minimum of 25 course hours per week. 

Course Objectives missed during statutory holiday or professional development weeks are made up 

during the course.   

Online and evening class hours will vary according to campus / instructor scheduling.  Schedules will 

be given during enrolment.  All listed course hours will be covered. 

During the school week, students may use the college facilities and equipment whenever the rooms are 

not scheduled for specific classes. Typically, an average of two to four hours of homework may be 

assigned each day. 

 

Holidays 

There will be no classes at Sprott Shaw on the following days: 

BC Day New Year’s Day 

Labour Day Family Day  

Thanksgiving Day Good Friday  

Remembrance Day Victoria Day 

Christmas Break Canada Day 

Spring Break (1 week)  

 

Professional Days 

Professional Days are held during the months that a long weekend does not fall (in conjunction with 

our four-week block schedule).  Specific dates are announced in the campus and some exceptions may 

be made.  Students are welcome to use the campus on professional days to complete work, 

assessments, etc. unless otherwise advised. 

 

Attendance 

Sprott Shaw maintains strict policies regarding attendance and punctuality in keeping with our 

objective of training students for entry into the work force.  In other words:  Treat going to school like 

you would your job.  Punctuality and regular attendance are mandatory. 

In the case of illness or unavoidable absence, the student must make all reasonable efforts to contact 

the school prior to class time by phoning the administrator/answering service and giving the 

instructor’s name and the name of the class. 

In the event that the student misses a class, it is their responsibility to complete any missed work on 

their own time and within assignment guidelines.  It is the student’s responsibility to maintain contact 

with the College (instructor) and classmates to obtain missed work and information. 

Please check in with the administrator, if late, before coming to class. 

All late and absences will be recorded by your instructor and will become part of your permanent 

record. 

The total course hours attended is given a percentage on the student transcript (not calculated into any 

class grades).  Fifteen minutes missed in any hour constitutes one missed hour. 

When a student is absent from the College for a period of three consecutive calendar days without 

notifying the College of the reason for the absence, the student will be considered as having been 

dismissed from the course and will have to re-sit the course as soon as practical and possible.  When a 

student is absent from the College for a period of ten consecutive calendar days without notifying the 

College of the reason for the absence, the student will be disenrolled from the program. 
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Any student who has excessive absenteeism in a class (up to and including absenteeism policy; 10% 

for PN, 20% for HCA), may receive an incomplete from the instructor for that course.  The student 

will have to successfully repeat the course in order to receive credit for that course.   

Absences may only be excused at the discretion of the director, but will still be considered as an 

absence.  If the absence is due to medical reasons, the student may be asked to provide a medical note 

explaining their absence, and there may be a charge for re-sitting. 

 

Course Re-sit Fees 

Re-sit fees may be applied when courses are missed due to (but not limited to) absenteeism and/or 

failure of the course. 

The following fees may apply when the course is next scheduled: 

Course re-sit (weekly basis per 5-hour course) $290  

Schedule change $100 

Sprott Shaw Internal Assessment re-sit $25 

 

Work Experience Placement – Practicums, Cooperatives, clinical and preceptorships 

Students should consider their work experience as an employment situation (monetary remuneration 

will be provided by the Host Employer for Cooperative Placements only). 

Punctuality, appropriate attire, and professionalism are expected of work experience participants. 

Required hours as stated on the program outline must be completed. Hours may be shifts according to 

availability and host facility/agency’s requirements. 

Students may be required to attend on statutory holidays or professional development days. 

If hours are missed, the College will schedule additional hours when placement is available.  Hours to 

be made up because of absenteeism may be at the student’s expense. 

All requirements as per the program outline and at the host facility/agency’s request must be met prior 

to placement. 

Students are responsible for their own daycare and transportation. 

Work experience placement sites are subject to availability (may be in various areas). 

Detailed procedures are given in the form of a clinical/preceptorship/cooperative placements/practicum 

polices and/or handbooks. 

A student will not be assigned or re-assigned to a placement site if: 

• The student declines or refuses opportunities made available to him/her 

• The student is released from a practicum assignment by the host site for just cause; or 

• The student terminates his/her work experience without prior authorization from the director 

• The student’s actions endanger client safety 

• Given that Health Care students on practice education placements are given the responsibility 

of providing personal care for clients, in particular seniors who are frail and dependent, it is 

essential that these policies are in place to ensure their safety is not compromised.  It is a very 

serious matter if, at any time, a student places a client in a physical or emotional risk of harm. 

• Physical Risk of Harm: any action or inaction on the part of the student which may threaten a 

client's physical well-being.  Behaviours may include those which: endanger the physical 

safety of the client; or interfere with essential care; brought about from a failure to carry out 

required care; or a failure to behave in a responsible or accountable manner. 
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• Emotional Risk of Harm: any action or inaction on the part of the student which threatens a 

client's emotional well-being.  Behaviours may include interpersonal communications which 

belittle or demean the client or practices which disregard the client’s dignity. 

• If, at any time, a safety error occurs during a practice education experience, this must be 

documented by the instructor and reviewed with the student.  If the safety error results in 

injury to the student or others, then a facility incident report must also be completed. Copies of 

all such reports are placed on student file. 

• In situations where a student is behaving in a way that places a client in jeopardy, the 

instructor will create a learning contract and a conference will be held with the student 

to review appropriate behaviour and guidelines for successful completion of the 

placement.  If there is a continuance of negative and/or unsafe behaviour, this may 

result in a student being immediately required to leave the site and a grade of 

"Unsatisfactory" will be assigned. 

• Where there is clearly evidence the student is not abiding by: College and/or Program 

policies and, at the direction of the instructor/host site supervisor, a student may be 

asked to leave the site immediately until a further educational decision (i.e. learning 

contract creation) can be made on how to address this situation.  Reasons for 

immediate removal from the clinical setting include things as: 

o Arriving at the site smelling of alcohol and/or acting as though intoxicated and/or 

incapacitated by the consumption of prescription or illicit drugs 

o Stealing from clients/staff 

o Destroying, defacing or otherwise knowingly damaging property 

o Acting in a threatening manner 

o Harassing clients, students, instructors or staff at the site 

o Demonstrating a disregard for safety policies: 

o Not implementing standard safety principles in accordance with lifts and transfer 

protocols (and, as a result, endangering client safety} 

o Operating a mechanical lift without supervision 

o Providing eating / feeding assistance to a client who is at risk of choking in the 

client’s room without supervision 

All work experiences are further subject to the rules and conditions outlined in the course package 

which are given and reviewed by the Instructor or Practicum Coordinator. 

WORK EXPERIENCE PROCEDURES 

Clinical and Practicum Placement 

All students enrolled in any program that has a practicum component must successfully complete all 

courses of the program to the minimum acceptable grade for their program before starting the 

practicum. 

Additional requirements as per the program outline and at the host facility/agency’s request must be 

met prior to placement.   

Clinical and Practicum Student Documents 

The Practicum Coordinator or designate meets with the students to conduct a course orientation.  

The Practicum Coordinator confirms that the students have met all academic, attendance and 

requirements and have successfully completed all required courses.   

Clinical and Preceptorship Placements 

Students must sign the HSPnet release of information form with the Admission Advisor upon 

registering for the program.   
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Remediation in the Event that Gaps in Student Practice Learning Experiences are Identified 

If a gap in knowledge is identified the issue is immediately addressed with the student and the Clinical 

Instructor and/or Preceptor.  Regardless of the nature of the gap, the PN Coordinator is made aware of 

the situation and provides support in the form of a phone call and/or visit.  Should the issue be deemed 

serious, endangering the safe of the student or the public, the student may be asked to return to the 

campus to meet with the PN Coordinator and/or Director of the campus.  During the student meeting 

the student will be placed on a Learning Contract.  Here the issue is clearly identified, and the student 

is informed of what specifically needs to happen in order for them to be successful.  A learning plan 

(as part of the learning contract) is developed with input from all parties to address. This plan will 

identify specifically what needs to be achieved and a time frame for this to be met.  This plan may 

require academic, lab practice and skills testing requirements to ensure that the student is safe to return 

to the practice setting. Please note that the policy Endangering Client Safety will take precedence when 

applicable. 

Students who do not Adequately Prepare for Practice with Clients or Practices Unsafely with a 

Client 

If a student does not adequately prepare for practice, the student is not given a patient care assignment, 

but must complete the research and prepare on site prior to being given any future care assignment.  

Initiation of a Learning Contract may be necessary if this happens again.  Being prepared for practice 

also includes adhering to the dress code as required by the practice site placement. See the HCA or 

PN/PNA Letter of Understanding for details.  

Should a student be found to be unsafe or practicing in a manner that may compromise patient safety 

they are immediately removed from the practice setting. A Notes File will be completed by the 

Instructor and placed in the student’s file. An Incident Report may be required in keeping with the 

practice site’s policy. A meeting with the student, the Clinical Instructor, the PN/HCA Coordinator and 

with possible involvement of the Director of the campus (depending on the situation) is held and the 

area of concern is discussed, time permitting.  The student is informed of the concern and an 

assessment is done to determine why this has taken place (i.e.: lack of knowledge, lack of clear 

explanation, etc.).  Depending on the nature of commission/omission and the contributing factors, the 

student may be placed on a learning contract and will have to demonstrate competency before they can 

return to the practice setting.  This may result in a delay of their completion of the program and in 

serious cases the student may be dismissed from the program.  

The Faculty’s Role in Ensuring Safe Student Practice and Following up on Remediation Activities 

The instructor to student ratio in the clinical setting is no more 8:1in an instructor-led group clinical. 

Exceptions are made with prior approval of the clinical setting and should not exceed 9.  

The Instructor and/or PN Coordinator will conduct regular visits with the students and the practice site 

manager to clarify roles and responsibilities including competency requirements, monitoring and 

evaluation processes. Site visits may occur more than once a week to monitor the student’s 

performance and learning needs as needed. 

The Instructor will ensure that student attendance requirements and expected behaviours are adhered to 

in the practice setting. 

The Instructor and/or PN/HCA Coordinator will be reachable at all times when a student is on-site for 

practicum or preceptorship. 

See the Clinical/ Practicum Agreement that specifies that roles and responsibilities of the College and 

the host facility for details. 

In the event that an Instructor or Preceptor notes that a student’s practice is unsafe and client safety 

may be a concern, they will notify the campus PN/HCA Coordinator. Depending on the nature of the 

infraction and whether the danger is imminent or potential, the PN Coordinator will decide the next 
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steps. The DON may be involved in the discussion. If the danger is imminent the student will be 

removed from the practice setting. If the danger is not deemed imminent and time allows, remediation 

is provided.  The student will be placed on a Learning Contract based on the assessed learning gaps. 

When a collaborative learning agreement has been reached and the Instructor or PN Coordinator 

deems it safe, then the student may continue in the clinical setting. In the clinical setting, remediation 

will be provided if time permits evidence of learning before the end of the practice learning 

experience. The responsibility of evaluating the student rests on the HCA Instructor and/or PN/HCA 

Coordinator. 

 

In the Event of a Student Professional Conduct Issue 

All students are given a copy and sign acknowledgement of both documents prior to the start of the 

PN/HCA Program.  If there is a student professional conduct issue, the student will be called in to 

speak with the PN/HCA Coordinator and the Director.  The student may be placed on a Learning 

(Behavioral) Contract that outlines exactly what the conduct issue is and how it relates to the BCCNP 

Professional Standards.  

 

School Phone Numbers 

All locations 310-HIRE (310-4473) 

Abbotsford 604-504-3323 Penticton 250-770-2277 

Chilliwack 604-392-6020 Richmond 604-270-8867 

East Vancouver 604-251-4473 School of Trades 778-379-0410 

Kamloops 250-314-1122 Surrey 604-583-1004 

Kelowna 250-860-8884 Vancouver 604-683-7400 

Maple Ridge 604-457-3600 Vancouver 

Seymour 

604-428-8300 

Nanaimo 

New Westminster 

250-754-9600 

604-520-3900 

Victoria 250-384-8121 

 

mysprottshaw.com 

The online student portal is available 24/7 at mysprottshaw.com with links to everything the student 

needs before, during and after graduation: 

• Digital Copy of this Handbook 

• Online Learning System Access 

• Campus Closure Updates 

• Grades and Financials 

• Online Payments 

• Student Email Access 

• Job Board 

• Employment Services Contacts 

• School Store 

• Links for Study Skills, Health, Housing and Transportation 

• And more! 

It is recommended to visit www.mysprottshaw.com before starting at Sprott Shaw to orient to all the 

various tools and features available. 
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Financial Assistance 

Students enrolled in full-time programs may be eligible for Canada Student Loans, StudentAid BC and 

Awards.  Student Loan application forms are available at the College.  Student Loan repayment 

information may be found at the end of this handbook. 

A number of banks and other institutions may also have a variety of student loans or student line of 

credits, which students may also apply for.  Visa, American Express and Master Card are also 

accepted. 

 

Admission Requirements 

Admission Requirements are listed on all Program Outlines and must be produced prior to enrollment. 

An appeal for a 2-week extension (HCA) or a 4-week extension (PN or PNA) because of unusual 

circumstances may be considered by the College Director (for example:  TB testing appointment). 

No funding may be disbursed to the student or received by Sprott Shaw until all admission 

requirements are met. 

Admissions requirements cannot be waived by either the College or the student. 

Prerequisites of individual courses are stated on the course outline given to all students at the 

beginning of each course. 

 

ADMISSIONS POLICIES AND PROCEDURES 

Prior to entering into any agreement, including a Student Enrolment Contract or Letter of 

Understanding, Sprott Shaw College will provide the student with the following information and 

polices: 

• Dispute Resolution Policy 

• Grade Appeal Policy 

• Withdrawal Policy 

• Dismissal Policy 

• Admissions Policy 

• Attendance Policy 

• Absenteeism Policy 

• Tuition Refund Policy 

• Bullying, Harassment and Discrimination Policy 

• Sexual Misconduct Policy 

• Program Outline 

• Work Experience Policy (if applicable) 

• Language Proficiency Assessment Policy (if applicable) 

• Credit Transfer Policy (if applicable) 

• Prior Learning Assessment Policy (if applicable) 

• Duty to Accommodate Policy (if applicable) 

The Admissions process is as follows: 

• Upon arrival, the student fills out a Personal Information Sheet (this provides the Admissions 

Advisor with their academic achievements, employment experience, career goals and financial 

situation) 
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• The student is then provided with detailed information about their program, or programs, of 

interest (including the Program Outline, Program Tuition and Fees form, total costs, funding 

options, prerequisites) 

• English and math proficiency assessments are then set up for the student, ESL tests for 

international students 

• If the student is successful, the registration process then begins 

• If the student is unsuccessful, the Admissions Advisor informs the student of re-assessment 

protocol and/or available upgrading 

• Upon completion of the suggested upgrading, students will need to be re-tested using the 

Proficiency Assessments or ESL tests for international students 

• The student will then be provided with a Student Handbook containing the policies listed 

above, which the Admissions Advisor will review prior to the student signing the Student 

Enrolment Contract or Letter of Understanding 

• The registration paperwork is then initialed and signed by both the student and the Admissions 

Advisor 

• Once all prerequisites (if applicable) have been received, the Campus Director will then 

review the file and ensure that all requirements have been satisfied prior to signing the Student 

Enrolment Contract 

 

Language Proficiency Assessment Policy and Procedure  

Instruction at Sprott Shaw College is conducted in English.  To fully maximize the learning 

experience, all students are required to speak English while on campus.  HCA Students whose first 

language is not the language of instruction are required to undergo a Language Proficiency Assessment 

prior to enrolment in order to ensure that they have the language abilities necessary to successfully 

complete the program of their choice.  Language proficiency requirements are admission requirements 

and may not be waived by either the institution or the student.  The following mathematics and English 

levels assessments will be required for International students. 

Practical Nursing / Practical Nursing Access 

• Successful Sprott Shaw College (SSC) PN mathematics and language entrance assessments 

(with a minimum score of 30/40 in language and 40/50 in mathematics) 

• Note: English proficiency assessment will be required for students where English is an 

additional language. 

• English 12 with 67% OR Communications 12 with 76% OR SSC Communications for 

Healthcare with 76% 

• Math 11 Principles with a grade of C OR Math 11 Foundations with a grade of C OR Pre-

calculus 11 with a grade of C OR SSC Math for Healthcare with 64% 

• Applicants with English as an additional language must meet the language requirements set by 

the BC College of Nursing Professionals (BCCNP) and be successful in one of the following 

(subject to change, consistent with BCCNP requirements): 

• International English Language Testing System (IELTS) – Academic Version, Canadian 

English Language Benchmarks Assessment for Nurses (CELBAN) 

Health Care Assistant 

• Successful mathematics and language entrance assessments (a minimum score of 22/40 in 

language, a minimum score of 20/40 in mathematics and a minimum composite score of 

42/80) 

• Proof of meeting English Language Competency Requirements 

• English 10 or equivalent with a grade of C (for applicants whose first language is English) or 

Sprott Shaw College Communication for Healthcare with a grade of 76% 
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• Standardized English language test score (for applicants whose first language is not English) 

• Note:  for details, please see the HCA Language Proficiency Requirements Table 
 

Tuition Books Fees / Refund Policy 

Tuition fees are clearly indicated on each of program outline. 

Students who wish to purchase another student’s books: 

• Book editions may change or go out of print—the student must have the book required for 

the course when they are scheduled to take it.   

• Sprott Shaw College will not be responsible if the wrong books are purchased  

• The book will be examined by the administrative assistant and if chapter questions are 

done, there is excessive writing and/or highlighting or any markings which would 

jeopardize the learning of the required information, the book will not be accepted. 

• If accepted, the book value will be credited to the account. 

The Sprott Shaw refund policy is in accordance with the directives governing Private Training 

Institutions as established by the Private Training Institutions Branch of BC (PTIB). 

A summary of those directives can be found on page 3 of the Student Enrolment Contract. 

 

Transfer of Courses and Credits  

Courses taken at any post-secondary institution will generally be evaluated on an individual basis by 

any other post-secondary institution to determine if they satisfy the requirements for transferability 

(academic credit). 

If required, Sprott Shaw will aid the student in obtaining necessary Sprott Shaw documents for 

application to another institution (for instance-course outlines). 

The post-secondary institution will generally compare in writing the objectives of their course (course 

outline) to the course taken at Sprott Shaw College, including the length of time (hours) of the course, 

evaluation of learning and proof of successful completion (transcript). 

The Transferability of Sprott Shaw College Program Credits to another Institution is determined in 

entirety by the receiving College.  Credits are for CIBT affiliated Schools and Colleges use only.  

There is no guarantee, given or implied, that Credits as earned through this program will be accepted 

by another institution.  Assigned credits are as follows: 

Instructor Led Course Hours 

20 hour courses: 1 credit 

25 hour courses: 1 credit 

40 hour courses: 2 credits 

50 hour courses: 2.5 credits 

60 hour courses: 3 credits 

80 hour courses: 4 credits 

 

Previous Education – Prior Learning Assessment (PLA) Process 

If a student can produce certificates for the following workshops that were taken in English and 

proving successful completion within the stated time frames prior to enrolment, the student may use 

the workshop day as a work day in the College and will have their money refunded. Certificates must 

be produced within seven (7) days of enrolment.   

• WorldHost (formerly SuperHost) Fundamentals (within 2 years) 

• FoodSafe (within 2 years) 
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•  Standard First Aid (provided it does not expire within the program length of time; BLS must 

be done every year) 

A student may apply to the director for evaluation of courses taken elsewhere when meeting with the 

Admissions Advisor.  The request must be in writing and it must include the following:  

• The learning objectives of the course taken (course outline) 

• The length of time (hours) of the course 

• Evaluation of learning (grading matrix) 

• Proof of successful completion (transcript) must be included 

Note: Students must have the minimum Sprott Shaw College passing grade on a transfer course in 

order for it to be considered for credit. 

The general process will be as follows: 

• The Admissions Advisor initially requests and gathers the documentation, ensuring the PLA 

Request Form is complete 

• Once prepared, the documentation will be forwarded to the Program Lead for a course by 

course comparison and review 

• The Program lead will forward his/her review and recommendation to the Campus Director 

• Final review and approval is given by the Campus Director, who will ‘cc’ the Compliance 

Manager on the final recommendation 

Prior learning evaluation and credit will be granted for courses only up to 25% of any Sprott Shaw 

College program.  However, exceptions may apply which can allow up to a maximum of 50%. 

Any evaluation and credit granted will be documented on Prior Learning Assessment Request Form 

and placed into the student file and the student is given Exempt on the transcript. 

The only course which can be challenged at this time is ICP120.  This is done only with director 

approval who will arrange the testing set up at the campus (there is an administrative cost of $50). 

 

Completion Status  

The following codes will be used to measure the results of a course attempted by a student: 

W – Withdraw 

• The student will be recorded as withdraw when they have left the class prior to end date and 

did not complete the course 

• No mark is recorded for the course 

• The course does not affect the Overall Percentage or GPA. The wam (words a minute) does 

not affect the overall wam 

• The results are not reported on the posting sheet 

I – Incomplete 

• The student has not turned in a required element of the course (example: Major project or 

Assessment) 

• A mark/wam is recorded for the course as required.  Calculate the mark using the requirements 

that have been turned in—notation as to what is incomplete will be shown on interim transcript 

• The mark affects the Overall Percentage and GPA. The wam affects the overall wam 

• The results are reported as asterisks on the posting sheet 

• The student can still complete the course if they submit the missing course elements within 

guidelines 

C – Complete 

• The student has turned in required elements and final percentage is recorded 
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• A mark/wam is recorded for the course as required 

• The mark affects the Overall Percentage and GPA. The wam affects the overall wam 

• The actual mark is reported on the posting sheet if the student attains 60% or more. Asterisks 

are displayed if the student attains less than 60% 

• The student will only be considered to have passed the course if they achieve 60% or more 

E – Exempt 

• Exempt is used when student is given credit for a course and does not have to take the course 

(only with director approval) 

• No mark is recorded for the course 

• The course does not affect the Overall Percentage or GPA. The wam does not affect the 

overall wam 

• The results are not reported on the posting sheet 

Some examples of course that may be recorded as exempt: 

• A change to the student’s program when a required course is being replaced by a different 

course. 

• PLA—student has been given credit for courses taken elsewhere (only with director approval). 

• Example:  the required program course name has been changed after student’s enrolment—the 

student receives exempt for the required course and the course taken will become an elective. 

• A student’s final transcript must show the courses of the program the student enrolled into 

unless a program change (Student Activity Notification - SAN) has been done and necessary 

governing bodies informed. 

• The College has dropped the course from the program. 

 

Grading Policy 

Grades for course work are compiled monthly from the combination of assessments taken 

(interim/final), projects/assignments completed, presentations completed, participation in class 

activities, and evaluations of appropriate equipment competencies.  All components listed on the 

course outline must be completed successfully. 

Final grades are posted in the campus on Wednesday of the following week. 

An overall average of 70% or better is required to be eligible for graduation in the Practical Nursing 

Generic/Access and 65% in the Health Care Assistant programs.  A student with grades of 90% may 

be eligible for Honours designation. 

See Healthcare Student Handbook for more information about the Grading Policy for PN and HCA. 

 

Assessments 

All assessments at Sprott Shaw are closed book unless indicated in the specific assessment. This is 

indicated in the course outlines given at the beginning of every class in the College.  Quizzes in most 

courses may also be closed book.   

Time limit for assessments is indicated by course assessment and is given by the instructor at the 

beginning of the assessment.  If less than the total classroom hours scheduled for that day, other work 

will be assigned in order to complete the required classroom hours. 

Course assessments will be reviewed in class after grades are posted and rewrites are completed.   

Computerized translators and calculators cannot be used for assessments, quizzes, tests, or midterms in 

any course or program. 
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1. Students must achieve 70% on all final assessments, 70% on any mid-term assessments and 

60% on non-exam content to be able to progress to the next level and/or to attend clinical 

experiences.  Some individual course assessments/assignments may require a higher score and 

will be explained on each course outline. Students must achieve an overall mark of 70% to 

pass the course.  

2. Practical Nursing Rewrite Policy - any student who receives less than 70% on a final 

assessment or midterm assessment may be allowed to write the comprehensive assessment or a 

midterm rewrite as per the guidelines on each course outline. This will not be an option for all 

courses/assessments. The maximum achievable mark in the assessment will be 

70%  (Exception: 90% for Final Calculations Test in Pharmacology). Any student who does 

not achieve an overall mark of 70% may be permitted to take the Comprehensive Assessment. 

The maximum achievable mark in the course will be 70%. Eligibility conditions may be 

applied to rewrites.  

3. Students may write a maximum of 3 Comprehensive Assessment per level. A student may 

only write a Comprehensive Assessment once.  

4. In addition to the re-testing, the student must submit a completed Skills Rewrite form for the 

skill that they were unsuccessful in demonstrating to the Instructor or PN Coordinator prior to 

attending any clinical placement. 

 

The following eligibility conditions apply to all rewrites: 

1. The student’s attendance record is about 90% in the failed course. 

2. All Learning Plans/Contracts have been signed and objectives have been met. 

3. All assignments for the failed course were handed in on time. 

4. The students actively participate in all remediation sessions that were available. 

 

Eligibility conditions will be based on the individual student’s circumstances. This will be at the 

discretion of the Director. 
 

Practical nursing rewrite policy for assignments and quizzes 

No rewrites are permissible for assignments and quizzes. Students arriving late or are absent from class 

may not receive that day’s lesson quiz (overall pass for the component on the course outline evaluation 

section may be affected and subsequent retaking of the course will be required). 

No rewrites are permissible for group projects (overall pass for component on the course outline 

evaluation section may be affected and subsequent retaking of the course will be required).  

A student who does not attend a scheduled assessment due to illness will be permitted to write an 

alternative and similar assessment providing that 

• the student calls prior to assessment day to advise the campus and  

• a Doctor’s note is submitted.  

A student who does not appear (no call, no Doctor’s note) for a scheduled assessment will receive a 

“0” as the grade for the assessment.  They may be offered to write an alternate and similar assessment 

at the joint discretion of the College Director and Instructor or PN Coordinator and subject to the re-

write procedures of the course. Students who do not successfully complete this component of the 

course will need to retake the course. 

A student may only re-take a course that they failed once (appeals to the college director may be made 

in writing for unusual circumstances. Rewrite eligibility conditions will apply.  

The student may have a maximum of 1-week preparation/study time prior to rewriting the assessment 

or assignment in which they were unsuccessful. Consideration must be given with regards to timing if 
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the student is expected to start a clinical placement prior to the 1-week allowance. A student cannot 

attend a clinical placement unless they have attained a passing grade in all theory courses. 

 

HCA policy on academic progress 
The minimum mark for passing a course is 60%. An overall mark of 65% in the program must be 

achieved in order to go to clinical and/or practicum. 

 
HCA Policy for skills testing Students are required to successfully complete all theory courses and 

pass the final skills test before moving onto the practice education portion of the program. There is one 

rewrite available.  

 

Late Policy for Assignments/Projects/Course Work 

Up to 30% may be deducted for late assignments or assessments (note increments on all Course 

Outlines)—implemented only with Program Coordinator or College Director approval and based on 

instructor input. 

Unless stipulated on individual course outlines, late penalties may be applied to projects/assignments 

as follows: 10% deduction for the first late day and 5% for each additional day up to a maximum of 

30%.  Projects/Assignments which are not handed in by the 5th late day, may receive a 0% (if not 

rewritten, the overall pass for the component on the course outline evaluation section may be affected 

and subsequent retaking of the course will be required). 

Appeals for extensions of time limits must be made in writing to the instructor and approved in 

writing.  Reasons for requests must be significant and may require proof. 
 

Grade Appeal 

This policy outlines the governing procedures for student appeals of individual marks and final grades.  

If appealing a final grade, a student may focus on one or more individual assignments or assessments 

that they feel was not properly assessed.  Students have the right to appeal final grades when they 

believe the stated evaluation criterial for the course have not been properly or consistently applied; 

evaluation criteria were unclear or were not specified; the grade was assigned on a basis other than 

evaluation of the student’s required coursework or the final grade was miscalculated.  All parties to an 

appeal have the right to a timely, fair and equitable process for resolving concerns over grades. 

A concern with a grade should be resolved informally with the instructor where possible, and 

otherwise at the earliest possible step in the Grade Appeal Policy.  A mark or final grade may be 

raised, lowered or remain the same as the result of the appeal.  Students have the right to continue their 

studies while a grade appeal is in process, except where the student’s continued participation in a 

course or program would impede the learning or safety of the student or other parties.  A student who 

continues in any course or program that required prior completion of the course under review will be 

required to withdraw from the course or program should the grade appeal be unsuccessful. 

The Grade Appeals Process 

The student must first be given the opportunity to resolve a concern regarding the marking/grading of 

any course work or assessment returned by the instructor or any posted final grade through an informal 

resolution process with the Instructor. Grades are compared firstly to the attendance/marking sheet to 

eliminate input error.  If successful, the instructor will change the mark/final grade on the 

attendance/marking sheet in order to properly calculate the final grade.  This sheet would then be 

submitted to the Administrative Assistant to update the mark/grade on the Financial and Student 

Tracking System (FAST).   

If the student is dissatisfied with the results of the informal resolution, the student may then follow the 

steps outlined in the Dispute Resolution Policy, beginning with a written statement to the Practical 

Nurse Coordinator regarding the nature of the appeal, an appropriate rational for the appeal, a 
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summary of events that resulted in the appeal as well as the reasons why the mark/grade should be 

changed.  As part of the PNC’s investigation, he/she may have a Lead Instructor for the 

course/program review all submitted course work and assessments in order to provide a fair and 

impartial decision. 

 

Letter Grades / Official Transcripts 

Letter grades are also used in order to calculate the student’s GPA (Grade Point Average)   

Letter grade equivalents are: 

% Letter GPA  

90 – 100   A+ 4.33  

85 – 89 A 4.00  

80 – 84   A– 3.67  

76 – 79   B+ 3.33  

72 – 75 B 3.00  

68 – 71   B– 2.67  

64 – 67   C+ 2.33  

60 – 63 C 2.00 (2.00 + needed for graduation) 

0 – 59 Fail 0.00 (part of the GPA calculation) 

Each graduating student will receive one official original final transcript, two official duplicate 

transcripts and one official original diploma upon successful completion of his/her program.  

There will be a fee of $10 for every additional official duplicate transcript and $15 for every additional 

official duplicate diploma issued to a graduate. 

Hard copies of student records are kept for 7 years and electronic copies of transcripts, contract and 

diplomas are kept for 25 years.  Copies are also given to an external vendor 30 days after graduation 

who also keeps them for 25 years (in compliance with the Private Training Institutions Branch PTA 

bylaw requirements). 

 

Absenteeism Policy  

Time off from one of our programs is regulated by several sources, including (but not limited to):  

Student Services Branch, StudentAid BC, The Department of Human Resources and Skills 

Development Canada (HRSDC) or Services Canada, and the Private Training Institutions Branch 

(PTIB). 

Our PN policy on absenteeism is as follows: 

• When a PN student misses 7% - 9% of a course, he/she may be required to sign a Student 

Activity Notification (See also Satisfactory Progress/Probation). 

• When a student misses 7% - 9% for PN students of a program, they may be required to sign a 

Student Activity Notification (See also Satisfactory Progress/Probation). 

• When a student is absent from the College for a period of three consecutive calendar days 

without notifying the College of the reason for the absence, the student will be considered as 

having been dismissed from the course and will have to re-enter the level as soon as practical 

and possible.  If the absence is due to medical reasons, the student will provide a medical note 

explaining his/her absence, and there may be no charge for re-sitting. (See also Attendance 

Policy). 

• When a student has to miss school for more than ten consecutive days, or has absenteeism 

exceeding of the prescribed number of program hours, they will be treated as having been 

dismissed from the program.  Funding sources such as HRSDC/Services Canada, CIC or 
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StudentAid BC may have additional policies which apply.  This involves some paperwork, but 

does not prevent the student from returning and completing their program at a later date. 

• Students are expected to attend all clinical experiences on a full-time basis.  If a shift is 

missed, a valid reason, acceptable to Sprott Shaw College, must be demonstrated by the 

student.  This may include the provision of all appropriate documentation by the student.  

Students will be required to make up missed clinical shifts.  The PN / College Director will 

advise the student as to how and when this time is to be added to the student’s schedule.  

Students who miss clinical time may be subject to an additional administrative fee, payable in 

advance of the clinical hours. 

HCA policy on absenteeism is as follows: 

• When a student misses 15% - 19% of a course, he/she may be required to sign a Student 

Activity Notification (See also Satisfactory Progress/Probation). 

• When a student misses 15% - 19% for students of a program, they may be required to sign a 

Student Activity Notification (See also Satisfactory Progress/Probation). 

• When a student is absent from the College for a period of three consecutive calendar days 

without notifying the College of the reason for the absence, the student will be considered as 

having been dismissed from the course and will have to re-enter the level as soon as practical 

and possible.  If the absence is due to medical reasons, the student will provide a medical note 

explaining his/her absence, and there may be no charge for re-sitting. (See also Attendance 

Policy). 

• When a student has to miss school for more than ten consecutive days or has absenteeism 

exceeding of the prescribed number of program hours, we will treat the student as having been 

dismissed from the program.  Funding sources such as HRSDC/Services Canada, CIC or 

StudentAid BC may have additional policies which apply.  This involves some paper work but 

does not prevent the student from returning and completing their program at a later date. 

• Students are expected to attend all clinical experiences on a full-time basis.  If a shift is 

missed, a valid reason, acceptable to Sprott Shaw College, must be demonstrated by the 

student.  This may include the provision of all appropriate documentation by the student.  

Students will be required to make up missed clinical shifts.  The PN Coordinator or Instructor 

and College Director will advise the student as to how and when this time is to be added to the 

student’s schedule.  Students who miss clinical time may be subject to an additional 

administrative fee, payable in advance of the clinical hours. 

 

Leave of Absence Policy 

A Leave of Absence may be granted to students for the following reasons:  

• Maternity or parenting reasons 

• Medical and health reasons 

• Compassionate, family health reasons or family care 

• Personal reasons, including jury duty and English upgrading (Note:  English upgrading 

requires an interview with the Director before being approved to restart the program) 

Such a leave must be requested as soon as reasonably possible and may be granted for a period of up to 

three (3) months.  A Leave of Absence request shall be submitted to the Campus Director along with 

appropriate documentation.  Supporting documentation is required for parental leaves, medical/health 

leaves and compassionate leaves.  Examples of supporting documentation include forms completed by 

physicians, birth certificates, adoption papers, letters and any information that provides support for 

your request.  Sprott Shaw College may request documentation of a student’s readiness to resume 

studies. 



STUDENT HANDBOOK  16 
 

SPROTT SHAW COLLEGE  0320/HEALTHCARE STUDENTHANDBOOK  

Students who are granted such a leave shall have “Leave of Absence” recorded on their transcript.  No 

tuition fees or materials and supplies will be charged for the duration of the authorized leave.  During a 

Leave of Absence, a student maintains access to Sprott Shaw College email and other student services.  

Upon the student’s return, the Student Enrolment Contract will be amended to show the revised 

program end date. 

Normally, a student shall be in satisfactory standing when requesting a Leave of Absence, though 

exceptions may apply and shall be determined by the Campus Director. 

Sprott Shaw College shall apply a “withdrawn” status after three (3) months of approved Leave of 

Absence if the student has not returned to the College.  In the event that a student is deemed 

“withdrawn”, the Refund Policy will be calculated on the last date the student attended, rather than the 

date of the notice of dismissal. 

Terms and conditions vary among loan and bursary providers; student consultation with an advisor in 

Scholarships and Student Aid, Student Services, is recommended.  Student Loan funded students may 

not be eligible for a Leave of Absence if the requested temporary suspension of studies exceeds the 

terms and conditions of the funding body.  In that event, the student will have to withdraw and apply 

for readmission into their program. 

A Leave of Absence may also not be possible for certain regulated programs if it contravenes 

accreditation requirements or work experience placement limitations. Re-entry cannot be guaranteed, 

and it is based on location availability.  

International students are advised to contact their International Advisor regarding individual 

circumstances. 

If a student is “withdrawn” as a result of exceeding the three (3) month Leave of Absence or due to 

requirements of the funding body, re-admission will be considered on a case-by-case basis.  Students 

must submit a written letter to the Campus Director requesting re-admission.  The student will be 

responsible for payment of all fees relating to college up to and including the date of withdrawal in 

accordance with the Refund Policy.  Students may not be able to resume their program where they left.  

Please see HCA / PN / PNA LOU for reentry details. 

 

Inclement Weather 

Call the campus and check for updates on the automated voicemail system. 

Check the Sprott Shaw Website, Facebook and/or Twitter pages. 

Decisions about campus schedules are almost always made in the early morning before the 

campus opens. This allows for the most current weather information to factor into the decision. 

This information is communicated immediately, generally before 7:00 a.m., using the methods 

above. 

Please be aware that on occasion, morning classes being cancelled will not mean that 

afternoon classes will also be cancelled. Please check in with the campus by 11 am to see if the 

afternoon classes have also been cancelled. 

Any class cancellations will need to be made up with a lab which will ensure that students 

receive the number of hours required to have met the needs of regulatory bodies. It is 

understood that these inclement weather situations can often have regrettable implications, 

however the priority is always for student and staff safety.  

See more at:  https://sprottshaw.com/studentservices/my-sprott-shaw/unscheduled-school-

closures/ 

 

http://www.sprottshaw.com/campuses/
http://www.facebook.com/sprottshaw
http://twitter.com/sprottshaw
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Learning Contract 

A student in any Sprott Shaw program may be placed on a Learning Contract for the following 

reasons: 

• Academic concerns 

• Attendance 

• Attitude 

• Behaviour 

• Other (at the discretion of the Instructor or PN Coordinator and College Director) 

• Unsafe clinical practice  

Process: 

• Once an issue is identified, the student is to meet with the PN Coordinator or Instructor and 

Director (if needed). 

• The PN Coordinator consults with the Director and/or DON as needed for assistance in the 

process or may address the matter through the re-entry process. 

• The PN Coordinator or instructor formulates the Learning Contract, outlines the concerns to 

the Director and explains it to the student. 

• PN/HCA Learning Contracts must be done for all clinical issues.  

• The student is encouraged to add comments as necessary. 

• All parties must sign the contract. 

• If the student refuses they may be dismissed from the program and encouraged to follow the 

dispute resolution process. 

• Copies are retained by the student and the Instructor or PN Coordinator. A copy must be 

placed in the student file. 

 

Satisfactory Progress / Probation / Code of Conduct 

To remain in good standing, a student must maintain satisfactory progress during the length of the 

program of study.   

The criteria for satisfactory progress are as follows: 

• Within each program there are courses specifically related to needed knowledge and skills.  

Progress through a program is measured by successful completion of a series of course hours 

within each course.  (See Attendance Policies) 

• HCA students must maintain an average of 65% (GPA of 2.0). 

• HCA students must maintain an average of 65% to attend clinical practices 

• The PN/PNA programs require an average of 70% (See Grading Polices) 

• PN students must maintain an average of 70% to attend clinical practices. 

• Code of Conduct is within the professional expectations of the College (review reasons for 

dismissal). 

• If satisfactory progress is not maintained, the student is given a documented warning (learning 

contract is considered a documented warning).  If satisfactory progress is still not maintained, 

the student may be placed on probation for the remainder of the time in the program of studies 

in order to monitor the student’s progress more closely.  The Student Activity Notification is 

completed, and a copy given to the student.  If improvement is not shown, the College may 

reassess suitability for the program of studies, and/or dismiss the student.   

Conditions of Probation are as follows: 
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• All scheduled classes must be attended.  Missing one day of classes without backup 

documentation is cause for dismissal. 

• Student must sign in and out every day with the administrator. 

• All courses showing incomplete must be completed.  (deadline dates to be determined by the 

college director). 

• Code of Conduct expectations as outlined on the Student Activity Notification or Learning 

Contract must be met. 

 

Bullying, Harassment and Discrimination Policy 

Sprott Shaw College is committed to providing a working environment where all are treated with 

dignity, respect and in a fair manner. Everyone has the right to work in an atmosphere that is free from 

bullying, harassment and discrimination. 

Bullying and harassment and/or discrimination in our colleges is unacceptable and will not be 

tolerated.  All incidents of bullying and harassment and/or discrimination must be reported and will be 

taken seriously regardless of who the offender may be. Students at Sprott Shaw who engage in such 

behaviour will be subject to discipline or corrective action. 

Definitions 

“Discrimination” means discrimination based on a person’s sex, race, colour, ancestry, place of origin, 

political belief, religion, marital status, family status, physical or mental disability, sexual orientation, 

age, or criminal conviction which is unrelated to the person’s employment.  Discrimination includes 

sexual harassment, as defined below. 

“Bullying and Harassment” includes any inappropriate conduct or comment by a person towards 

another person that the person knew or reasonably ought to have known would cause that individual to 

be humiliated or intimidated, but excludes any reasonable action taken by a supervisor relating to the 

student. 

Examples of bullying and harassment include, but are not limited to, such things as: 

• words, gestures, actions or practical jokes, the natural consequence of which is to humiliate, 

ridicule, insult or degrade; 

• threats or intimidation; 

• cyber bullying 

• physical assault; or 

• persistent rudeness, taunting, malicious gossip, patronizing behaviour, vandalizing belongings 

or other conduct which adversely affects learning environment. 

Application of Policy 

This policy applies to all students of Sprott Shaw. 

Responsibilities of all Students 

All students of Sprott Shaw must:  

• not engage in the bullying and harassment of, or discrimination against other students;  

• report using the following procedures, if bullying, harassment and/or discrimination is 

observed or experienced;  

• apply and comply with this policy.  

Complaint/Report and Investigation Procedure 

Informal Resolution 

1. A student of Sprott Shaw who feels that he or she has been subject to, or who has observed, 

bullying and harassment and/or discrimination in our college (the “complainant”) is 

encouraged to begin by approaching the respondent, informing the respondent of their 
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discomfort with the behaviour, and asking the respondent to stop.  While this is often the 

simplest and most effective way to end the bullying and harassment and/or discrimination, the 

complainant is not obligated to confront the respondent. 

2. If the complainant does not wish to confront the respondent, the complainant may choose to 

report the bullying and harassment and/or discrimination in the workplace to their immediate 

supervisor or College Director and request that the supervisor and/or College Director deal 

with it informally.  

3. If the bullying and harassment and/or discrimination does not stop, or if the complainant does 

not feel comfortable approaching the respondent directly, the complainant may proceed to file 

a formal complaint or report. 

Formal Complaint or Report 

4. A student who feels that they have been subject to, or have observed, bullying and harassment 

and/or discrimination in our workplace, may file a formal complaint or report of their 

concerns.  A formal complaint must be made in writing as soon as possible, and should include 

the following: 

a) the name of the complainant; 

b) the name of the alleged offender (s); and 

c) details of the incident(s) complaint of, including dates, places, names of individuals 

involved or witnessing the incident(s), and any other relevant information.   

5. A formal complaint or report of bullying and harassment and/or discrimination may be made 

to any one of the following persons: 

a) to the complainant’s immediate supervisor or College Director unless it is not appropriate 

to do so in the circumstances (for example, where the supervisor or College Director is the 

subject of the complaint).  The supervisor or College Director that receives the complaint 

or report is required to promptly report the concern to the Regional Director so that an 

investigation into the complaint can be commenced; 

b) in circumstances where the complainant feels it inappropriate to make a report or 

complaint to their direct supervisor or College Director, they may make their report or 

complaint directly to the Regional Director who will initiate an investigation into the 

complaint or report. 

6. All complaints and reports will be taken seriously, and will be dealt with fairly and promptly. 

Investigation Procedure 

7. If the subject matter of a complaint or report fits within the definition of Bullying and 

Harassment and/or Discrimination it will be investigated. The investigation will be approached 

in an unbiased manner.  

8. Investigations will be conducted by the Regional Director their designate, which may include 

an external investigator. 

9. Both the complainant and the respondent are entitled to a fair hearing. The investigator will 

interview the complainant, the respondent, and any other witnesses the investigator believes 

may have information relevant to the complaint or report. The investigator will review any 

documents he or she considers relevant. The respondent will be given the details of the 

complaint or report, and will be provided with a reasonable opportunity to respond. 

10. All investigation proceedings will be documented and upon completion of the investigation, 

the assigned investigator will prepare a report of findings with recommendations.   

11. If a complaint or report is found to have merit, then appropriate remedial, corrective or 

disciplinary action will be taken. This action may include education and training or formal 

disciplinary or corrective action. 

12. If the investigation fails to find evidence in support of the complaint, there will be no 

documentation filed concerning the complaint.  
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Confidentiality 

13. Complaints and reports of bullying and harassment and/or discrimination involve confidential 

and sensitive matters. Confidentiality is required so those who may have experienced bullying 

and harassment and/or discrimination will feel free to come forward, and the reputations and 

interests of those accused are protected. 

14. All individuals involved in a bullying and harassment and/or discrimination complaint or 

report must maintain the confidentiality of any information they receive during the course of 

the investigation process. Any individual breaching confidentiality may be subject to 

disciplinary or corrective action. 

15. Subject to disclosure which is required by law or is necessary to investigate or resolve a 

complaint or report, Sprott Shaw will make every effort to keep confidential any information 

pertaining to the complaint.  

Retaliation 

16. Retaliation of any kind against a student of Sprott Shaw who, in good faith: 

a) files a complaint or report of bullying and harassment and/or discrimination; 

b) participates or cooperates in any investigation under this policy; or 

c) associates with a person who invoked this policy or participates in these procedures will 

not be tolerated. 

Frivolous Complaints or Reports 

17. Complaints or reports of bullying and harassment and/or discrimination are serious matters.  

Students of Sprott Shaw who are found to have made frivolous, vexatious, or malicious 

complaints of bullying and harassment and/or discrimination may be subject to disciplinary or 

corrective action. 
 

Substance Use Policy for Students 

Effective Date:  November 12, 2018 

Purpose of this Policy 

Sprott Shaw College (the “College”) is committed to providing an educational environment that is 

safe, healthy and comfortable for all students, staff, visitors and guests. The College recognizes that the 

use of Drugs, Tobacco, Vapour Products, alcohol, certain medications, and Impairment generally can 

have serious adverse effects on students and the learning environment. Accordingly, the College is 

committed to preventing substance use and Impairment on College Property, and at all times during 

School Hours. 

Scope of this Policy 

This Policy applies to all students of the College. 

The Policy 

The College strictly prohibits students from manufacturing, offering for sale, selling, distributing, 

consuming, or using Drugs or alcohol during School Hours, whether on or off College Property. 

The use of Drugs or alcohol while off College Property in circumstances such that a student is 

Impaired when they attend a College course, program, clinical placement, practicum, field trip, 

College-sponsored event, or volunteer activity whether on or off College property, is strictly 

prohibited.  

Students must be responsible with their use of Drugs or alcohol during the 24 hours preceding their 

attendance at a College course, program, clinical placement, practicum, field trip, College-sponsored 

event, or volunteer activity whether on or off College property, and must allow sufficient time for any 

Impairment resulting from their use of Drugs or alcohol to have fully resolved. 
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Students breaching this policy may be subject to discipline in accordance with the College’s Code of 

Conduct. 

Special Situations 

A. Medication 

Where a student is required to use medication (including but not limited to medical cannabis) pursuant 

to a valid prescription and in accordance with a physician’s directions, at a time, whether on or off of 

College Property, that could cause them to be Impaired during School Hours, they are required to 

adhere to the following: 

• the student must notify the Campus Director, prior to the student using the medication and 

attending during School Hours, or using the medication during School Hours, to permit a 

determination of whether the use of that medication can be accommodated; and 

• the student must provide medical confirmation authorizing the student’s use of the medication 

in order for the College to consider a request for accommodation. Any medical license or 

prescription relied on for the use of medical cannabis must be issued in accordance with the 

applicable statutory requirements. 

If a student uses medication in breach of this Policy, without the student first disclosing the student’s 

need to use such medication to a Campus Director, the student may be subject to discipline in 

accordance with the College’s Code of Conduct. 

B.   Addiction or Substance Use Disorder 

The College understands that certain individuals may develop an addiction or Substance Use Disorder 

related to their use or consumption of Drugs, alcohol, or medication, and that this may be defined as a 

disability.  

Where a student has or suspects they may have an addiction or Substance Use Disorder, and where that 

addiction or Substance Use Disorder does not render them unable to do so, they are required to notify 

the Campus Director prior to the student using Drugs, alcohol, or medication during School Hours, 

whether on or off of College Property, and prior to attending school Impaired. 

Where a student discloses an addiction or Substance Use disorder prior to breaching this Policy, the 

College will take reasonable steps to assist them in their recovery. No student who discloses an 

addiction or Substance Use Disorder prior to breaching this Policy will be disciplined because of the 

student’s disclosure or their involvement in a rehabilitation effort. 

If a student uses Drugs or alcohol in breach of this Policy without first disclosing their circumstances 

to a Campus Director, they may be subject to discipline in accordance with the College’s Code of 

Conduct. 

C.   Accommodation 

Where a student discloses their use of medication that could cause them to be Impaired during School 

hours or discloses an addiction or Substance Use Disorder in accordance with this Policy, the College 

will work with that individual to determine what, if any, accommodation could reasonably be provided 

to that individual. 

The provision of reasonable accommodation to persons with disabilities related to the use of 

medication that could cause them to be Impaired, or to persons with addiction or Substance Use 

Disorder, requires cooperation and collaboration between the individual requesting the accommodation 

and the College. Students requesting accommodation have a duty to facilitate a reasonable 

accommodation offered by the College. 

Tobacco Smoking and Vapour Products 

Students who wish to smoke Tobacco products or use Vapour Products must do so in the designated 

areas. Proper clean up and disposal is required. 
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Definitions 

• Drug(s): includes but is not limited to any substance which affects a person’s physical or 

mental capacity or functioning, which causes a marked change in consciousness, or which has 

a physiological effect when ingested or otherwise introduced into the body, and includes both 

legal and illegal forms of such substances, but does not include medications taken pursuant to 

a valid prescription, and in accordance with a physician’s directions.  

• Impaired or Impairment: a deterioration or diminishment of an individual’s physiological 

ability, functioning, judgment, or condition, and includes but is not limited to being unable to 

function as that individual does under normal or usual conditions, or safely because of 

intoxication by any substance. 

• Substance Use Disorder: means the conditions as defined in the Diagnostic and Statistical 

Manual of Mental Disorders, Fifth Edition (DSM-5) as amended from time to time and 

includes Cannabis Use Disorder. 

• College Property: includes but is not limited to all real or personal property, facilities, land, 

buildings, parking lots, equipment, containers, and vehicles, whether owned, leased or used by 

the College and wherever located. 

• School Hours: means the hours of the day when the College is open to students whether or not 

classes are in session and the student is present at the College, or any time a student is 

attending a College course, program, clinical placement, practicum, field trip, College-

sponsored event, or volunteer activity whether on or off College Property.  

• Tobacco: means tobacco leaves or products produced from tobacco in any form or for any use. 

• Vapour Products: means a solid, liquid or gas that, on being heated, produces a vapour for 

use in an e-cigarette, regardless of whether the solid, liquid or gas contains nicotine. 

 

Sexual Misconduct Policy 

Policy Statement 

All students and staff of Sprott Shaw College are entitled to study and work in an environment that is 

free from Sexual Misconduct.  The College considers Sexual Misconduct to be a serious violation of 

an individual’s fundamental rights.  Members of the College community who engage in Sexual 

Misconduct may be subject to a range of disciplinary measures, up to and including suspension, 

dismissal or expulsion from the College.  Members of the College community who experience and 

report Sexual Misconduct will be provided with support by the College and assistance with accessing 

additional support services both on and off the Campus. 

However, knowing what constitutes Sexual Misconduct is often difficult.  Freedom from misconduct 

and harassment does not mean that you will be protected from exposure to controversial material and 

ideas, nor does it mean that every encounter you have at Sprott Shaw College will be agreeable.  Sprott 

Shaw College is a place of learning in which the free exchange of information, ideas and perspectives 

are valued and encouraged.  The legitimate study of topics of a sexual nature within the College’s 

curriculum is not considered Sexual Misconduct. 

Scope 

This Policy applies to all members of the Sprott Shaw College community, which includes students, 

employees, guests and visitors.  The Policy is intended to address and eliminate Sexual Misconduct 

which occurs within the context of Sprott Shaw College and activities and which interferes with an 

individual’s employment or studies at the College.  Behaviour which occurs separate from any 

College-related activities and which is unrelated to an individual’s employment or studies at the 

College is not covered by this Policy. 
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This Policy is not intended to be used in situations where Sexual Misconduct is of a violent nature.  In 

the event of violent incidents, law enforcement authorities will be contacted, and support will be 

provided to the victim.  The College does reserve the right to investigate and take appropriate steps in 

the event of violent situations, if necessary to protect the safety of the College community. 

Notwithstanding the existence of this Policy, every individual has the right to pursue other courses of 

action, even when steps are taken under this Policy.  The College reserves the right to suspend the 

processing of complaints when alternate routes are being pursued by the Complainant. 

Definitions 

Consent: The voluntary agreement to engage in the sexual activity in question and to continue to 

engage in the activity.  Voluntary agreement to engage in the activity or to continue to engage in the 

activity must be communicated through words or conduct, and can be revoked at any time.  No consent 

is obtained where a person is incapable of consenting, for example, by intoxication or where a person 

is induced to engage in the activity by someone abusing a position of trust, power or authority. 

Sexual Misconduct:  To constitute Sexual Misconduct, behaviour may be a single serious incident or 

may be repeated or persistent behaviour.  Sexual Misconduct is any form of sexual contact without a 

person’s consent, including the threat of sexual contact without consent.  Sexual Misconduct may 

include one or more of the following: 

• Sexual assault 

• Sexual exploitation 

• Sexual harassment 

• Criminal harassment (Stalking) 

• Indecent exposure 

• Voyeurism 

• The distribution of a sexually explicit photograph or video of a person to one or more persons 

other than the person in the photograph or video without the consent of the person in the 

photograph or video and with the intent to distress the person in the photograph or video 

• The attempt to commit an act of sexual misconduct 

• The threat to commit an act of sexual misconduct 

Sexual Harassment:  Sexual harassment refers to unwanted communications or actions that are sexual 

in nature, and are offensive, intimidating or humiliating.  It can take many forms including verbal, 

written or visual.  Sexual harassment may include any of or all of the following conditions: 

• Conduct or comment of a sexual nature made by a person who knows or ought to reasonably 

know that such conduct or comment is unwanted or unwelcome 

• Expressed or implied promise or a reward for complying with a request of a sexual nature 

• Actual reprisal or an expressed or implied threat of reprisal or refusal to comply with a request 

of a sexual nature 

• Actual denial of an opportunity or an expressed or implied threat of denial of opportunity for 

refusal to comply with such a request 

• The conduct or comment is intended to, or has the effect of, creating an intimidating or hostile 

environment 

• Differential treatment of a former or current intimate partner where a power relationship exists 

• Examples of sexual harassment include, but are not limited, to the following 

▪ Remarks or innuendos regarding an individual’s appearance, clothing or sexual life 

▪ Unwelcome questions or sharing a personal information regarding a person’s marital 

status, sexuality, sexual activity, sexual orientation, or gender/transgender issues 

▪ Persistent, unwelcome sexual flirtations, advances, propositions, invitations or requests 
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▪ Sexually suggestive, obscene or degrading comments or gestures 

▪ Displaying or circulating sexually graphic or derogatory pictures or written materials  

▪ Use of online activities such as email, text messaging or social networking to initiate or 

participate in any of the above behaviours 

▪ Leering, ogling or sexually oriented gestures 

▪ Inappropriate and unnecessary touching 

Sexual Assault:  Sexual assault is any form of sexual contact that occurs without any freely given 

consent.  Sexual assault includes any form sexual contact where consent has not been given (i.e. non-

consensual touching that is sexual in nature, forced penetration).  Sexual assault includes date rape or 

acquaintance rape, which happens between acquaintances, friends or between people who are dating. 

There are three levels of sexual assault in the Criminal Code of Canada. 

• Level 1:  any forced sexual contact without bodily harm 

• Level 2:  forced sexual contact causing or threatening to cause bodily harm or using a weapon 

(imitation or real) 

• Level 3:  forced sexual contact that causes aggravated bodily harm or endangers the life of the 

victim or others 

Criminal Harassment (Stalking):  Criminal harassment, which includes stalking, is prohibited by the 

Criminal Code of Canada.  Criminal harassment prohibits deliberate conduct that is psychologically 

harmful to others.  For stalking to be criminal harassment, here’s what’s required: 

A person does one or more of the following things: 

• repeatedly follow you, or anyone you know 

• repeatedly communicate with you, or anyone you know, directly or indirectly 

• repeatedly watch you, or anyone you know, or lurk around your home, workplace, or any other 

place you happen to be 

• engage in any threatening conduct directed at you or a member of your family 

• The person knows that their conduct is harassing you or they are reckless about whether their 

conduct is harassing you.  Reckless means they know their conduct may harass you, but they 

don’t care 

• The person’s conduct causes you to reasonably fear for your safety or the safety of someone 

you know.  Your fear has to be reasonable.  The person does not have to realize that their 

conduct is scaring you for it to be criminal harassment. 

A person can be stalking even if they don’t physically hurt anyone or damage any property.  The law is 

designed to protect psychological, emotional, and physical safety.  Stalking may start with conduct that 

seems more annoying than dangerous.  Often, the conduct is legal and even socially acceptable, if it’s 

just an isolated incident.  But when it’s repeated, it may scare the victim.  Conduct such as following 

someone, or sending gifts or letters, may become intimidating if done continually and against the 

person’s wishes. 

Sexual Exploitation:  Sexual exploitation is the sexual abuse of children and youth through the 

exchange of sex or sexual acts for drugs, food, shelter, protection, other basics of life, and/or money.  

Sexual exploitation includes involving children and youth in creating pornography and sexually 

explicit websites. 

Jurisdiction 

The Sprott Shaw College Sexual Violence and Misconduct Policy will be triggered if all of following 

criteria are met: 

• Both of the parties (the Complainant and the Respondent) are students, employees, guests or 

visitors 

• The last incident of alleged misconduct occurred within the preceding six (6) months 
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• The behaviour occurred in the context of a College related activity (e.g. on Sprott Shaw 

property or at a Sprott Shaw sponsored event) 

• The behaviour, if true, would constitute a contravention of the Policy by meeting a definition 

of Sexual Misconduct as stated in the policy 

Procedural Fairness 

The College will deal with allegations of Sexual Misconduct in a procedurally fair, unbiased and 

timely manner.  Complainants and Respondents shall be advised of the procedures available to them 

and will be provided with a copy of this Policy. 

The Parties shall be advised of the allegations and responses of both the Complainant and Respondent 

and shall be accorded reasonable opportunity to provide comments in support or defense of their own 

positions.  Both the Complainant and Respondent have a reasonable right to respond to any 

information gathered during the investigation that will be utilized in determining a finding of 

Misconduct/Harassment or No-Misconduct/Harassment. 

For a complaint to be considered under this Policy, it must be submitted within six (6) months of the 

date of the last alleged incident of Sexual Misconduct.  The Regional Director may consider an 

extension to file a complaint past the six (6) month limit, if reasonable grounds for such an extension 

exist in extenuating circumstances.  

Disclosure and Reporting Options 

Complainants have the following disclosure and reporting options, available both on and off campus, 

and may choose any of these options or any combination of the available options.   

• No Report:  The Complainant may wish to disclose sexual violence in order to seek emotional 

support, medical support, or advocacy, but may not want to report to police or other campus 

authorities.  Subject to certain limited exceptions, this decision should be respected, and the 

Complainant should still be offered support services.   

• Report to Police:  The Complainant may wish to make a police statement, which would 

generally be followed by a criminal investigation.  An appointed campus employee can 

accompany the Complainant if requested or the College can contact a community-based victim 

support worker to support and accompany the Complainant. 

• Third Party Report to Police via Community Victim Service Agency:  The Complainant may 

wish to make an anonymous Third-Party Report through a community-based victim support 

worker; reports are sent to police by an intermediary agency and provide detailed information 

about the incident and the Respondent, but do not include the name or contact information of 

the Complainant.  A Third-Party Report is not in and of itself a police investigation; it is an 

option of last resort for the Complainant who would not otherwise provide information to the 

police but who may want to access support and let the police know of a sexual predator in 

order to protect others. 

• Medical Assistance / Forensic Medical Exam:  it is advisable for anyone who has 

experienced a sexual assault to seek medical attention to address possible physical injury, 

pregnancy and/or sexually transmitted infections.  The Complainant will be referred to the 

nearest hospital and to be connected with a sexual assault response worker or advocate who 

can provide support and can accompany her/him to the hospital.  The Complainant will be 

informed of the need to collect any forensic samples while he/she decides whether or not to 

report the sexual assault to police.  Forensic samples can be collected and stored for up to one 

year while the Complainant decides whether or not to speak with the police. 

• Formal Complaint to College:  The Complainant may wish to make a formal report to the 

College, precipitating the College Sexual Misconduct process if either the Complainant or 

Respondent is a student, staff, visitor or guest to the College.  The Complaint Procedure 

process is outlined below. 
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Interim Relief 

The College or Authorized Representative may take whatever interim measures they deem necessary 

to protect the College community, pending the completion of an investigation into a Sexual 

Misconduct complaint.  Such measures may include, but are not limited to: 

• No-contact between the Complainant, Respondent, Witnesses or other parties 

• Ordering the Complainant, Respondent, Witnesses or other parties to cease and desist from 

engaging in a particular type of behaviour 

• Restricting access to a specific campus or specific areas of campus 

• Suspending one or both of the Parties from the College pending investigation 

• Reassignment of supervision/assessment duties in cases where the Respondent is an instructor 

or employee 

Specific conditions to be included in the interim provisions will be dependent upon the circumstances 

of each case and the level of risk to the Complainant.  All parties will be advised that the interim 

protection provisions, implemented by the College, are not to be confused with a legal protection order 

obtained through the Criminal Justice System. 

Confidentiality and Anonymity 

Allegations of Sexual Misconduct may require the disclosure of sensitive and personal information, 

which is protected from unauthorized disclosure by applicable privacy legislation.  In order to 

encourage persons who have been subject to Sexual Misconduct to come forward, and to protect the 

rights and reputations of the Complainant and the Respondent throughout the investigation process, the 

College will attempt to ensure that confidentiality is maintained except where disclosure is necessary 

for the purposes of investigating and resolving the complaint or where required by law. 

Confidentiality must, however, be distinguished from anonymity.  If a Complainant wishes to proceed 

with a Formal Investigation by the College, procedural fairness requires that the Respondent be made 

aware of the nature of the complaint, including the identity of the Complainant. 

All parties and witnesses to a complaint will endeavor to maintain confidentiality throughout the 

Formal Investigation procedures.  Investigators will stress the confidentiality of the investigation with 

all persons involved in the process, including the Complainant, Respondent and Witnesses.  

Individuals involved in the investigation process who are found to have breached confidentiality may 

be subject to discipline. 

The limits to confidentiality will be outlined to the Complainant as soon as possible after disclosure.  

The Complainant will be advised that privacy rights are not absolute, and the College may be required 

to take immediate action, such as contacting the police, in relation to a disclosure of Sexual 

Misconduct or violence in the following circumstances: 

• There are reasonable grounds to believe that others in the College community may be at 

significant risk or harm based on the information provided 

• An individual is at imminent risk of severe or life-threatening self-harm 

• An individual is at imminent risk of harming another person 

• There is a legal requirement to report 

• There is a requirement to comply with a court order for release of information 

The College has the authority to make the decision to release information without consent in the above 

circumstances.  If a decision is made to release information without consent, only information relevant 

to the health or safety concern in question will be released.  The Complainant will be informed of any 

decision to release personal information. 

Subject to the exceptions listed above, consent from the Respondent would be required before this 

information could be disclosed further by the person receiving the disclosure or report.  Provincial 

privacy laws allow such information to be shared without consent in the following circumstances: 
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• If there are compelling circumstances that affect anyone’s health or safety 

• To assist in an investigation or in deciding to start an investigation 

• If the disclosure is for the purposes for which the information was originally collected, and the 

disclosure is necessary for these purposes 

In some instances, the College may need to alert the College community to incidents or potential 

threats by sexual predators.  These alerts will be communicated in multiple formats and media to 

ensure accessibility by all members of the College community.  The alerts will not identify the 

Complainant but will include the following information: 

• Date and time that the disclosure or report was made 

• The College employee to whom the disclosure or report was made 

• Date and time that the incident occurred 

• Location where the incident occurred 

• Information about the incident 

• Non-identifying information about the perpetrator (i.e. gender, approximate age, ethnicity, 

height, weight, hair colour, eye colour, what the perpetrator was wearing, distinguishing 

marks) 

• Information on how to access support services 

Complaint Procedure 

Initial Consultation:  Campus Director 

A member of the College community who feels they have experienced or witnessed Sexual 

Misconduct and is considering a complaint process is encouraged to discuss the matter with the 

Campus Director.  The Campus Director will engage in a confidential discussion regarding the 

Complainant's options, and provide the Complainant with information and guidance regarding: 

• Whether the behaviour(s) in question may fall within the definition(s) of Sexual Misconduct 

under this Policy 

• Possible procedures and options available to the Complainant under this Policy or under 

alternate Policy or process (as appropriate) 

• Where a Complainant wishes to pursue a formal complaint, he/she will be referred to the 

appropriate individual as provided in the Policy 

• Available support for the Complainant both on and off campus 

The Campus Director does not determine whether behaviours are Sexual Misconduct; the Campus 

Director only confirms that behaviours as described by the Complainant may constitute Sexual 

Misconduct.  Only a Formal Investigation can determine whether Sexual Misconduct has taken place. 

The Campus Director works with the Complainant, providing options for the Complainant to deal with 

presented behaviours. 

The Campus Director will maintain confidentiality of this discussion.  However, if the Complainant 

claims that the Sexual Misconduct involves violence, the Campus Director must report the situation to 

the Regional Director who will investigate and may encourage the Complainant to report the situation 

to the police, following one of the reporting options set out above.  A Complainant is not precluded 

from reporting to police if they have reported the Complaint to the College. 

If the Complainant, after initial consultation, wishes to proceed to a formal complaint of Sexual 

Misconduct under the Policy, the Campus Director may provide advice on the necessary elements for a 

Request for Formal Investigation. 

Informal Resolution 

If a Complainant wishes to pursue further actions after an initial consultation with the Campus Director 

and the Misconduct and/or harassment behaviours are subject to process under this policy, they may 



STUDENT HANDBOOK  28 
 

SPROTT SHAW COLLEGE  0320/HEALTHCARE STUDENTHANDBOOK  

first seek Informal Resolution.  Informal Resolution is not mandatory and may not be appropriate for 

all manner of Sexual Misconduct.  The Complainant may choose to proceed immediately to Formal 

Resolution. 

If the behaviours are student-to-student and classroom based, the Complainant may request that the 

Instructor or Campus Director intervene to address the Misconduct or harassment behaviours and act 

as appropriate to the situation. 

Where Misconduct or harassment behaviours are not student-to-student/ classroom based or faculty 

intervention is not appropriate or possible, the Complainant may seek Informal Resolution through the 

Regional Director.  When a Regional Director receives a verbal or written complaint of Sexual 

Misconduct, he/she will follow-up on such allegations in a timely manner including informing the 

Respondent of the Complaint and providing a copy of this Policy.  Such follow-up may involve 

attempting to facilitate a mutually agreed-to resolution between the Complainant and Respondent, 

applying appropriate College Policy or procedures, and/or taking appropriate preventative, disciplinary 

or remedial measures. Disciplinary actions may include but are not limited to: 

• Warning or reprimand 

• Referral to educational or psychological services; 

• Restricted/no access to specific areas of the College or to a specific campus 

• Suspension/expulsion from specific classes and/or from the College 

Where the complaint is against a Campus Director the request for Informal Resolution would be 

directed to a Regional Director.  Where the complaint is against a Regional Director the request for 

Informal Resolution would be directed to the Executive Vice President.  Where the complaint is 

against an Executive Vice President the request for Informal Resolution would be directed to the 

College President.  Where the complaint is against the College President the request for Informal 

Resolution would be directed to the Chair of the CIBT Education Group. 

Where such complaints involve a College employee, the Campus Director will consult with the 

Regional Director. 

Where the Regional Director determines that the Investigation of the allegations of Sexual Misconduct 

may result in serious consequences for the College, they will consult with the Executive Vice President 

to determine if the complaint resolution process should move directly to a Formal Investigation. 

1. Formal Investigation 

Where the Complainant wishes to pursue Formal Investigation and both Complainant and 

Respondent are students, the Complainant must submit a written and signed request for Formal 

Investigation, to the Regional Director.  Where the complaint involves a College employee as 

Complainant or Respondent, a written and signed request for Formal Investigation must be 

submitted to the Campus Director.  Where the complaint is against a Campus Director the 

request for Formal Investigation would be directed to a Regional Director.  Where the 

complaint is against a Regional Director the request for Formal Investigation would be 

directed to the Executive Vice President.  Where the complaint is against an Executive Vice 

President the request for Formal Investigation would be directed to the College President.  

Where the complaint is against the College President the request for Formal Investigation 

would be directed to the Chair of the CIBT Education Group.   

Where the Complaint is against the Campus Director, Regional Director or Executive Vice 

President, the Request for Formal Investigation will be submitted to the College President who 

will name a designate to fulfill the role of initiating an investigation as described below. 

▪ The Campus Director, Regional Director or Executive Vice President will review the 

merits of any complaint that falls under the provisions of this Policy and determine that it 

falls under the provisions of this Policy and make arrangements for Formal Investigation, 

including whether an Internal or External Investigator should be appointed.   
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▪ Where the complaint moves to Formal Investigation under College Policy, an Investigator 

will be appointed.  Every effort will be made to do this within five (5) working days of the 

complaint being received by the Regional Director, Executive Vice President or College 

President. 

The appointed Investigator will ensure that both the Complainant and the Respondent are 

aware that a Formal Investigation has commenced, and that each has a copy of the Sexual 

Violence and Sexual Misconduct Policy. 

The Investigator will receive information from the Complainant, the Respondent, and any 

other individuals whom the Investigator believes may have information relevant to the 

complaint. 

Information may be received through written documentation, and/or interviews.  The 

Investigator will ensure that both the Complainant and the Respondent are aware of the 

positions of the other, and of any allegations made against them, and are given a reasonable 

opportunity to respond. 

Where an Investigator conducts interviews, the Complainant and the Respondent may request 

that a support person be present.  This person will act as an observer/support and will not 

participate in the proceedings.  An interpreter for either or both the Complainant and 

Respondent (where either or both parties have English as a second language) may be provided 

by the Investigator. 

After completion of the investigation, and within ten working days, the Investigator will 

complete a written report, including a copy of the written complaint and findings of fact, and 

submit the report to the College President.  The report will state a positive or null Finding of 

Misconduct/Harassment based on the balance of probabilities and may include 

recommendations for resolution of the complaint and/or for remedial or disciplinary action. 

The College reserves the right to initiate an independent investigation of Sexual Misconduct if 

sufficient cause has been demonstrated to warrant such action. 

2. Formal Decision 

After reviewing the Report of the Investigator, the College President will make decision(s) on 

findings of Sexual Misconduct and on appropriate actions in the circumstances. 

The President's decision will be rendered, in writing, to the Complainant and Respondent as 

soon as possible but in any case, within ten (10) working days of the receipt of the report of 

the Investigation.  The President will provide a summary of the findings of the Investigator 

with his/her decision to the Complainant and the Respondent. 

Where the President finds that Sexual Misconduct has occurred, disciplinary decisions may 

include, but are not limited to: 

▪ Warning or reprimand 

▪ Referral to educational or psychological services 

▪ Restricted/no access to specific areas of the College or to a specific campus 

▪ Suspension/expulsion from specific classes and/or from the College 

▪ Disciplinary action up to, and including, termination of employment 

Where the President finds that Sexual Misconduct has occurred, the College will endeavor to 

protect the Complainant from any subsequent harassment, discrimination or reprisal, within 

the College's jurisdiction. 

Where the President finds that the complaint was frivolous, vexatious or vindictive in nature, 

they may take appropriate disciplinary action against the Complainant. 
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A copy of the Investigative Report and the President's decisions will be placed in a 

confidential file maintained by the Office of the President for a period of five years. 

In addition to disciplinary outcomes the President may require further action including 

workshops and/or mediation for the employees/students in the learning or workplace 

environment affected by the complaint and/or investigation, changes to College 

practices/procedures that may be deemed to be discriminatory, or other proactive steps to 

ameliorate existing conditions. 

3. Appeal 

If the Complainant or Respondent feels that appropriate process was not followed or that this 

Policy was incorrectly applied, they may appeal the decisions of the College President to the 

Chair of the CIBT Education Group.  The appeal must be submitted in writing within ten (10) 

days of the decision being received by the Complainant/Respondent and must provide specific 

grounds for the appeal, describing how the Policy was incorrectly applied and/or due process 

was not followed.  The appeal will deal with appropriateness of process or disciplinary 

decisions and will not reconsider the original complaint. 

If the College President's decision results in disciplinary action against a College employee, 

that employee shall have access to appropriate College appeal processes. 

Training and Education 

The College will ensure that Sexual Misconduct education and training, including prevention, 

responding to disclosures, bystander intervention and making effective referrals to local community-

based response services, is provided to Campus Directors, Regional Directors, the Executive Vice 

President, the College President, appointed Investigators and all potential first responders. 

The College will initiate and maintain a program to ensure that members of the College community are 

made aware of this Policy, are educated on the scope of Sexual Misconduct and that information and 

materials regarding sexual health, safety and community-based resources are displayed and made 

readily available to members of the campus community. 

 

Dismissals / Code of Conduct 

Students who violate the Attendance Policy and/or Code of Conduct Policy will be subjected to the 

dismissal criteria and procedures outlined below.  Students may appeal the dismissal by adhering to the 

process set out in the Dispute Resolution Policy. 

Sprott Shaw College is committed to taking all reasonable steps to ensure that students have the 

opportunity to complete their programs successfully.  As part of this commitment, the College 

maintains a safe, professional and productive learning environment, safeguarding fair and equitable 

treatment of students and staff.  We expect students to act in a mature, professional and respectful 

manner at all times.  Students who do not support the academic and ethical goals of the College may 

be subjected to penalties, up to and including dismissal. 

Safe Practice and Professional Conduct 

The College reserves the right to discipline, suspend or dismiss any student whose conduct is 

detrimental to the safety and integrity of the learning environment or is a risk to the safety or well-

being of other students, staff, visitors and guests. 

• It is the professional responsibility of every student to report unethical behaviour 

• See Clinical / Practicum / Work Experience 

• PN students must meet the Requisite Skills and Abilities (www.bccnp.ca) in order to provide 

safe, competent and ethical nursing care. 

o Cognitive 

http://www.bccnp.ca/
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o Communication 

o Interpersonal  

o Behavioral 

o Sensory Perceptual 

o Physical 

o Environmental 

• It is the responsibility of the student to disclose any changes in the above that may affect the 

safety of the student or the public. An updated Physician’s Waiver may be required. 

• PN students must adhere to the Professional Standards as required by the BC College of 

Professional Nurses (BCCNP) that reflect the values of the nursing profession and represent 

the criteria that BCCNP uses to measure LPN practice in BC. 

o Responsibility and Accountability 

o Competency-Based Practice 

o Client-Focused Provision of Services  

o Ethical Practice 

• HCA students are expected to demonstrate professional behavior with the goal of preparing 

grads for success in today’s workforce. The following areas will be evaluated according to the 

HCA Program: Provincial Curriculum 2015 Supplement – 2nd edition. 

o Section 1-Appropriate Behaviour includes: Attitude, Appearance, 

Integrity and Technology  

o Section 2-Respect for Self and Others includes: Communication 

(Verbal/Non-Verbal), Communication (Written, including social media), 

Nonjudgmental, Caring, and Team Player  

o Section 3-Commitment includes: Time Management, Adaptability, and 

Stress Management  

o Section 4 - Competence includes: Accountability, Continuous Learning 

and Problem Solving  

Following is a list of actions that may constitute disciplinary steps being taken and/or dismissal from 

the College.  This list is not meant to be necessarily progressive or exhaustive and the College reserves 

the right to review each situation on a case-by-case basis and respond accordingly. 

• Academic dishonesty.  Academic dishonesty includes, but is not limited to, any word, action 

or deed performed alone, or with others, for the intent of providing an unfair advantage or 

benefit to self or other students, including: 

▪ Cheating 

▪ Plagiarism 

▪ Unapproved collaboration 

▪ Alteration of records 

▪ Bribery 

▪ Lying 

▪ Misrepresentation 

▪ Use of aids which have not been expressly permitted 

▪ The use of technologies for audio and video recording of lectures and other classroom 

activities is allowed only with the express permission of the instructor and after all other 

classroom participants, including other students, have been informed.  In cases where 

recordings are allowed, such content is restricted to personal use only unless permission is 

expressly granted in writing by the instructor and by all other classroom participants, 

including other students. Personal use is defined as use by an individual student for the 

purpose of studying. When students have permission for personal use of recordings, they 
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must still obtain written permission from the instructor to share recordings with others. 

Recording of unscheduled or non-classroom activities including, but not restricted to, 

meetings with faculty and College administration are not permitted 

▪ Theft or solicitation of another student’s assignment or papers, administered tests or other 

academic work and/or material 

▪ Intentionally helping or attempting to help another student to commit any act or academic 

dishonesty 

▪ The use of cell phones for social media or entertainment purposes in the practice education 

setting. 

Note:  By signing this Student Handbook it is acknowledged that the student has read and understands 

the above statements regarding cheating and its consequences.  It will constitute an agreement to not 

engage in cheating behaviour or behaviour that is viewed as suspicious of cheating.  It is also 

acknowledged that the student will follow specific instructions regarding what not to bring into the 

classroom during examinations or exam reviews (i.e. books, bags, food, drinks, cell phones, etc.) and 

agreeing to leave all electronic devices, including cell phones, at the front of the classroom during 

examinations and exam reviews.  The consequences of cheating, including behaviour that is viewed as 

suspicious are serious and may include: 

• Being given a fail result on the assessment, assignment, project or a required marked work 

• Having a complaint filed  

• Being dismissed from the program 

• Having a civil lawsuit filed  

• Outstanding Fees.  Failure to pay tuition or other fees due to the College is considered to be 

grounds for expulsion, and students who fail to remit outstanding fees may be expelled after 

written warning has been provided by the Campus and the student fails to comply with the 

stated parameters on the Student Enrolment Agreement 

• Excessive tardiness and/or absenteeism as set out in the Attendance and Absenteeism Policy 

• Failure to maintain adequate academic progress 

• Failure to follow College policies 

• Engage in disruptive behaviours – i.e. bullying, harassment, discrimination and disorderly 

conduct – which includes physical or verbal abuse of another person; abusive, indecent, 

profane or vulgar language, obscene actions; threats; and/or disrespect for the rights and 

privileges of others; or hinders the learning environment 

• Flagrant disrespect directed toward the College, its staff, its instructors, or other students 

• Deliberate destruction; theft of property belonging to another; weapon violation 

• Intoxication or substance abuse 

• Possession of drugs or alcohol on the College premise 

• Have on their person a weapon or look-alike weapon or any device or instrument used to 

intimidate, threaten or inflict harm while on College property (please note that the Kirpan is 

recognized as a religious symbol) 

• Conduct that endangers the health, well-being or safety of other students, employees, visitors 

and guests, on or off campus on college related activities 

• Violation of Acceptable Use Policy 

• Misuse of school property, including damage, misuse, theft or otherwise use the property in a 

way that is prohibited.  Restitution may be required. 

Dismissal Procedures 

The steps prior to dismissal are, depending upon the severity and nature of the situation, unless 

otherwise specified, the College may take intermediate steps at its discretion including: 
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1. Verbal warning 

2. Written warning – Student Activity Notification or Learning Contract 

3. Probation 

This list is not meant to be necessarily progressive or exhaustive and the College reserves the right to 

review each situation on a case-by-case basis and respond accordingly.  If the Campus Director 

determines there is a risk to health, safety and/or integrity and productivity of the learning environment 

is at risk the appropriate action will be taken, including the option of immediate dismissal. 

Students who are expelled for any reason will be notified in writing, either hand delivered or by 

registered mail with return receipt.  The College is not responsible for non-delivery by registered mail 

if the student has not provided a valid home address where the student currently resides.  The 

notification will contain a description of the basis for dismissal and the effective date. 

In the event the student wishes to appeal the dismissal, probation or dismissal, the student may do so 

by following the Dispute Resolution Policy. 

 

Withdrawal / Re-entry 

If a student chooses to voluntarily withdraw from a program  

• it must be in writing and given to the director of the college stating the reason for withdrawal 

(e.g. financial, personal problems, and visa refusal). 

• a meeting with the director will be arranged to discuss possible solutions to enable the student 

to stay in the program or to discuss the results of this decision if the withdrawal takes place. 

• a Student Activity Notification will be filled out stating the last date of attendance and 

arranging an Exit interview with the ESS (if necessary, student loan repayment procedures will 

be given). 

• a final account balance will be given within the week and payment plans put into place with 

the FA if necessary. 

The process of withdrawal involves the following: 

• Calculation of charges as per the tuition fees and refund policy section as stated on page 3 of 

the student enrolment contract. 

• Notification to Student Services (both Canada Student Loan and StudentAid BC) that the 

student has withdrawn. 

• Notification to HRSDC/Services Canada if the student is on E.I. or is funded through them. 

• Notification to other funding agencies if applicable. 

• Sending any refund due to the financial institution that provided the students funding (if 

applicable). 

Upon returning or re-entry, which is not guaranteed but includes the following: 

• provided the program is still offered; 

• the program content has not changed more than 15% and it is less than two years from last 

date of attendance), (PN = 1 year, HCA = 2 years) the student will: 

▪ Be granted credit for all courses successfully completed to date. 

▪ Be advised of any additional updating needed (for example:  CPR-First Aid or CRC). 

▪ Have any monies paid previously during the withdrawal applied to your program 

completion (i.e. while there will be no penalty for restarting the program, an administrative 

fee of $100 will be necessary and fee adjustments may apply). 

▪ Have any course or assessment re-sitting fees apply where applicable according to Sprott 

Shaw policies. 

▪ Be given a new schedule or a new contract indicating your new finish date. 
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▪ Although Sprott Shaw encourages students to return, the applicant may be required to 

demonstrate competencies and meet current pre-requisites. 

▪ Due to the complicated nature of class scheduling, any time a course has to be re-taken, 

Sprott Shaw cannot guarantee that upon return that the student will be able to have 

continuous courses available.  That is, there may be some time when the particular classes 

are not being offered.  Sprott Shaw will make a best effort to accommodate the needs and 

may suggest that student complete some courses at another Sprott Shaw location. 

 

PN Student Re-Entry Process 

General Information: 

• Students may re-enter a program only at the discretion of the College Director; re-entry is 

not guaranteed. 

• Students must fill out the “Application for Re-Entry” and submit it to the PN Coordinator 

when they are ready to re-enter the program. 

• The PN Coordinator, in consultation with the College Director, will review the application 

and formulate re-entry recommendations (if applicable) or deny re-entry. 

• The PN Coordinators will follow the policies, procedures and guidelines developed for the 

re-entry process. 

• All recommendations will be forwarded to the Director of Nursing and Healthcare for 

record keeping/review purposes. 

• If the student does not accept the recommendations resulting from the re-entry process, 

they will be instructed to initiate an appeal with Director of Nursing and Healthcare.  

• The returning student’s file must be re-evaluated as pre-requisites may have expired (CPR, 

Immunizations, Criminal Record Check, Physician’s waiver etc.). 

• The student’s financial viability must be re-evaluated prior to re-entering the program. 

• The fee for re-sitting the program will be prorated on a weekly basis per college policy. 

 

Guidelines for Re-Entry: 

• Students are only permitted to re-sit one course in the PN Program. Failure of a 2nd course, 

after the first re-entry, will result in dismissal from the PN Program and will not be 

allowed re-entry. Due to the conditions of this, the PNC may make auditing some courses 

or levels a condition of re-entry to ensure a successful re-entry. 

• A student re-entering the program within a one-year period will return on the same 

standing in all successful courses, as at the time of their withdrawal. 

• Students may not re-enter a program if their reason for dismissal was due to serious 

misconduct (abusive behavior, theft, plagiarism, cheating, and breach of confidentiality 

and/or misrepresentation). 

• Students may apply to re-enter the program within 1 year of their withdrawal. After a one-

year absence from the program students will not be permitted re-enter the program but 

may submit a new application for admission. 

• Student must meet the current requirements of the PN and/or HCA program prior to re-

entry. 

• Regardless of other requirements, all students who re-enter a program will be required to 

complete the Integrated Nursing Practice (INP) course of the level they enter prior to 

attending the clinical experience. Students re-entering the program may be required or 

given a recommendation to audit courses or levels in a semester.  
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• For HCA students, no more than 3 months should elapse between the completion of lab 

skills coursework and the start of practice education. 

• For HCA students in cases where more than 3 months has elapsed, students will be 

required to re-take coursework and/or demonstrate lab skills competency prior to starting 

practice education. 

• The rewrite policy will reset to a new re-entry with limitations and not to be carried 

forward with a new contract 

 

Dispute Resolution Policy for PN students 

Where applicable, school policy, as outlined in the student handbook, will be used in settling internal 

disagreements.  The student should approach the staff person with whom they have the disagreement.  

If the issue cannot be resolved, the student will follow the steps as outlined below. 

Please note:  this applies to all Sprott Shaw practical nursing students who are currently enrolled or 

were enrolled no more than one year prior to filing of this dispute.  At any time during this process, the 

student may choose to seek and retain representation by an agent or a lawyer and the internal dispute 

will continue as outlined retaining legal counsel will not halt the dispute process. 

• In the event of a dispute between the College and a student, the student shall provide a written 

statement to the Practical Nursing Program Coordinator of the local campus detailing the 

student’s interpretations of the situation and their suggested remedy.  The Nursing Coordinator 

will meet with the student within 48 hours to try and resolve any outstanding issues.  The 

Nursing coordinator will either provide a written decision to the student the day after the 

meeting or inform the student in writing that an investigation into the matter is ongoing and 

will complete the investigation within 5 days of the written notification. 

• If needed, a second meeting may be requested by the student or the Nursing Coordinator 

within five days to discuss the written decision and determine if the dispute can be resolved or 

to clarify information from the first meeting.  The result of this meeting will be documented 

with a copy given to the student the day after the meeting. 

• If the student wishes to appeal the decision of the Practical Nursing Program Coordinator, the 

student will submit a written statement and the Practical Nursing Program Coordinator will 

provide a written summary of events (both within five days) to the Director of the campus who 

will review all documents and contact the student and Nursing Coordinator within 48 hours to 

set a meeting should it be deemed necessary. The meeting will be within 10 days of receiving 

the complaint from the student. 

• The Director will either render a decision or request more information within 5 days of the 

meeting.  

• If a request for information is made by the Director, a decision will be rendered within 10 days 

of the initial meeting with the student and Director. 

• If the student wishes to appeal the decision of the Director, both the student and the Director 

will submit written statements, within five days to the Regional Director who will review all 

documents and meet with the student and Director within ten days. 

• The Regional Director will either render a decision or request more information within 5 days 

of the meeting. 

• If a request for information is made by the Regional Director, a decision will be rendered 

within 10 days of the initial meeting with the student and Director. 

• If the student wishes to appeal the decision of the Regional Director, both the student and the 

Regional Director will submit written statements, within five days to the Executive Vice 

President or Head Office designate who will review all documents and meet with the student 

and Regional Director within ten days. 
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• A final decision will be made by the Executive Vice President or Head Office designate within 

5 days of the meeting. 

• This process is reflective of the communication process in the work place setting.  An 

opportunity to rectify any issues should be given at the campus level. 

• Failure to adhere to the dispute policy is viewed as a breech in professional practice per the BC 

College of Nursing Professionals (BCCNP) and may result in the student being placed on a 

Learning Contract. 

Please note that if the Practical Nursing Program Coordinator, College Director, Regional Director or 

Executive Vice President is absent or unable to respond to the complaint or is named in the complaint, 

the President will appoint a Designate who will assume the absent person’s duties and responsibilities 

in the Dispute Resolution process. 

 

Graduation Policy 

To be eligible for graduation with a Diploma or Certificate, students must have: 

• Completed all courses in their program of studies, with the minimum passing grade of 70% in 

each course (or higher in some courses).  Transcript will indicate which courses are given a 

percentage and which courses are given a complete. 

• An overall average of 70% or better is required to be eligible for PN/PNA/HCA graduation 

with a Diploma or Certificate.  A student with grades of 90% or higher may be eligible for 

Honours designation. 

• Met all attendance requirements and pre-requisite requirements.  

• Met all financial requirements as per agreed to funding/payment plan, including all final 

closing/adjustment costs paid.  All funding/payment plans require all accounts to be paid at a 

minimum of four weeks prior to completion date. 

• Student Status once the enrolment end date has been reached will be set in the Financial and 

Student Tracking system as follows: 

1. Graduate:  achieved all requirements for graduation. 

2. Incomplete: courses on the Program Outline have not been done, have been failed, are 

incomplete. 

3. Complete: all requirements are met except financial commitment (money is owing). 

 

Program or Campus Closure 

If a program is no longer being offered at the campus they are attending, the student will be offered the 

choice of taking the program at another campus or in some cases, a refund.  

If a campus is being closed, students will be offered the choice of transferring to another campus or in 

some cases, a refund. 

 

Job Placement 

Placement assistance is available to every graduate of Sprott Shaw on an on-going basis.  All Sprott 

Shaw diploma programs include a 40-hour Career and Professional Development course, which 

encourages the student to develop the necessary skills needed for successful job interviews and 

employment-seeking methods. 

PLEASE NOTE:  SPROTT SHAW IS NOT PERMITTED BY LAW TO GUARANTEE A JOB TO 

ANY STUDENT AS A RESULT OF TAKING A PROGRAM OR COURSE. 

The College does endeavor to establish contacts with prospective employers for graduate students.  

Graduates are also expected to aggressively pursue employment opportunities on their own, and to 

notify the school of the results of interviews. 
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The College encourages students to keep in touch after graduation.  All employment opportunities, 

which are posted with the College, are available to any graduate. 

Students are encouraged to participate in a Sprott Shaw tradition and “ring the bell”—every campus 

has a bell that the student can ring to signify “I’m hired”.  Students and staff on site will join in the 

congratulations. 

Academic references will be given only by the Director, ESS or PN Coordinator; work/practice 

education experience summaries may be provided at the request of a potential employer – with student 

approval (as outlined in Sprott Shaw Administrative Procedures). 

Academic references will include: 

• The student’s transcript 

• The student’s attendance record 

• The student’s final practice education placement evaluation 

 

Life-Time Refresher Training  

All graduates of Sprott Shaw diploma programs have the opportunity of life-time “refresher training” 

(four weeks per year with no tuition cost, beginning one year after graduation) in any courses 

successfully completed under the following conditions: 

• The student must be a “graduate” (no monies owing). 

• The course is part of the current curriculum for the program that the graduate took. 

• The graduate pays in advance for any course books and materials. 

• The request must be given a month in advance due to scheduling and availability. 

• This Refresher Training does not include academic and/or practice education training that is 

mandated by a third party. For example: Employer, health authority or regulatory body such as 

BCCNP or the Care Aide Registry 

• If the training is mandated by a third party and required for licensing or registration, the 

student must provide evidence of this requirement to the college to ensure training 

requirements are met. 

 

Appearance / Dress Code / Code of Conduct 

Because Sprott Shaw is a professional college, there is a professional dress code and a requirement for 

proper hygiene. As a career College it is expected that students look and feel the part of the healthcare 

professional.  Students will receive specific guidelines from the college director. Excessive breach in 

this policy may result in practicum/clinical placement denial or dismissal. See the PN/PNA/HCA LOU 

for details. 

 

School Supplies 

While in attendance at Sprott Shaw, students will be supplied with a flash drive (USB).  It is 

recommended that each student purchase basic school supplies such as pens, pencils, a small ruler and 

notepaper.  Optional materials may include a basic calculator, highlighters, carrying cases and binders. 

 

Food / Drink / Smoking / Cannabis / Vaping 

There are convenience stores and restaurants located near all campuses for breaks and meals.  Please 

ask a faculty member for details. 

At no time are food and/or drink permitted in the computer rooms. 
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All Sprott Shaw Campuses are SMOKE-FREE ENVIRONMENTS. (See policy on consumption 

for Code of Conduct and Substance Use Policy for Students) 

 

Accommodations 

Sprott Shaw does not have dormitories or residences on campus.  However, a variety of 

accommodations are available in the vicinity of each campus (in private homes or apartments). 

Students are responsible for personal accommodation arrangements.  

 

Allergies 

In the interests of all students’ and staff members’ well-being, it is requested that students refrain from 

use of these products. Sprott Shaw College is a scent free zone.  

In case of a medical emergency it is important that the student’s emergency contacts form is completed 

and on file for:  

• Critical illness. Anaphylactic allergies 

 

Facilities 

Use of the campus facilities is limited to actively enrolled students and other director-authorized 

individuals during regularly scheduled class times. 

Students returning to use the College’s resources (for example: update a resume) are asked to sign in 

and out for safety reasons such as fire drills or to check in at the front desk with the admin.  

 

Critical Incident  

It is the policy of Sprott Shaw to maintain a positive, safe, secure training and working environment.  

In striving to attain such an environment, the college takes the position of no tolerance for weapons 

(threatening objects that pose a safety issues) or abusive behaviour in the campuses or facilities.  

Instructors or college employees will take whatever prudent steps are necessary to alleviate a situation 

(e.g. call 911). 

Criminal offences will be reported to the police: 

• Physical violence or threat to a person or college property 

• Possession and / or trafficking of illegal substances 

• Possession of weapons 

• Theft 

• Aiding, abetting, or acting as an accomplice in the commission of any criminal offence 

Emergency Preparedness 

• Fire Drill procedures are posted in every room with drills being conducted regularly (and 

detailed in the Safety section of employee Policies and Procedures). 

• Earthquake and Evacuation procedures as detailed in the Safety section of the employee 

Policies and Procedures are followed. 

• Lockdown procedures 

Safety—Student Well Being 

The following tips and suggestions may help in ensuring student safety: 

Car Safety 

• Lock all doors and roll up windows.  

• When approaching the car, have keys ready.   

• Don’t mark key chain with personal details such as: name, address or license plate number.   
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• Lock all doors immediately upon entering the car.   

Safety in Parking Lots and Garages 

• When returning to the car late at night, park it in a well-lit area. 

• Use the buddy system.  When with a friend out for the evening, students should plan to watch 

out for one another, and to leave the event together or in a group. 

 

Privacy Policy 

Personal Information  

The Personal Information Protection Act (the “Act”) governs the way private sector organizations in 

British Columbia collect, use, disclose and secure personal information. Personal information means 

all information about an identifiable individual but does not include business contact information such 

as the name, position, business telephone, e-mail, and fax numbers of an individual.  

 

Privacy Commitment 

Sprott Shaw is committed to respecting the students right to privacy. and acknowledges the sensitivity 

of personal information which may be provided in the course of our business. Sprott Shaw recognizes 

responsibility for ensuring the confidentiality and security of the student’s personal information held in 

its custody and control. Ensuring the accuracy of the student’s personal information is a joint 

responsibility.  

Sprott Shaw conducts business in compliance with the terms of the Act. This Policy outlines in general 

terms the principles the Company applies in protecting the personal information of current, past and 

prospective students and customers that comes within the organizations custody or control.  

Student/Customer Information 

Sprott Shaw collects student/customer personal information for the following purposes: 

• to provide education and training services;  

• to provide career counselling and program selection services;  

• to assist students in securing funding for education and training programs;   

• to facilitate student career placement opportunities;  

• to maintain financial and business records related to the provision of these services. 

The collection of personal information is limited to that which is necessary for identified purposes and 

as permitted by law.  

Examples of personal information which may be collected in order to provide these services to 

students or prospective students include: name, home address and telephone; identification verification 

numbers such as birth date, social insurance, driver’s license, etc.; marital and family status; income 

sources; citizenship or immigration status; educational history; transcripts of marks; diplomas; 

attendance records; all video images; medical status where relevant to a course or placement; financial 

records relating to tuition payment, educational funding and student loans; employment history, post- 

graduation employment and references.   

Sprott Shaw does not use or disclose personal information for purposes other than those for which it 

was collected, except with the consent of the individual or as required or permitted by law.  

Security  

Sprott Shaw recognizes its obligation to protect personal information in its custody or control by 

means of security safeguards appropriate to the sensitivity of the information. These may include 

taking appropriate and reasonable steps on a technological, contractual, administrative or physical 
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security basis to protect personal information against risks such as loss or theft, unauthorized access, 

disclosure, copying, use, modification or destruction.  

Retention 

Sprott Shaw retains personal information only as long as necessary for the fulfillment of the purposes 

for which it was collected, or as required or permitted by law. 

Accuracy, Access and Questions 

Sprott Shaw takes steps to ensure that personal information is as accurate, complete and up-to-date as 

necessary for the purposes for which it is used. However, accuracy is a joint responsibility. Students 

and customers are encouraged to update their personal information as necessary.  

The Act permits individuals to access their personal information under the organization’s custody or 

control, and information on how their personal information is being used or disclosed by Sprott Shaw 

including the names of the individuals and organizations to whom their personal information has been 

disclosed. Sprott Shaw will respond to all such requests in compliance with the Act. 

The law permits individuals to request correction to errors or omissions in their personal information in 

our custody or control. Sprott Shaw will respond to all such requests in compliance with the Act. 

Contacting  

If there is a concern with respect to Sprott Shaw’s handling of personal information, please contact 

Sprott Shaw’s Privacy Officer in writing, setting out the reasons for the concern. If, after the Privacy 

Officer has reviewed and responded to the concern there remains dissatisfaction, the student may wish 

to contact the Office of the Information and Privacy Commissioner at: 

P.O. Box 9038,  

Station Provincial Government, 

Victoria, BC  V8W 9A4 

Tel:  (250) 387-5629     

Fax:  (250) 387-1696 

 

Student Loan Repayment Information 

National Student Loans Service Centre 

Ph #:  1 888 815-4514 

https://nslsc.canlearn.ca/eng/default.aspx  

▫  

Starting repayment early will reduce debt load after graduation because payments are applied directly 

to the outstanding principal balance.  

Graduates will repay student loans through the National Student Loans Service Centre (NSLSC).  The 

NSLSC will automatically send the borrower a consolidation agreement, approximately 45 days before 

entering repayment.  

The consolidation agreement shows:  

• The details of current outstanding Canada-B.C. integrated student loans balance.  

• The monthly payment and when it is due.  

• The length of the repayment period.  

• The interest rate charged on the loan.  

• The bank account from which payments will be withdrawn.  

It is the student’s responsibility to make repayment arrangements with the NSLSC and/or the lending 

institution within six months of finishing studies.  

file:///C:/Users/owner/Downloads/https
https://nslsc.canlearn.ca/eng/default.aspx
https://nslsc.canlearn.ca/eng/default.aspx
https://nslsc.canlearn.ca/
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The student can pay off the accumulated interest immediately or have it added (capitalized) to the 

principal amount owing. If the grace period interest is not paid, it will automatically be capitalized 

onto the principal of the loan. Amortization or the repayment period is the length of time arranged with 

the lender to fully repay a loan.  

Access to the loan repayment estimator can be found at: 

 http://www.aved.gov.bc.ca/studentaidbc/plan/repayment-estimator.  The estimator enables calculation 

of estimated monthly payment, the total amount of the loan with interest or change details to adjust 

payment amounts. 

The federal and provincial governments offer programs that can help repay Canada-B.C. integrated 

student loans.  Accessing this information can be found at 

http://www.aved.gov.bc.ca/studentaidbc/repay/repayment-help/index.php. 

These programs include: 

• BC loan reduction program  

• Interest relief 

• Repayment assistance plan  

• Revision of terms 

More detailed information will be provided at a student loans workshop facilitated by the campus ESS 

during the Career and Professional Development course  

 

Campus Dress Code 

Sprott Shaw is committed to preparing the student for the work force.  As a result of this commitment 

and the fact potential employers frequent the campuses, for the following is the dress code guideline.  

 

APPROPRIATE DRESS 

Bottoms 

• Pants 

• Knee length shorts/skirts 

Business Suits 

• Short & long sleeved 

• Shoes → WCB approved 

• Uniforms – Scrubs  

NOT APPROPRIATE DRESS 

• Ripped or torn clothing 

• Bathing suits and undershirts 

• Tank tops, spaghetti tops and any tops that expose the midriff 

• T shirts that have unsuitable language or graphics 

• Hats and caps 

• Certain footwear such as flip-flops or slippers (safety issue - WorkSafe BC) 

 

Who to See in Campus 

DIRECTOR 

Next level after Instructor or Coordinator for dispute resolution 

Changing schedules 

http://www.aved.gov.bc.ca/studentaidbc/plan/repayment-estimator
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Going to be absent more than one day 

General concerns 

INSTRUCTORS 

Any questions about the course 

Need to re-write, anything about assignment due, checking marks 

PN COORDINATORS 

Questions about schedule, courses, absenteeism, personal conflicts affecting schooling 

Next level after instructor for course concerns 

Learning Contracts 

Re-Entry 

ADMINISTRATION 

To make an appointment with any staff 

Changing addresses? Personal contact changed? Status Changed? 

Any safety issues in the campus 

Lost an article (or found something) 

FINANCIAL ADMINISTRATORS 

Financial questions 

Questions about student Loan 

Negotiate Student Loans 

Funding problems 

Setting up a payment schedule during registration 

CAREER ADVISORS 

Enrolment, funding, documentation prior to and when changing programs? 

Interested in taking additional courses? 

A friend or relative interested in attending SSC 

EMPLOYMENT SERVICES SPECIALIST 

Questions about Student Loan Repayment 

Graduation 

Help with job search and resumes 

Student support services 
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Acceptable Use Policy 

Overview 

Sprott Shaw College’s (SSC) intentions for publishing an Acceptable Use Policy are not to impose 

restrictions that are contrary to SSC’s established culture of openness, trust and integrity.  SSC is 

committed to protecting its employees, students, partners and the company from illegal or damaging 

actions by individuals, either knowingly or unknowingly. 

Internet/Intranet/Extranet-related systems, including but not limited to computer equipment, software, 

operating systems, storage media, network accounts providing electronic mail, internet use are the 

property of SSC.  These systems are to be used for business and academic purposes in serving the 

interests of the company and students in the course of normal operations.  

Effective security is a team effort involving the participation and support of every SSC employee, 

student and affiliate who deals with information and/or information systems.  It is the responsibility of 

every computer user to know these guidelines, and to conduct their activities accordingly. 

Purpose 

The purpose of this policy is to outline the acceptable use of computer and other technological 

equipment at SSC.  These rules are in place to protect the employees, students and SSC.  Inappropriate 

use exposes SSC to risks including virus attacks, compromise of network systems and services, and 

confidentiality and other legal issues.  

Scope 

This policy applies to employees, students, contractors, consultants, temporaries, and other workers at 

SSC, including all personnel affiliated with third parties.  This policy applies to all equipment that is 

owned or leased by SSC.  

POLICY 

General Use and Ownership  

• Users should be aware that the data they create on SSC’s Technology remains the property of 

SSC.  Because of the need to protect SSC’s network, management cannot guarantee the 

confidentiality of information stored on any network device belonging to SSC.  

• Employees and students are responsible for exercising good judgment regarding the 

reasonableness of any use of SSC Technology.  

• By using SSC Technology, the student hereby acknowledges that for business, employment, 

security, and network maintenance reasons, authorized individuals within SSC may monitor 

SSC Technology at any time.  

• SSC reserves the right to audit SSC Technology to ensure compliance with this policy.  

• SSC reserves the right to block or re-direct inappropriate web sites at its sole discretion. 

• Use of any SSC Technology is restricted to employees and students who are actively working 

or enrolled at SSC.  Priority is given to those employees and students who are scheduled for a 

specific time period to train on the computer systems.  Any employee or student, who is not 

scheduled to use a computer, may not enter the computer lab without having booked a set time 

period in advance of when they need access.  Exceptions are made at the discretion of the 

computer instructor or director. 

• Employees and students that bring in their own personal equipment including but not limited 

to computers, smart phones and notebooks are responsible for their own equipment.  Such 

equipment must comply with acceptable use guidelines including use and anti-virus protection.  

At no time does SSC assume any responsibility for either lost or stolen equipment or damage 

to equipment or data files stored on such equipment. 

• Wireless network access is provided “as is” with no express warranties of service availability 

nor security.  Employees and students assume all responsibility for the use of such service. 
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Security and Proprietary Information  

• The user interface for information contained on Internet/Intranet/Extranet-related systems 

should be classified as either confidential or not confidential.  Examples of confidential 

information include but are not limited to:  company privacy, corporate strategies, competitor 

sensitivity, trade secrets, curriculum, specifications, customer lists, student lists, and research 

data.  

• Keep passwords secure and do not share accounts except those accounts specifically indented 

for shared access such as student logon accounts.  Authorized users are responsible for the 

security of their passwords and accounts.  

• All storage media used on SSC Technology will be subject to random virus and malware 

scanning and usage logging.   Any storage media device which is suspected of being infected 

with a computer virus or other form of malicious software may have files deleted, damaged, or 

the device or item may be immediately destroyed.  If this is the case, then SSC shall not be 

held responsible for restoring, repairing or replacing affected files or such devices.  SSC shall 

not be held responsible for any personal device or storage media device infected by any 

computer viruses or malicious computer programs, including but not limited to loss of data or 

programming, regardless of means of digital infection, computer use is at own risk. 

• Students must use extreme caution when opening e-mail attachments received from unknown 

senders which may contain viruses, e-mail bombs, or other forms of malicious code. 

Unacceptable Use  

The following activities are, in general, prohibited.   

Under no circumstances is a student of SSC authorized to engage in any activity that is illegal under 

local, provincial, federal or international law while utilizing SSC Technology.  

System and Network Activities  

• The following activities are strictly prohibited, with no exceptions:  

• Violations of the rights of any person or company protected by copyright, trade secret, patent 

or other intellectual property, or similar laws or regulations, including, but not limited to, the 

installation or distribution of "pirated" or other software products that are not appropriately 

licensed for use by SSC employees and students.  

• Visiting any objectionable Internet site, including, but not limited to, pornography or advocacy 

of illegal actions of any form, sites which negatively depict race, sex or creed, violence or any 

site which violates the rights of another human being. 

• Unauthorized copying or downloading of copyrighted material including, but not limited to, 

digitization and distribution of photographs from magazines, books, internet or other 

copyrighted sources, copyrighted music, videos and movies nor the installation of any 

copyrighted software for which SSC or the end user does not have an active license is strictly 

prohibited.  

• Students are not authorized to download and/or install any software on any SSC Technology 

including but not limited to freeware, shareware, games, helpers and tool bars or point to point 

sharing programs such as Bit Torrent.  

• Tampering with any data files, program files, or software defaults on any computer system. 

• Exporting software, technical information, encryption software or Technology, in violation of 

international or regional export control laws, is illegal.  The appropriate management should 

be consulted prior to export of any material that is in question.  

• Using SSC Technology to actively engage in procuring or transmitting material that is in 

violation of any laws or regulations in the user's local jurisdiction.  

• Making fraudulent offers of products, items, or services originating from any SSC account.  
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• Making statements about warranty, expressly or implied, unless it is a part of normal job 

duties.  

• Effecting security breaches or disruptions of network communication.   Security breaches 

include, but are not limited to, accessing data of which the employee or student is not an 

intended recipient or logging into a server or account that the employee is not expressly 

authorized to access, unless these duties are within the scope of regular duties.  For purposes 

of this section, "disruption" includes, but is not limited to, port scanning or security scanning, 

network sniffing, pinged floods, packet spoofing, denial of service, and forged routing 

information for malicious or non-malicious purposes.  

• Executing any form of network monitoring which will intercept data not intended for the 

employee or student, unless this activity is a part of the employee's normal job duty.  

• Circumventing user authentication or security of any computer, server, network or logon 

account.  

• Using any program/script/command, or sending messages of any kind, with the intent to 

interfere with, or disable, a user's terminal session, via any means, locally or via the 

Internet/Intranet/ Extranet.  

• Providing information about, or lists of, SSC employees or students to parties outside SSC.  

• Personal use of SSC Technology shall not interfere with one’s work or studies and is restricted 

to non-working hours and breaks. 

Email and Communications Activities  

• Sending unsolicited email messages, including the sending of "junk mail" or other advertising 

material to individuals who did not specifically request such material (email spam).  

• Any form of harassment via email, telephone or paging, whether through language, frequency, 

or size of messages.  

• Unauthorized use, or forging, of email header information.  

• Solicitation of email for any other email address, other than that of the poster's account, with 

the intent to harass or to collect replies.  

• Creating or forwarding "chain letters", "Ponzi" or other "pyramid" schemes of any type.  

• Use of unsolicited email originating from within SSC networks of other Internet/ 

Intranet/Extranet service providers on behalf of, or to advertise, any service hosted by SSC or 

connected via SSC network.  

• Posting the same or similar non-business-related messages to large numbers of Usenet 

newsgroups.  
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Blogging 

• Blogging by employees or students, whether using SSC Technology or personal computer 

systems, is also subject to the terms and restrictions set forth in this Policy.  Limited and 

occasional use of SSC Technology to engage in blogging is acceptable, provided that it is done 

in a professional and responsible manner, does not otherwise violate this or other SSC policies, 

is not detrimental to SSC best interests, and does not interfere with an employee's regular work 

duties.  Blogging using SSC Technology is subject to monitoring. 

• SSC Confidentiality Agreement policy also applies to blogging.  As such, employees are 

prohibited from revealing any confidential or proprietary information, trade secrets or any 

other material covered by SSC Confidentiality Agreement policy when engaged in blogging.  

• Employees and students shall not engage in any blogging that may harm or tarnish the image, 

reputation and/or goodwill of SSC and/or any of its employees or students. Employees and 

students are also prohibited from making any discriminatory, disparaging, defamatory or 

harassing comments when blogging or otherwise engaging in any conduct prohibited by SSC 

non-discrimination and anti-harassment policies. 

• Employees and students may also not attribute personal statements, opinions or beliefs to SSC 

when engaged in blogging.  If an employee or student is expressing his or her beliefs and/or 

opinions in blogs, the employee or student may not, expressly or implicitly, represent 

themselves as an employee or representative of SSC.   Employees assume any and all risk 

associated with blogging. 

• Apart from following all laws pertaining to the handling and disclosure of copyrighted or 

export-controlled materials, SSC’s trademarks, logos and any other SSC’s intellectual property 

may also not be used in connection with any blogging activity 

Social Networking 

• Any use of social networking, including but not limited to Myspace, Facebook, Friendster, 

LinkedIn, LiveJournal, Twitter and Bebo, shall not interfere with work and school 

commitments.  

• Employees and students are legally liable for anything they write or present online.  Users of 

SSC’s Technology are responsible for any unauthorized charges, fees, costs, damages or 

resulting injuries from their use of SSC Technology. 

• Employees and students may be disciplined by SSC for commentary, content, or images that 

are defamatory, pornographic, proprietary, harassing, libelous, or that can create a hostile work 

environment, or might otherwise result in legal action.  

• Most individuals view their personal email and social networking pages as private.  However, 

employees and students should be aware that any of the information or communications posted 

on their email or social networking sites can potentially be accessed by current or potential 

employers, co-workers, agencies, other students or employees, clients, employer’s 

competitors, government and law enforcement agencies and others outside your trusted 

network. 

• Depending on the privacy settings set by the individual user, personal information and 

communications posted on a social networking site can be read by unintended people.   Above 

confidentiality and privacy rules apply to social networking. 

Enforcement  

Any employee or student found to have violated this policy may be subject to disciplinary action, up 

to and including termination of employment or studies.  

Definitions 

“Blogging” means writing or publishing a blog, being a personal online journal that is frequently 

updated and intended for general public consumption.  
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“Sprott Shaw College Technology” means any electronic device, service or system designed or used 

to assist in extending human potential (including but not limited to computers, mobile communication 

devices, cameras, social networking sites, email and voice services, school networks, etc.) owned, leased 

and/or operated by SSC. 

“Spam” means unauthorized and/or unsolicited electronic mass mailings.  

Note:  your Sprott Shaw email account may be disabled for the following reasons:  violation of the 

College Acceptable Use policies and/or withdrawal/dismissal from the College. 

I have read and understand the above information in SSC’s Acceptable Use Policy and agree to be 

bound by and comply with the policies and rules mentioned herein.   

I understand that any violation of these rules and policies may result in sanctions up to an including 

the termination of my employment or the termination of my studies as applicable. 

 

 

    

Employee / Student (Print full name) Employee / Student (Signature) 

 

 

    

Campus Date 
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ACKNOWLEDGEMENT OF RECEIPT 

 

 

 

 

 

 

 

With my signature on this document, I acknowledge that I have received, read and understand the 

general information and policies as contained in my copy of the Student Handbook. 

 

NOTATION:  Throughout this document, wherever BC law does not apply, local law will. 

 

 

 

 

 

 

 

 

 

 

    

Student (Print full name) Student (Signature) 

    

Campus Date 

(Copy to be placed into student file) 

 


