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1 INTRODUCTION

The goal of George Brown College is to promote academic success of the students and that
their academic records reflect their academic abilities and accomplishments. It is expected that
faculty will make academic judgments that are objective, consistent and fair. In situations where
students experience personal difficulties or unforeseen events that disrupt or impact their
academic performance, it is expected that faculty will provide alternate arrangements to enable
the students to meet the course/program requirements.

This policy provides students who believe that they have received an unfair academic or
disciplinary decision by the College with access to a thorough, respectful, and impartial review
of their concerns. It is the College’s intention that all resolutions occur within an environment of
integrity, partnership, fairness, respect, and commitment.

These policies and procedures are predicated upon the assumption that the means for
resolution exist within the value system of the College and that these matters of concern can be
resolved in a climate that can provide, for everyone involved, an opportunity for growth and
learning as well as for a resolution of the issues at hand. The expectation is that administrators,
faculty, and students will work to resolve problems at the program level.

The following policies and procedures apply to academic assessment and disciplinary
interventions. It serves as a complementary document to the:

- Code of Student Conduct: Academic;

- College Policy on Student Discipline;

- Codes of Conduct for Academic Employees, Administrative Staff, and Support Staff, and
- Prevention of Discrimination and Harassment Policy

- Accommodation for Religious Observances

- Accommodation for Students With Disabilities.

1.1 General Policies

All students (full and part-time) are entitled to:

- feedback on their academic standing during and at the end of every course they take

- areview of any grade within a course

- areview of final grades in a course, or a review of any decision by a Promotion Committee
with respect to their academic standing, continuation, or status in a program, faculty, or the
College

- appeal any final grade in a course, or any decision a Promotion Committee with respect to
their academic standing, continuation, or status in a program, faculty, or the College.

College employees are expected to adhere to the constraints of the Freedom of Information and
Protection and Privacy Act (FOI) when providing students with feedback or seeking student
information of a personal nature. Marks may be posted using specially designated examination
identification (ID) numbers.

Appeals that are not initiated or pursued by the student within the timeframes specified will be
deemed to have lapsed.

Reviewed and Approved: Board of Governors April 8, 2004
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1.2 Conflicts of Interest

Members of the Appeals Committee should not have had any prior involvement in the appeal. A
member of the hearing panel, a student or a faculty member must disclose any conflict of
interest prior to the appeals hearing. That member will be replaced with a suitable alternative.

An appealing student may perceive conflicts of interest with some Committee members (e.qg.,
prior involvement with case, perceived biases or relationships between student and faculty
committee members). To provide an opportunity for the student to voice his/her concerns
PRIOR to the hearing, a list of the committee members will be distributed five days prior to the
hearing date. The appealing student is expected to note the student and faculty members,
conduct his/her due diligence, and voice any concerns to the Office of the Registrar two days
prior to the hearing date.

In addition, the appealing student will be given a final opportunity to voice his/her concerns at
the beginning of the hearing. The Appeals Committee Chair will determine the validity of this
concern and continue the proceedings without the challenged member, if required.

1.3 Academic Appeals

Students awaiting appeals hearings may continue to attend classes until decisions are made
except in exceptional circumstances (e.g., health and safety concerns, ethical, professional, and
behavioural issues). If attendance is denied, the Chair/Director will notify students in writing,
with the reasons for the decision.

In the case where a student believes that a violation of the Prevention of Discrimination and
Harassment Policy of George Brown College has occurred, they may continue with the
academic appeal at the same time as they file a Human Rights complaint. Students should
consult with the College's Human Rights Advisor, (contact 416-415-5000, ext 4646) who will
advise them of the procedure to follow to make a Human Rights complaint.

14 Accountabilities

All students, faculty members, support staff members, and administrators are expected to be
aware of these policies and to adhere to them in resolving concerns (in the order and timeframe
specified) falling within their scope. Every attempt should be made to first resolve the issues
with the individual who made the initial decision (e.qg., faculty member). All College staff
members are expected to create and maintain an equitable and respectful teaching and learning
environment.

INDIVIDUALS/GROUP RESPONSIBILITIES
OFFICE OF REGISTRAR - maintain Appeals Request forms (includes logging request,
(REGISTRAR) updating actions and decisions and closing the files when

decisions have been made)

- identify Chair of the Appeals Committee

- distribute requests and attachments to committee members

- schedule appeal hearing dates and notify all participants

- designate clerical support for Appeals Committee

- prepare and send correspondence to students

- retain appeal information (transcripts of Appeals Committee and
copies of all pertinent documents are retained for two years and
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INDIVIDUALS/GROUP

RESPONSIBILITIES

then destroyed in the normal manner).

FACULTY MEMBERS

Staff members responsible for grade decisions or academic
decisions must:

discuss any student inquiries in a fair and consistent manner
within the timeframes indicated

make every attempt to resolve the matter at the informal level
complete and sign the Appeals Request form if the student is
proceeding with a formal review

make available any pertinent and relevant documents to the
student and Committee members

attend the Appeals Committee hearing, if required.

APPEALS COMMITTEE
MEMBERS

be available during and at the beginning of each semester
(designated timeframes) for the required appeal committee
review and resolve concerns in a respectful manner

adhere to the appeals committee protocols as outlined in this
policy

maintain confidentiality regarding any disclosures that may take
place during the process

all appointed committee members must be fully trained in
identifying issues of discrimination and harassment pursuant to
the College Prevention of Discrimination and Harassment policy

APPEALS COMMITTEE
CHAIR

submit final documents and decision to the Registrar within three
days

ensure all participants have an opportunity to present their case
in a respectful environment and that all pertinent documentation
is available to the Committee

follow the Appeals Committee protocols outlined in this
document (Section 6)

determine validity of stated conflicts of student interest at
hearing, if applicable

be fully trained in identifying issues of discrimination and
harassment pursuant to the College Prevention of Discrimination
and Harassment policy

ensure any discrimination and harassment issues that emerge
are referred to the college Human Rights Advisor and the
program Chair/Director

approve advisors speaking on behalf of students, if required
mediate appeals committee, as required

may make recommendations to the Program Chair, where
appropriate.

STUDENTS

seek the advice of the counsellors/disability services within
Student Affairs, the Student Association or other College staff
members during the review or Appeals process

Reviewed and Approved: Board of Governors April 8, 2004
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INDIVIDUALS/GROUP RESPONSIBILITIES

- request an advisor from Student Affairs or the Student
Assaciation, if required

- request an interpreter or note taker from Student Affairs, if
required

- Initiate a meeting with applicable faculty member within the
required timeframes

- collect/document the relevant information pertaining to the
complaint prior to the informal meeting

- provide the appropriate forms with the required details and
documentation in a timely manner to the Registrar.

STUDENT AFFAIRS - provide guidance with the review process (informal and formal)
- assign an interpreter or note taker, if required
- assign mediator/counsellor if requested

STUDENT ASSOCIATION - provide guidance with the review process (informal and formal)
- support and advise students

- attend appeals hearings as student advisors

- appoint one student member to the appeals committee

OTHER PARTICIPANTS Advisor _ _
- attend reviews with student or faculty, as requested

- at the discretion of the Chair, speak on the student’s behalf or
make submissions only when the student has difficulty
expressing him/herself due to language, disability, or another
significant reason

Interpreter/Note taker
Provide relevant services on behalf of ESL students and students or
faculty with disabilities.

Mediator
Mediate discussions between required parties; may occur at any
phase of the dispute.

Court Reporter/Minute Taker
Record the proceedings of the hearing.

15 Appeal Committee Members

The Appeals Committee provides students with a final, neutral forum in which to present their
appeals. The Committee can uphold the student appeals and assign the disputed grade or
amend or reverse the disputed Promotions Committee decision.

Reviewed and Approved: Board of Governors April 8, 2004
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Members include:

- two faculty members — one with experience in the subject area being appealed and one
from outside the subject area (and must exclude the member to whom the appeal pertains)

- two students — one from the same program or program area as the student making the
appeal, and one assigned by the Student Association, from outside the program
Note: The student who is from the same program must not be in the same class or

semester as the student requesting the appeal.
- Chair from outside of the student’s faculty.

APPOINTMENTS

Each Faculty will appoint two faculty members to the Appeals Committee for a two year term.
They will be called upon as needed and will receive training prior to serving on the committee.
Faculty members familiar to the subject area will be appointed by the Registrar, as required.

The Student Association will appoint and train student representatives to the committee who will
be called upon as needed. The student from the subject area will be appointed by the Program
Chair/Director.

TENURE OF COMMITTEE CHAIRS & FACULTY COMMITTEE MEMBERS
Committee members will be appointed for a two year term. Their terms should expire in
alternative years to ensure processes and protocols are transferred to new members.

The Chair of the Appeals Committee will be a Chair/Director of the academic unit. Two Chairs
will be appointed by the President for a two year period which is renewable.

1.6 Timeframes For Hearings

The Appeals Committee will be available for hearings at the beginning of each semester (e.qg.,
January and May). A schedule of the appeal hearing dates will be published in College
calendar in September.

The committee may be called upon from time to time to hear appeals that could not be heard in
the former time frame.

1.7 Student Support

To clarify the grounds for appeals and the process, students are strongly recommended to
discuss their concerns with Student Affairs or the Student Association who may be contacted as
outlined below.

Student Affairs Website: http://www.georgebrown.ca/saffairs/contactus.aspx
E-Mail: letstalk@georgebrown.ca

Counselling & Career Coaching Offices:
Casa Loma Campus
160 Kendal Ave., Room C317
416-415-5000, ext. 4585
Fax: 416-415-4582

St. James Campus
200 King St. E., Room 582C

Reviewed and Approved: Board of Governors April 8, 2004
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416-415-5000, ext. 2107
Fax: 416-415-2272

Student Association Website: http://sa.georgebrown.ca

Campus Locations
St. James
416-415-2455
200 King St. E., Room 147

Casa Loma
416-415-4730
160 Kendal Ave., Room 210

Ryerson University
416-415-4049

SHE Building

99 Gerrard St. E., Room 614
frontofficerye@georgebrown.ca

2 REASSESSMENT OF WORK

At any time during the semester, students who believe that a written assignment, test, or exam
has not been appropriately graded either on the basis of merit of work or an error in calculation,
may request a review by their faculty.

Students may approach the faculty members informally to attempt to resolve the issues at any
time. If the issues are not resolved, students may request a formal review.

Assignments that do not lend themselves to re-evaluation (e.g., oral presentations,
performances, practical evaluations, placements) must be appealed after the final course grade
is received following the Academic Appeals process outlined in Section 3.

The faculty member is responsible for returning graded work in a timely manner. If a final exam
or graded work has not been returned, the student will be given supervised access for a
reasonable length of time to prepare the required explanation for the request.

There may be situations where there may not be an opportunity to review the grade or have
work remarked prior to the issuance of a final grade for the course (i.e., work returned during the
final week of classes or a final exam or paper). In these cases, students should schedule a
meeting with their faculty as soon as possible.

2.1 Requests

All requests must be made on the Request for Reassessment of Work form, which can be
obtained from the College website, Program offices, the Learning Resource Centre, Student
Affairs, and the Student Association.

Reviewed and Approved: Board of Governors April 8, 2004
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The reason for the review must be specific and contain a detailed explanation as to why the
original grade was inappropriate, including any documentary evidence from course notes,
textbooks, etc. Asserting that the work deserves more marks or disagreeing with the marks is
not sufficient support for the reassessment.

2.2 Process

The process for requesting a reassessment of work follows.

WITHIN 10 DAYS OF
RECEIVING GRADED

WORK

DURING MEETING

WITHIN 5 DAYS OF
FACULTY REVIEW

WITHIN 5 DAYS OF
MEETING

Student will:

1.

2.

3.

Arrange a meeting with the faculty member.

- If unable to meet with the faculty during this timeframe,
contact the Chair/Director — step 9.

Complete the Section A of the Request for Reassessment of

Work form.

Ensure the reason for the review is specific and contains a

detailed explanation as to why the original grade was

inappropriate.

- If graded work has not been returned (e.g., final exam),
arrange for supervised access to prepare the explanation
for the request.

Attach the original graded work, if available, and any other

relevant supporting documents (e.g., documentary evidence

from course notes) to the request form. Ensure the section of
work that requires review is marked.

Faculty will:

5.

6.
7.
8.

Discuss issues with student and attempt to resolve.

Complete Section B of the reassessment form.

Have student sign and date the form in the designated area.

If student is pursing a Chair/Director review, ensure the

Chair/Director receives the following documents:

- the grading scheme and other criteria used in evaluating the
work

- the original graded assignment (provided by the student if it
has been returned)

- aclean copy of the work with all grading notations deleted
(provided by student if work has been returned).

Student will:

9.

Arrange a meeting with the Chair/Director.

Chair/Director will:
10. Meet with student to discuss concerns.

11. Obtain any outstanding documents (outlined in step 8), if

required.

12. Determine whether work will be reassessed and record

decision in Section C of the form.

Reviewed and Approved: Board of Governors April 8, 2004
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IF WORK WILL NOT BE REASSESSED

13. Prepare a letter to the student outlining the reason for the
decision and advising that he/she may appeal on the grounds
of a Procedural Error.

IF WORK WILL BE REASSESSED

14. Notify both parties of the reason for your decision.

15. Give the required documents to an independent qualified
assessor who has 5 days to complete the reassessment. (In
exceptional cases, more days may be required to complete the
assessment. In these cases, the Chair will inform the student.)

WHEN REASSESSMENT IS COMPLETE
16. Update Section C of the form and advise all parties of the

outcome.
17. Provide copies of the form and documents to the student, if
requested.
WITHIN 5 DAYS OF Student will:
FINAL DECISION 18. You may appeal on the grounds of a procedural error (Section

3), if applicable.

2.3 Approved Reassessments

INDEPENDENT REASSESSMENT

If a reassessment is warranted, the work will be remarked by a qualified and impartial person
other than the original faculty member, as determined by the Program Chair/Director. The
Program Chair/Director may determine if it is more appropriate to remark the entire assignment
or only the portions specified by the student. If a partial remarking was requested, the student
must be notified of the decision to remark the entire assignment, with an explanation of why the
structure of the work warrants such a decision.

The independent assessor has up to five working days to complete the reevaluation.

If remarking within the College is not possible, another mechanism for reassessment of the
material will be arranged. This may include submission to an external assessor.

RESULTS OF REASSESSMENT

A reassessment may result in a changed grade (higher or lower) or it may remain the same.
The revised grade cannot be subsequently appealed. If reassessment of the work was not
done or has not been done in keeping with this policy, the ground of the appeal is Procedural
Error (Section 3).

Reviewed and Approved: Board of Governors April 8, 2004
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3 ACADEMIC APPEALS

3.1 General

Students who believe that a final grade or Promotions Committee decision does not accurately
reflect their performance, may request a review of that grade/decision, based on the grounds
outlined below.

An academic appeal may be initiated for:

- afinal grade for which written records demonstrate that students completed assignments
and exams worth at least 70% of the course mark

- a Promotions Committee decision.

Students must document their concerns on the Request for Academic Appeals Committee
Review form (see Appendix) which can be obtained from any Program office, the College
website, Student Affairs, Student Association, and the Learning Resource Centre (LRC).

3.2 Grounds for Academic Appeals

Students should consider the following to help determine whether a formal review should be

pursued:

- Have you attended class regularly or at least met the minimum participation requirements
established by the Policies and Procedures of the faculty’s division? If not, why not?

- Have you completed assignments, projects, and other activities set out by the faculty
member for evaluation on time and in accordance with the Code of Student Conduct:
Academic? If not, why not?

- What are the circumstances that have affected your ability to fulfill the course requirements
and how they have affected your performance?

Students must provide relevant documentation during the reviews to support their reasons.

One or more of the following reasons may apply.

GROUNDS EXPLANATION REQUIRED DOCUMENTS

MERIT OF WORK | Oral presentations, performances, | - specific and detailed reasons, in
placements, clinical evaluations, writing, as to why the original
practicums that may have been grade was inappropriate
inappropriately graded and do not | - any documentary evidence from
lend themselves to independent course notes, textbooks, etc.
reassessment. - written records of exams and

- assignments worth at least 70%
of disputed grade, if applicable

MEDICAL llinesses or medical situations that | - completed Student Medical
have affected the timely Declaration (see Appendix)
completion of the semester’s work

COMPASSIONATE | Unforeseen events or Some documents include:
circumstances that may seriously | - Death certificate
impair the student’s ability to - Funeral notice

Reviewed and Approved: Board of Governors April 8, 2004
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GROUNDS

EXPLANATION

REQUIRED DOCUMENTS

complete course requirements
(e.g., study, attend classes,
prepare papers, research,
complete projects or write exams).

Generally, employment
commitments will not constitute
grounds for academic
consideration; however,
employment-related issues may
be considered as one element of a
more complex application for
consideration.

- Travel arrangements.

COURSE
MANAGEMENT

Includes:

- asignificant departure from
the Academic Code of
Conduct or from what was
described in the course outline
or plan of study

- afailure to accommodate
disabled students who have
identified and disclosed their
special needs.

Provide the course outline/course
management document, detail where
the deviation occurred and explain
how this deviation affected your
academic performance.

PERSONAL Blas/
UNFAIR
TREATMENT

Unfair treatment of the student by
the faculty member in comparison
to other students within the course
(e.g., extends deadline for one
student but not for another and not
based on extenuating
circumstances; student perceives
his/her work is similar to another
student’s but receives a different
grade).

For concerns regarding
discrimination and/or harassment,
contact the College’s Human
Rights Advisor as outlined in
Section 4.

Document specifics of
circumstances/events and how this
has impacted your performance

MISAPPLICATION
OF ACADEMIC
REGULATION/
PROCEDURAL

Improper use of an academic
regulation or policy because a
faculty member/Chair/Promotion
Committee:

Reference both the policy and the
alleged error, and explain how this
procedural error has affected your
academic record.

Reviewed and Approved: Board of Governors April 8, 2004
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GROUNDS EXPLANATION REQUIRED DOCUMENTS

ERROR - fails to recalculate a grade or
remark an exam;

- misses a deadline;

- refuses to review work; or

- falils to respond within the
required timeline.

3.3 Appeal Process
Students who disagree with academic decisions made by their faculty or Promotions Committee
based on the grounds in 3.2 may appeal the decision using the following process.

It is strongly recommended that students discuss their concerns with a College Counsellor or
the Student Association who can help clarify the grounds and outline the appeals process. Deaf
or hard of hearing students will be provided with an interpreter and/or note taker at the College’s
expense.

Students may not be represented by legal counsel at the appeals hearing. Any resolutions do
not include the awarding of monetary compensation.

If, at any time during the process, a faculty member is unable to contact the student and the
student does not contact the faculty within the required timeframes, then the request for review
will be deemed abandoned and no subsequent action will be taken.

STEP 1 - FACULTY MEMBER REVIEW

Students who disagree with academic or Promotion Committee decisions should review the
decision with their faculty member or Promotions Committee Chair/designate (for Promotion
Committee decisions). Every attempt should be made to resolve the concern at this level.

As an option to help resolve issues in a timely and equitable manner, students and faculty
members may request a mediator to attend any meetings. This may be arranged through
Student Affairs or the Student Association.

Students who are uncomfortable meeting with their faculty member may request representation
from Student Affairs or the Student Association to attend this meeting with them.

Within ten days of receiving final grades or Promotion Committee decisions, the student must:

1. Try to arrange a meeting with their faculty member.
- If the Faculty member is unavailable to meet during this timeframe, students may contact
the Program Chair/Director directly (see Step 2 — The Program Chair/Director Review).
2. Complete Section A of the Request for Academic Appeals Committee form (see Appendix)
and gather all supporting documents that will help to support the case and expedite the
process.
Meet with faculty member and attempt to resolve the issues.
4. Have faculty member complete Section B of the Appeals form and sign and date in the
designated area.
- If the dispute is resolved, no further action is required.

w
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- If aresolution cannot be reached, students may pursue a review with the applicable
Chair/Director. Follow the steps outlined for the Program Chair/Director review process.

STEP 2 — THE PROGRAM CHAIR/DIRECTOR REVIEW

Students may request a meeting with the Program Chair/Director if they are dissatisfied with the
outcome of their discussion with their faculty member or Promotions Committee Chair/Director
or if they are unable to arrange an initial meeting with them.

WITHIN 5 DAYS OF Student will:

FAcuLTY MEETING/10 1. Submit the completed and signed Appeals Request form and
DAYS OF RECEIVING attached documents to the applicable Chair/Director.
GRADES/COMMITTEE - If a faculty member review did not occur, complete
DECISION Section A of the form.

WITHIN 5 DAYS OF Program Chair/Director will:

REQUEST 2. Sign and date Section C of the Appeals Request form and

give student a copy. (This date marks the formal beginning
of any subsequent appeals process.)

3. Advise the faculty member or Promotions Committee
Chair/Director of the request for formal review and provide a
copy of form to him/her.

4. Determine the availability of all relevant parties. If faculty
member or Promotions Committee Chair/Director is not
available, attempt to resolve by:

- assembling documentary evidence to support grade; or

- locating faculty member to clarify his/her position; or

- consulting with faculty member, if possible, or other
qualified faculty member regarding options (i.e.,
independent assessment of disputed work); or

- assigning a supplemental examination to be marked by
faculty with expertise in the area.

5. If required, negotiate and adjust timeframes with student
(depending on availability of the faculty member and urgency
of request. Failing grade results may take priority over non-
failing grades.) Note any adjusted times on the Appeals
Request form.

DURING MEETING Chair/Director will:

6. Meet with student and/or faculty member and attempt to
resolve the issues.

7. Complete Section C of the appeals form outlining resolution,
if applicable.

8. All parties sign and date the form in the designated areas.
- If the issue is resolved, no further action is required.
- Ifthe issue is not resolved, give all documents to the

student in the event she/he wishes to appeal the decision.

Reviewed and Approved: Board of Governors April 8, 2004
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STEP 3 — COLLEGE ACADEMIC APPEALS COMMITTEE REVIEW

Students who are dissatisfied with the Chair/Director review decision and wish to appeal the
outcome may request a review by the Academic Appeals Committee, as outlined below.
Students must have attended a Chair/Director review before they can request a review by the
Appeals Committee.

Every attempt will be made to expedite the hearing by the Appeals Committee before the
student begins class, if applicable.

WITHIN 5 DAYS OF
CHAIR/DIRECTOR
DECISION

WITHIN 10 DAYS OF
REQUEST

5 DAYS PRIOR TO HEARING
DATE

UP TO 2 DAYS PRIOR TO
HEARING DATE

DURING THE APPEALS
HEARING

WITHIN 5 DAYS OF
HEARING DATE

WITHIN 5 DAYS OF
RECEIPT OF DECISION

Student will:
1. Complete Section D of the Appeals Request form and
submit the form and attachments to the Registrar.

Registrar will:

2. Indicate receipt in Section D of the Appeals Request form.

3. Notify the Program Chair/Director and Appeal Committee
Chair of the request.

4, Schedule an Appeals Committee review and notify all
participants.

5. Circulate the relevant documents to the Committee
members.

6. Circulate a list of the Committee members to all the
participants.

Student will:

7. Notify the Registrar of any concerns over Committee
members, if applicable.
- The Registrar will take the appropriate action.

All Participants will:
8. Follow the procedures and protocols for Committee
reviews (Section 6).

Committee Chair will:
9. Make decision and forward all relevant documents to the
Registrar.

Registrar will:

10. Send a letter to the student outlining the Committee
decision and advising that the decision cannot be
appealed unless the Committee review procedures were
not followed.

Student will:
11. If requesting a procedural review by the Associate Director
of Student Services, follow 3.4.
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3.4 Procedural Review
Students may only request a procedural review if they believe the appeals hearing procedures
were not followed.

The Associate Director of Student Services or designate will conduct the review. His/her
decision is final and cannot be appealed.

Students who have gone through the appeals process may make a formal request to the Office
of the Registrar to access the transcript of their review. Such access will take place on campus,
in an area designated by the Registrar, during normal office hours of the College. The student
may also request that the Registrar forward a copy of the transcript for review by the Human
Rights Advisor.

WITHIN 5 DAYS OF Student will:
RECEIPT OF COMMITTEE 1. Prepare a written request for procedural review and include
DECISION a detailed statement of the procedural concerns.

2. Submit the letter to the Registrar.

WITHIN 5 DAYS OF Registrar will:
STUDENT REQUEST 3. Order a transcript of the appeals hearing.
4. Notify Associate Director of the request and forward relevant
documents (student request and transcripts).

Associate Director will:
5. Review student’'s complaint with regard to the College

Appeals Procedures:

- If student’s claim is not upheld (all procedures were
followed and procedural fairness is evident), deny
student’s appeal.

- If student’s claim is upheld, request a new Appeals
Committee review with new committee members.

6. Advise the Registrar of the decision and the reasons.

Registrar will:
7. Send the student a letter advising of the decision and the
reasons.

8. If new hearing is required, continue with next step.

WITHIN 10 DAYS OF 9. Schedule a new committee review.
ASSOCIATE DIRECTOR’S 10. Advise the original Committee Chair that a procedural error
REQUEST was determined.

4 DISCIPLINARY DECISIONS AND APPEALS

Students may appeal disciplinary decisions when:
- there is a disagreement over the validity of a charge of academic dishonesty (see Academic
Code of Conduct)
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- the Dean/Director or Registrar initiates an intervention for discipline relating to major
infractions (College Student Discipline policy 3.4 and 3.5)

Students wishing to appeal any disciplinary intervention by the College:

- must follow the steps in the order and timeframes specified

- should seek counsel from Student Affairs, the Student Association, or other College staff to
assist in this process

- may be accompanied by an advisor at any stage in these proceedings. As per policy,
advisors may not speak on the student’s behalf unless the Chair approves.

4.1 Academic Dishonesty Review

Students wishing to appeal disciplinary assessment of academic dishonesty made by a faculty
member and/or Chair of the program of study must attempt to resolve the matter during a formal
review with the Dean of the faculty member.

Students must initiate a review within five working days from the date they receive the Academic
Discipline Report (see Code of Student Conduct Academic 8.1 and 8.3).

WITHIN 5 DAYS OF Student will:

REecCEIPT OF DiscIPLINARY 1. Request the Registrar to arrange a meeting with the Dean
REPORT to review the matter.

WITHIN 5 DAYS OF Dean will:

STUDENT REQUEST 2. Arrange to meet with the student.

3. Request the student to bring all relevant information
including documents or the names and addresses of other
people whom can be contacted for further information
regarding the disputed incident.

DURING THE MEETING Dean will:

4. Allow the student to present his/her side of the story and to
provide an understanding of the concerns that caused the
appeal.

5. Discuss the total context of the concerns raised to
determine whether there are human rights implications.

WITHIN 5 DAYS OF THE Dean will:

MEETING 6. Ifitis believed that there are human rights concerns,

recommend that the Appeals Procedures be changed to

those outlined in Section 8 of the College Prevention of

Harassment and Discrimination policy. The purpose of this

provision is to ensure that the appeal is heard once in the

most appropriate manner.

Continue investigating the appeal.

8. Interview other staff members involved and any other
person with relevant information.

9. Share any additional information that is discovered with the
student and faculty member and/or Chair to allow them to
respond to the information.

~
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Dean will:
10. Document the following information:
- summary of the issues that gave rise to the decision
- the decision following the review, and
- a brief explanation of the reasons for the decision.
11. Submit all information to the Registrar.

WITHIN 5 DAYS OF Registrar will:
DEAN'S 12. Prepare a letter to the student advising of the Dean’s
DECISION decision and copy the faculty member initially involved and

any other College official entitled to the information.

13. If Appeal granted remove the Academic Discipline Report
from the student’s file and allow the student to retake the
disputed test, resubmit the disputed assignment for
reassessment, or return to the class. Take the required
actions to ensure that there is no academic penalty to the
student as a result of this process.

Student will:

14. If appeal denied may request a review by the College
Discipline Appeals Committee to appeal the Dean’s
decision.

4.2 College Discipline Appeals Committee Review

Students may request a review by the Appeals Committee if they:

- are not satisfied with the Dean's review of a matter of academic dishonesty as specified in
the Code of Student Conduct: Academic,

- wish to appeal a Dean's suspension as a result of a major infraction pursuant to Section 3.4
of the College Student Discipline Policy,

- wish to appeal a letter of expulsion from the Registrar pursuant to Section 3.5 in the College
Student Discipline Policy.

Students must submit a letter to the Registrar requesting a hearing and must include a brief

explanation of the nature of the concern with the disciplinary decision. The policies and
timeframes outlined in Section 1 and the hearing protocols outlined at Section 6 apply.

5 DISCRIMINATION AND HARASSMENT

Issues of discrimination or harassment and the College's response to them demonstrate the
College's endorsement of and compliance with Ontario’'s Human Rights Code. The College
Prevention of Discrimination and Harassment Policy binds all members of the College
Community — students, faculty members, support staff, and administrators — to a common set of
objectives, standards, and procedures. It demonstrates the College's determination to address
and rectify issues relating to human rights wherever they arise.
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Any student who feels that he/she has been discriminated against or harassed (according to the
definitions specified in that document) by any student, faculty member, support staff member, or
administrator in the College may seek redress through the procedures outlined in the College
Prevention of Discrimination and Harassment Policy.

5.1 General Process

Students should either seek counsel from the Student Affairs or the Human Rights Advisor who
will help clarify the process and address any issues of personal security or fear. This process
can be found in The College Prevention of Discrimination and Harassment Policy.

5.2 Issues Related to Academic or Disciplinary Appeals

Any human rights issues that arise during an academic or disciplinary appeal are handled
separately. In these cases, any hearings in progress will be suspended pending consultation
with the Human Rights Advisor. The hearing may continue on the recommendation of the
Human Rights Advisor.

Students initiating human rights appeals that have evolved from a related academic or

disciplinary appeals must:

- request a hearing from the College Human Rights Advisor

- provide a detailed explanation (either in person or in writing) as to why the first appeals
process did not appropriately address the concern, or any additional information that was
not available to the Committee with a satisfactory explanation as to why this information was
not available to the Committee.

The Human Rights Advisor will:
- review the documents and the transcript of the previous hearing
- recommend to the President that a Human Rights Appeals Committee be established to
hear the case if he/she believes:
- the procedures were not been followed, or
- there is information that could have bearing on the issue and that this information was
not considered, or
- there are additional arguments and concerns that need to be considered and that any or
all of these shortcomings has likely prejudiced the findings of the Appeals Committee.

If the review does not substantiate the student’s allegations, the Human Rights Advisor will
inform the student, in writing, that the College will not undertake a further appeal. This
notification will outline the reasons for the decision, and will also inform the student that they
College has no further capacity to hear a human rights appeal on this matter.

6 PROCEDURES AND PROTOCOLS FOR ACADEMIC AND DISCIPLINARY
APPEAL COMMITTEE PROCEEDINGS

The Appeals Committee will provide the student with a final, neutral forum to present his/her
appeal. The Committee can uphold the student’s appeal and assign the disputed grade or
amend or reverse the disputed Promotions Committee decision; or impose specific conditions of
performance for an opportunity to change the grade or decision.
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This summary will provide all participants on the academic and discipline Appeals Committees
with an understanding of the processes that must be followed during the hearings of College
appeals on grades and discipline. All hearing participants are responsible for reviewing these
protocols prior to attending hearings. The Academic/Discipline Appeals Committee Chair can
clarify any queries they have prior to the meeting.

The following process applies to academic and disciplinary appeals only.

Any disclosures made during the process should be kept confidential by all parties involved and
shared only in cases where it is in the best interest of the student.

6.1 Human Rights Appeals
A different protocol applies for Human Rights Appeals Committees, which is defined in the
College Prevention of Discrimination and Harassment Policy.

If, during the course of this academic disciplinary hearing, issues of discrimination or
harassment emerge, the Chair will note these concerns and ensure that the issues are
adequately investigated pursuant to the College Prevention of Discrimination and Harassment
Policy. If necessary, the hearing will be adjourned and the Chair will consult with the College
Human Rights Officer.

6.2 Committee Members
The responsibility for assembling the Committee rests with the Registrar. The same members
will attend both academic and disciplinary appeal reviews.

It is the College's intention that members of Appeals Committees have no prior involvement in
the matters concerning this appeal. Prior to the hearing date, any member of the Appeals
Committee must disclose any conflict of interest. That member will be replaced with a suitable
alternative.

CHAIR MEMBERS

The President of the College will appoint the two Chairs/Directors for the Appeals Committee for
a term of 2 years, with terms expiring in alternative years. The Chairs will be fully trained in
identifying issues of discrimination and harassment pursuant to the College Prevention of
Discrimination and Harassment Policy.

It is the Chair’'s responsibility to ensure that:

- due process occurs

- all participants have an opportunity to present their case in a respectful environment, and
- all pertinent documentation is available to the Committee members.

6.3 Notice of Appeal Dates and Committee Members

Prior to the appeal hearing, the Registrar will notify all participants of the following information:
— composition of committee

— date, time and location of appeals review.
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CoMMITTEE COMPOSITION

Five days prior to the hearing, the Registrar will distribute a list of the committee members
attending the appeals review. Within two days of the hearing date, the appealing student must
notify the Registrar of any perceived conflicts of interest (Section 1.2).

HEARING DATE

Unless the student disagrees, the Registrar will notify all participants of the hearing details
between two to ten working days of receipt of the request for the review. In either case, the
Registrar will ensure that the student has received proper notice of the time and date for the
review.

If the student is unable to attend the appeals review at the proposed time, he/she must notify
the Registrar within two days of receipt of the notice of the review so that an alternative date can
be arranged. The Registrar must receive the appropriate notice from the student in order for the
review to proceed.

The appeals review will commence at the date and time specified by the Registrar.

6.4 Attendance

The appeals review will be attended by:

- the student who has brought the appeal, and an advisor if requested

- all members of the Appeals Committee as specified in the College Appeals Policy and
Procedures

- the faculty member (e.g., course instructor, staff member, or Promotions Committee
Chair/designate) responsible for the initial decision and an advisor, if requested (the appeal
may continue in the absence of the faculty member)

- arecorder who will record the proceedings of the hearing — this person is normally a court
reporter

- anote taker or interpreter, as required.

Advisors in attendance may not make any submissions on behalf of their participant or interfere
in any way with the review meeting.

If the student has difficulty expressing him/herself due to language, disability, or another
significant reason, the advisor may speak on the student's behalf, at the discretion of the Chair.

6.5  Appeals Review Process

Committee reviews will proceed in the following manner:

Introductions

- Stage 1 — opportunity for the student and faulty member to individually state their cases and
for the committee members to seek clarification

- Stage 2 - the Committee members request further clarification; both student and faculty
member may present additional information

- Stage 3 - the Committee members only, review the appeal information and make the final
decision.

At any time during the session, the Chair may determine that the issue can be resolved outside
of the appeals review. If this case, the Chair may suggest that the participants resolve the
matter and suspend the hearing.
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INTRODUCTIONS

When all participants have assembled, the Chair of the Appeals Committee will:

- call the hearing to order

- introduce himself/herself to the student

- ask everyone in the room to introduce themselves and to identify their particular reason for
being present

- review the procedures and protocols for the appeals meeting

- provide a final opportunity for the appealing student to disclose any concerns regarding any
perceived conflicts of interests with the committee members. The Chair will determine the
validity of the claim and excuse any committee member from the hearing, if required.

STAGE 1: PRESENTING AND CLARIFYING THE ISSUES

The first phase of the appeals review allows the student and faculty member to present their
cases so that the Committee members are aware of the issues and respective positions.
Committee members may ask questions for clarification.

1. The Chair invites the student to present his/her case to the Appeals Committee. The
student’s case must be based on the original reason for the appeal (i.e., their grounds for
appeal cannot be changed during the hearing or after they clarify their position). Since this is
the final opportunity for the student to make his/her case, Committee members will permit as
much time as required, within reason. The Chair will determine whether the student’s
advisor may speak on his/her behalf or excuse the student and advisor from the hearings for
short consultations.

2. The Chair may intervene to end repetition or digression, clarify where arguments are going
and/or to provide guidance (e.g., assist student in providing chronological order to
events/issues).

3. The Chair invites the faculty member to present his/her side of the case. The faculty
member should:
- review the relevant documents provided to the Committee, and
- summarize the key points of the processes of the resolution taken to-date

4. At the Committee members request, the Committee Chair may ask the Chair/Program Co-
Ordinator of the student's program of study to present an overview of the program or the
relevant program policies. (This may be requested to clarify the relevance of this appeal to
the overall program of study and the student's completion of that program.)

STAGE 2: CLARIFICATION

During this stage, Committee members may ask additional questions for clarification and
presenters may add additional information in relation to the questions. Questions must be
relevant to the grounds for the appeal. Any uncertainty about the nature of the questions should
be cleared with the Chair first.

1. The Chair ensures that the student has the opportunity to say everything, by asking
guestions such as — “Is there anything else you wish to add? or “May we be satisfied that
you have stated your entire case?” At the end of the student’s presentation, the members of
the Committee may ask the student questions. Questions should be relevant to the topic
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and clarify any statements made by the student. Any uncertainty about the suitability of
their questions (e.g., digressing into human rights issues, etc.) should be cleared with the
Chair first. The faculty member is not permitted to ask the student questions.

2. At the end of the faculty member's presentation, the Committee members may ask the
faculty member questions. Questions should be directly relevant to the current appeal and
clarify any statements made by the faculty member. Any uncertainty about the suitability of
their questions should be cleared with the Chair first. The student is not permitted to ask the
faculty member questions

3. The Chair invites any of its members to ask questions of clarification to any of the
presenters.

4. When all clarifying questions have been asked, the Chair invites the faculty member to
provide a summary statement of his/her position.

5. The Chair confirms that the student has had an opportunity to make all relevant submissions
to the Committee. The student is provided with the opportunity to say more, if s/he requests
it with the proviso that the student understands that the Committee will allow the faculty
member an opportunity to respond to new or additional information raised by the student.
The student may then respond to the additional information provided by the faculty member.

6. The Chair closes Stage 2 of the appeals review and requests all participants but the
committee members to leave the meeting.

At the end of this stage, all members of the Committee should have heard all of the issues,
reviewed all relevant documents with the individuals concerned, and be satisfied that everyone
has stated, as completely as they can, their respective positions in relation to these issues.

STAGE 3: COMMITTEE REVIEW AND DECISION

In the final stage, the Committee conducts a comprehensive, confidential, and candid review of
all submissions and evidence presented to them. No notes or minutes are taken during this
review.

1. The Chair ensures that the discussion remains focused upon the relevant submissions and
evidence.

2. The Committee concludes its deliberation with one of three recommendations:

- uphold the appeal and order that the disputed grade, Promotions Committee’s decision,
or the disputed disciplinary sanction be modified. In this case, provide an appropriate
level of additional instruction and/or remediation to ensure that there is no academic
penalty to the student as a result of this process.

- deny the appeal and uphold the disputed grade, decision, or sanction;

- impose specified terms of performance or behaviour in order to modify a disputed grade,
decision, or sanction (e.g., complete a special supplemental examination to a specified
percentage of achievement in order to change a grade).

3. Once the Committee has reached a decision, the Chair prepares a memo that provides a
brief explanation of the reason for the decision. It also indicates that the College has no
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further capacity to hear the appeal. All the Committee members sign the memo to formally
demonstrate the decision that they have reached.

4. The Chair submits the following to the Office of the Registrar:
- the memo
- request form
- documentary evidence
- recommendations.

5. The Chair assembles all other copies of all documents gathered during the review (e.g.,
panel notes, etc.) and appeal process and ensures they are destroyed.

Within 5 Working Days of the Review Date

6. The Registrar sends:
- aletter to the student informing him/her of the Committee decision with copies to the
faculty member, the Program Chair, and the divisional Dean
- retains the transcript of Stages 1 and 2 of the review and one copy of all relevant
documents for a period of two years. After this period, the documentation will be
destroyed.
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GLOSSARY OF TERMS

Dean
The academic head of the Faculty.

Faculty
The set of academic programs (e.g., the Faculty of Community Services and Health Sciences)
in which the appealing student’s program is located.

Faculty Members
Refers to the person(s) who teach the course.

Faculty/Program Chair/Director
The administrator responsible for the program in which the student is enrolled.

Registrar
Refers to the Office of the Registrar.

Working Days
The days referred to in the processes are based on working/business days and exclude days
that the College is closed for holidays.
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REQUEST FOR ACADEMIC APPEALS COMMITTEE REVIEW

One of the goals of the educational process is to encourage collaboration and dialogue between faculty
and students. You should monitor your progress in each of your courses and ask for feedback and help.
The formal request is part of a process designed to ensure that you have access to a thorough,
respectful, and impatrtial review of your concerns.

Use this form to appeal academic decisions made by your faculty member or Promotions Committee.

Do not proceed with this request or process if:

— you believe that violations of the Ontario Human Rights Code have occurred. Instead, consult with
the College’s Human Rights Advisor, who will advise you of the procedures to follow to make
human rights complaints.

— you are seeking a reassessment of a written assignment, exam, test, or evaluation based on merit of
work or an error in calculation. Instead, complete the Request for Work Reassessment form and
follow the Reassessment of Work process. You can obtain this form from the College Website,
Student Association, Student Affairs, Program offices, and the Learning Resource Centre.

Student Guidelines

Prior to initiating any action, it is strongly recommended that you discuss your concerns with Student
Affairs or the Student Association to help clarify your issues and to understand the process.

To help expedite the process:
take all supporting documents with you to your review meetings
adhere to the timelines and procedures outlined in the Academic Appeal policies.

Within 10 Days* Of The Decision

1. Arrange a meeting with your faculty member to discuss your concern. (If you are unable to
arrange a meeting within this timeframe, continue with step 6.)

2. Complete Section A of this form and attach all relevant documents to support your claim.

During Faculty Member Review

3. Both parties should make every attempt to resolve the issue.

4. The faculty member completes Section B and records the resolution, if applicable.
5. Both parties date and sign in the designated area.

Within 5 Days* of the Faculty Review

6. If you dispute the faculty member’s decision, arrange a meeting with the Chair/Director by
submitting the forms to the Chair/Director’s office. The office will confirm receipt of the
request by dating and signing a copy of the form.

During Chair/Director Review

7. All parties should make every attempt to resolve the issue.

8. The Chair completes Section C and records the resolution, if applicable.
9. All parties date and sign in the designated area.
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REQUEST FOR ACADEMIC APPEALS COMMITTEE REVIEW

Student Guidelines (Cont'd)

With 5 Days* of Chair/Director Review

10. If you wish to appeal the grade or promotion decision, complete Section D.

11. Submit the form with the attachments to the Office of the Registrar by one of the following
means:

Delivery Method  Address/Phone Number
In Person Casa Loma Campus - 500 MacPherson Avenue, 2" floor

Interoffice Mail Casa Loma Campus

Office of the Registrar
George Brown College

External Mail P.O. Box 1015, Station B,
Toronto, Ontario, Canada, M5T 2T9

Fax 416-415-4994

E-Mail saappeals@georgebrown.ca

Note: If you submit the form via e-mail, ensure you forward a signed hardcopy to the
Registrar as soon as possible.

12. The Registrar will:

- provide you with a copy of the form and attachments (if submitted in person) or
acknowledge receipt of your request if submitted electronically or via interoffice mail (and
match your electronic submission to your hardcopy, when received)

- schedule the committee members and arrange for a court reporter/note taker

- schedule a location and hearing date

- distribute a list of the Committee members prior to the hearing date

- distribute copies of the documents to the Appeals Committee Chair for distribution.

13. Retain any correspondence you receive in reply to this appeal and/or the postmarked
envelope.
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REQUEST FOR ACADEMIC APPEALS COMMITTEE REVIEW

A: Student Information (ComPLETED BY STUDENT)

Provide accurate information. If you cannot be contacted, you risk missing important deadlines
and information and may jeopardize your ability to further appeal.

Please note that if a faculty member or the Registrar is unable to contact you and you have not
contacted the same within the required timeframes, the request will be deemed “abandoned”
and no further action will be taken.

Student Student I.D.

Name: #:

Address: Phone #'s

City: E-Mail
Address:

Postal Code:

Review Concerns (Check one)

[J Promotion Committee Decision [ Failing Grade ] Non-Failing Grade

Grounds for Review/Appeal

Please place a checkmark beside all the applicable reasons for the appeal and include an
explanation in the area provided. Attach all relevant documents that will support your claim and
assist with the review.

[] REASON REQUIRED DOCUMENTATION

] Merit of Work - Oral evaluations and - Official certificates, class grades showing
presentations, clinical evaluations, satisfactory course progress, marked
placements only assignments/evaluations or relevant documents

For reassessment of written work or errors in
calculation, use the Request for
Reassessment of Work form and follow the
process outlined in Section 2.

O Medical - Medical documents

O Compassionate - Medical documents, death certificate, notice of
funeral, travel documents

| Unfair Treatment/Personal Bias - Written details of circumstances/events

] Course Management - Course management policies and actual work
received
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REQUEST FOR ACADEMIC APPEALS COMMITTEE REVIEW

O

Misapplication of Regulation (Specify
Regulation)/Procedural Error

Regulations and details of events
Procedural errors with work reassessment

Explanation of Reason(s):
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REQUEST FOR ACADEMIC APPEALS COMMITTEE REVIEW

B: Details of Faculty Member Review (COMPLETED BY FACULTY MEMBER)

The student must request a meeting with 10 days* of receiving the academic decision. The
faculty member outlines his/her decision in this section at the conclusion of the student meeting.
If the concern is resolved, no further action is required.

Course: Faculty Member:

Date of Review: Agreement Reached: [ ] Yes [] No

Terms of Resolution, if applicable:

This confirms that a faculty member review of the disputed grade/Promotion Committee
decision has taken place and that the terms of resolution, if any, have been agreed to by both
parties.

Faculty Member Signature Date

Student Signature Date

If there is no resolution, the student retains the original form and documents and refers his/her
concern to the Chair/Director. The student must arrange a meeting within 5 days* of faculty
member’s decision.

[ ] Proceed with Chair/Director Review

CHAIR/DIRECTOR’S OFFICE: (COMPLETED BY ADMINISTRATIVE ASSISTANT)

Date Request Received
Received: By:

Scheduled Review
Date:
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REQUEST FOR ACADEMIC APPEALS COMMITTEE REVIEW

C: Details of Chair/Director Review (COMPLETED BY CHAIR/DIRECTOR)

Date of Chair/Director Agreement [] Yes []
Review: Reached: NoO

Terms of Resolution, if applicable:

This confirms that a Chair/Director review regarding the disputed grade/Promotion Committee
decision has taken place and that the terms of the resolution, if applicable, have been agreed to
by all parties.

Chair/Director Signature Date

Student Signature Date

If there is not resolution, the student retains the original form and attachments to proceed with
an Appeals review. The student must submit the request within 5 days* of the Chair/Director’s
review.

[ ] Proceed with Appeals Committee Review
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REQUEST FOR ACADEMIC APPEALS COMMITTEE REVIEW

D: Request for Appeals Committee Review (COMPLETED BY STUDENT)

A request for an Appeals Committee review of an academic decision must be initiated within 5
days* of the Chair/Director’s decision.

| have read and understood the Appeals Policy. | certify that the documents | have submitted
are authentic and bona fide and the statements | have made are true. | also understand that the
appeal will be deemed to have lapsed if | do not initiate it or follow through with it according to
the time frames stipulated. | also understand that relevant personal information may be
discussed during the Appeals Committee review.

Student Signature Date

George Brown College will send a letter informing you of the decision made by the Appeals Committee.
However, if you would like immediate notification of the results of the hearing, please indicate the
preferred method below and ensure the information provided in Section A of this form is accurate.

Please notify me by: [_| e-mail

OFFICE OF REGISTRAR:

Date Request Received

Received: By:

Delivery Method: [ ] Internal Mail []In [ ] E-Mail [] Fax
Person

[ ] External Mail

Scheduled Hearing
Date:
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REQUEST FOR REASSESSMENT OF WORK

Any time during the semester, students may request a review of any written assignment, test, or
exam that they feel have not been appropriately graded. Students must request a review from
their course faculty within 10 working days of receiving the graded work. Grades not
guestioned within this period will not be reassessed at a later date.

Work that does not lend itself to reevaluation (e.g., oral presentations) must be appealed in the
normal manner.

The Chair/Director determines whether a reassessment is warranted. If approved, an
independent assessor will evaluate the work. The reassessment may result in a higher, lower,
or the same grade, which cannot be appealed. If the reassessment was not done or has not
been done in keeping with the policy, students may appeal on the grounds of a Procedural
Error.

Please print clearly. Use a separate form for each grade appeal.

Date of Submission Department

Term of Grade [ Fall [0 Winter
Being Appealed
[ Spring [0 Summer

Reason For Request: (All claims should be completely documented, and copies of all relevant
documents must be attached to this form.)

Student Information

Provide accurate information in the event that further inquiries are required. If you cannot be contacted, you risk
missing important deadlines and information, and may jeopardize your ability to further appeal.

Student Name: Student ID #:
Address:
Phone #'s:
City:
Postal Code: E-Mail Address:
Fax #:
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REQUEST FOR REASSESSMENT OF WORK

PROGRAM/COURSE INFORMATION

Program: Program Level:
Course Name: Course Number:
Faculty: Grade Received:

A: DETAILS OF FACULTY REVIEW

Date of Review: Grade/Mark Changed: [ ] Yes [ ] No

New Grade (if applicable):

Reason for Decision:

Faculty Member Signature Date

Student Signature Date

[] Chair/Director Review Required

1.1.1.1.1 DOCUMENTS REQUIRED TO PROCEED WITH CHAIR/DIRECTOR REVIEW
[ ] Instructor's Assignment/Test/Exam
[ ] Grading Scheme
[ ] Other Evaluation Criteria
[ ] Original Student assignment/test/exam
[ ] Clean copy of Student’s original assignment (all notations and student name removed)
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REQUEST FOR REASSESSMENT OF WORK

B: DETAILS OF CHAIR/DIRECTOR REVIEW

Date of Chair/Director Reassessment
Review: Recommended? D Yes D No

Reasons For Decisions:

Chair/Director Signature Date

Assessment To Be Performed By: (Print Name Above) Date:

C: DETAILS OF INDEPENDENT ASSESSMENT

Date of Assessment: Grade: ORIGINAL REASSESSED

Reasons For Decision:

Reassessor’s Signature Date

When reevaluation is complete, return form and all documents to the Chair/Director.
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STUDENT MEDICAL CERTIFICATION/DECLARATION

Student Name Student # Student Signature

Physician's Statement

| hereby certify that | provided health care services to

student name
a student at George Brown College, on

date(s) of visit
I confirm that this condition and subsequent treatment has impacted and limited
from meeting his or her academic obligations as described below.

student name

Explanation of limitations, if any (e.g., effects of medication):

On the basis of that episode of care, | am providing the information for use by the College in
assessing what special consideration, if any, should be given to this student in respect of
missed or affected classes, tutorials, practical, labs, assignments, tests or examinations.

Physician/Health Professional’s Signature Date

Name (Please Print Clearly)

Address, Telephone (business card is suitable)

Please include official stamp
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Appeals Policy — Page - 36 -

1 - Faculty Member Review

Reassessment of Work

2 - Chair/Director Review

3 - Independent Evaluation

Within 10 Days Of
Receiving Mark/Grade
Arrange a meeting with
faculty member.

STUDENT

*

\

- Complete Request for

Reassessment of Work form.

- Attach supporting
documents.

STUDENT

|

- Meet with student to
discuss work.

- Complete Section B of
form.

FACULTY MEMBER

Change mark, if applicable.

FACULTY MEMBER

Within 5 Days - Advise both parties of Receive results of
Arrange a meeting with decision. m reassessed work, which
Chair/Director. —| - Arrange for reevaluation. cannot be appealed.
STUDENT CHAIR/DIRECTOR STUDENT
- Obtain any required \ Give work to an Procrror?-> No
documem;s. independent, qualified ves
- Meet with student to assessor.
discuss concerns.
CHAIRIDIRECTOR
CHAIRIDIRECTOR A
l Within 5 Days of Decision
If appealing decision, follow
TWIThim5 Days of Meeting | Within 5Davs (Or L " the Academic Appeals
- Determine whether work Agl;relen ) ays (Or Longer process - Section 3.
_stg);:;j Ibeier?escst?;rf?bf Reevaluate work and retun STUDENT
foom p documents to Chair/Director.
CHAIRIDIRECTOR INDEPENDENT ASSESSOR
Reent? Yes — l
No !
Update Section C of form
l and advise student and -
faculty member of outcome.
Prepare letter to student CHAIR/DIRECTOR

advising of decision and
reasons why.

* Student may meet with Chair/Director directly
if meeting cannot be arranged within this period.

CHAIR/DIRECTOR

For related process, click here.
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APPEALS — ACADEMIC APPEALS PROCESS

1- Faculty Member Review

Academic Appeals Process

2 - Chair/Director Review

3- Appeals Committee Review

Within 10 Days of Decision
Arrange a meeting with
faculty member to discuss
concern; complete Section A
of the Appeals form and
attach required documents.

Give form and documents to
student if he/she is pursuing

Give original form and
documents to student if

—

Within 5 Days of Hearing
- Advise student in writing of

STUDENT

|

- Meet with student to
discuss concerns.

- Complete Section B of
Appeals form.

FACULTY MEMBER

a Chair/Director review. ursuing an appeal. outcome.

n ganap - Adjust records, if required.

FACULTY MEMBER CHAIRIDIRECTOR REGISTRAR
Within 5 Da&s of l l
Meeting/10 Days of Within 5 Days of Decision Within 5 Days of Decision
Decision Complete Section D on If there was an error in the
Arrange a meeting with Appeals form and submit to process you may appeal
Chair/ Director and submit the Office of Registrar. following the steps for
Appeals form and Procedural Review (3.4)
STUDENT G/t

|
R? No

l

l

Within 5 Days of Request Within 10 Days of Request
L (
- Arrange a meeting with all Arrange hearing, notify
ves parties to discuss the issues. participants, and distribute
- Complete Section C on the documents.
Appeals form. REGISTRAR
CHAIRIDIRECTOR
Implement changes, if l
applicable.
T R? No - Conduct hearing following
the protocols in Section 6.
Yes - Review and make decision. | |
- Forward documents to
l Registrar.
. APPEALS COMMITTEE
Implement changes, if
applicable.
* Student may meet with Chair/Director CHAR/DIRECTOR

directly if meeting cannot be arranged

during this timeframe

For related process, click here.
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APPEALS — ACADEMIC APPEALS PROCESS

Academic Appeals Process

4 - Procedural Review

Within 5 Days of Receiving

Submit request to Office of
Registrar.

STUDENT

l

Within 7 Days of Request

- Notify Associate Director of
request.

- Order transcripts and
forward the relevant

documents
REGISTRAR

l

complaint.
- Advise Registrar of
decision and reasons.

ASSOCIATE DIRECTOR

|

Send student a letter
advising of Associate
Director’s decision and
reasons for decision.

REGISTRAR

Heariired? Yes ——>—

No

Committee Decision >

Within 10 Days Of Decision
- Schedule a hearing, notify
participants, and distribute
documents.

- Notify original Committee
Chalir of decision.

REGISTRAR

|

- Conduct hearing following
the protocols in Section 6.

- Review and make decision.
- Notify Registrar.

APPEALS COMMITTEE

- Review student’s 4

l

Within 10 Days Of Decision
Notify student of decision, in
writing and adjust records, if
applicable.

REGISTRAR

|

- Receive correspondence
with final decision from
Appeals Committee hearing.

STUDENT

For related process, click here.
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APPEALS — HEARING PROTOCOLS AND PROCEDURES

Introduction

Hearing Protocols and Procedures

1 - Present Issues

2 - Clarification

3 - Review and Decision

- Call meeting to order.

- Introduce self to attendees.
- Have each member
introduce themselves and
their reason for being there.

COMMITTEE CHAIR

- Present case to committee
members providing original
grounds for appeal.

- Respond to any clarifying
questions asked by the
Chair.

Ask additional questions for
clarification.

Ensure discussion remains
focused on the relevant
submissions and evidence.

COMMITTEE MEMBERS

COMMITTEE CHAIR

l

STUDENT

l

A4

Y

- Review procedures and
protocols for meeting.

- Give student an opportunity
to voice any conflicts of
interest.

Ask relevant questions to
help clarify student's
statements.

Respond to questions asked
by Committee Members.

Review submissions and
make recommendations.

STUDENT/FACULTY

COMMITTEE MEMBERS

COMMITTEE MEMBERS

COMMITTEE CHAIR

C? No — )

Yes

v

A

l

A4

Present case and summarize
key points of the processes
of the resolution taken to-
date.

Provide summary statement
of position at the Chair's
request.

FACULTY MEMBER

Prepare memo giving brief
explanation of the reason for
the decision.

FACULTY MEMBER

l

COMMITTEE CHAIR

- Determine validity of
student concern and excuse
member, if applicable.

- Continue with proceedings
or adjourn, as applicable.

COMMITTEE CHAIR

Ask relevant questions to
help clarify faculty members
statements.

- Ensure student has made
all relevant submissions.

- Allow both student and
faculty member to respond
to any new information

Y

- Submit required documents
to Registrar.
- Destroy other documents.

COMMITTEE MEMBERS

COMMITTEE CHAIR

COMMITTEE CHAIR

l

A4

Present overview of program
to clarify relevancy of
appeal, if requested by
Committee Chair.

PROGRAM CHAIR

Close Stage 2 and ask all
participants (except
Committee members) to
leave the hearing.

Within 5 Days of Review

- Forward letter advising of
outcome to student with
copies to Faculty.

- Update records, if required.

COMMITTEE CHAIR

REGISTRAR
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The expectations of the College with relation to each of these areas will be described in detail
in this document.

1.1 Adherence to Policies

Students are expected to:
familiarize themselves with the College policies relevant to them;
adhere to those policies to the best of their ability and assist and encourage fellow
students to adhere to the policies;
draw perceived problems with the policies to the attention of their Student Association,
which will take concerns to the Office of the Vice President, Academic;
familiarize themselves with and adhere to the relevant provisions of the Ontario Human
Rights Code (see Appendix D) and the College Prevention of Discrimination and
Harassment Policy.

1.2 Inappropriate Behaviour
Students will ensure that their behaviour is at all times respectful of others and supportive of
class objectives. Students are not to use the classroom or online environment to:
utter scurrilous, profane, or obscene language;
make remarks or engage in conduct that is racist, sexist, or in other ways discriminatory
as defined by the Ontario Human Rights Code (see Appendix D);
engage in behaviours or make remarks that could reasonably be interpreted as
threatening;
attempt to divert the class in support of any personal, political, religious, or social agenda;
or
attempt to use one class or an online forum as a forum to complain about another class
or defame staff;
encourage, by inaction or innuendo, the development of a learning environment that is
fractious, disrespectful of others, or inconsistent with the student code of conduct.

2 STANDARDS OF CLASSROOM CONDUCT

Students will ensure that their conduct in the classroom contributes to a productive learning
environment. Students are expected to refrain from promoting their personal, religious, political,
social, or business agendas either during class time or in the online environment.

2.1 Participation and Conduct

Students are expected to:
arrive at each class on time. If for any reason they are late in arriving, they should enter
with minimal disruption. If it is necessary to leave the class early, they should leave
unobtrusively;
participate co-operatively in classroom activities;
bring any concerns about any class situation or about the course to the attention of the
faculty in a timely manner, and in an atmosphere that is non-confrontational and
respectful of issues of confidentiality. Specifically, students should avoid repeated in-
class interruptions that disrupt the progress of learning;
comply with College regulations regarding prohibition of food and drink in the classroom;
not be impaired by either drugs or alcohol.
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2.2 Audio taping

Students may audiotape their class under the following conditions:
they must first ask the faculty for permission to audiotape, and permission will not be
unreasonably withheld. It is recognized that some classes such as group processing
classes may not be appropriate for audio taping.
all members of the class must know the class is being taped;
the individual student will only use the tape of class for academic purposes;
the right to privacy of the faculty and the members of the class will be respected,;
they submit to faculty a Student Accommodation Form indicating ‘audio taping' as an
accommodation by the Disability Services office under the Ontario Human Rights Code
(OHRC).

2.3 Photography/Videotaping

Students are not permitted to photograph or videotape except with prior permission from faculty
and the entire class. This includes using cell phones for these purposes.

Due to privacy laws, it is a violation to post audio, video or photographs of faculty, fellow
students, clients, children in the lab schools, or community members on any social network
without explicit permission.

3 CONDUCT RELATING TO ACADEMIC PERFORMANCE

Students will take responsibility for their own academic achievement. Students will demonstrate
their commitment to their own goal of educational advancement by attending class, completing
assigned work, and complying with copyright legislation, as outlined below.

3.1 Attendance

Students should attend class. The College recognizes that, as adult learners, students will make
individual decisions regarding attending classes. The College expects that students understand
and accept that there may be consequences resulting from their decision not to attend. There
may be instances where attendance in classes, labs, demos or work placements is required.
Students are required to adhere to the attendance policy where stated.

3.2 Classroom Activities

Students should complete assignments, projects, and any other classroom activities set by the
faculty for evaluation, on time. If a student is unable to complete the work in the designated
time, he/she should discuss this matter with the faculty in advance of the due date.

3.3 Copyrights

Students must comply with the laws regarding copyright and trade mark, as well as with
licensing agreements pertaining to the use of print materials, software, databases, etc. and with
the College's copyright policy. More detailed information about the law is available in the
sources listed in Appendix A of the copyright policy. Students should be aware that the College
will not provide assistance or protection relating to charges arising from copyright infringement.
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4 ACADEMIC INTEGRITY

George Brown College believes that the development of self-discipline and acceptable
standards of academic integrity are fundamental aspects of the learning process. Individuals
and groups must uphold the values of academic integrity -fairness, honesty, trust, respect and
responsibility.

All members of the college community must be committed to academic honesty including
college staff and students. Breeches of academic integrity are considered a serious offence and
disciplinary action will be taken in response to acts of academic dishonesty.

4.1 Offences Warranting Disciplinary Action
The following offences are considered to be acts of academic dishonesty warranting disciplinary
action:

Fabrication
Improper Research Practice
academic research includes the collection, analysis, interpretation and publication of
information or data obtained in the scientific laboratory or in the field.
forms of improper research practice include but are not limited to:
dishonest reporting of investigative results, either through fabrication or falsification;
taking or using the research results of others without permission or due
acknowledgement;
misrepresentation or selective reporting of research results or the methods used.

Cheating
the use or possession of an unauthorized aid or aids or use of unauthorized assistance in
any academic examination or term test or in connection with any other form of academic
work (e.g. cheating during a test or an examination or theft of an examination); this also
includes collaborating when faculty's instruction was to work independently.

Forging or Falsification of Documents
forging, altering, or in any other way falsifying any document or evidence required for
admission to the College, or circulating or making use of any such forged, altered, or
falsified document, whether the record be in print or electronic form; forging a document
or the signature on a document such as a doctor's note, letter of recommendation or letter
of permission.

Impersonation
the impersonation of, or the act of having another person impersonate, another student at
any academic examination or term test or in connection with any other form of academic
work;

Plagiarism
Plagiarism is defined as:
a direct quotation, paraphrasing or expressing an idea that was articulated by someone
else from a text or paper without identification as to source,
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4.2

submission of a work as one‘s own when it has been prepared by someone else, and
contraction for assignments or submission of reports that are not the work of the student
not giving credit for work that was done in collaboration

the submission, without the knowledge and approval of the faculty to whom it is
submitted, of any academic work for which credit has previously been obtained or is
being sought in another course or program of study in the College or elsewhere;

the submission for credit of any academic work containing a purported statement of fact
or reference to a source that has been concocted,;

engaging in any form of cheating, academic dishonesty or misconduct, fraud or
misrepresentation not herein otherwise described, in order to obtain academic credit or
other academic advantage of any kind.

Click on the link for full explanation and guidance:
http://www.georgebrown.ca/saffairs/stusucc/plagiarism/whatisitallabout.aspx

Facilitating Academic Dishonesty
Encouraging, enabling, or causing others to do, or attempt, any of the above with intent to
mislead faculty, academic unit, program, office or committee as to a student's academic
status, qualifications, actions or preparation shall be considered a breach of academic
honesty.

Inappropriate Use of Digital Technology

This may be a violation of academic honesty. Forms of inappropriate use of digital
technology may include but are not limited to:

Unauthorized entry into a computer file for the purpose of using, reading or changing its
contents;

Unauthorized transfer of one or more files or part of the data contained within a file;
Unauthorized use of another's identification and password;

Use of computing facilities to interfere with, or alter the work of another student, faculty
member, or College staff member.

Consequences

The College is committed to academic integrity and will, without hesitation and without
exception, penalize acts that demonstrate disregard for the standards governing honesty in
academic performance. The minimal consequence for submitting a plagiarized, purchased,
contracted, or in any manner inappropriately negotiated or falsified assignment, test, essay,
project, or any evaluated material will be a grade of zero on that material.

If the College discovers that a student has knowingly provided illegal assistance to a fellow
student in an examination or assignment, then that student will also receive a mandatory grade
of zero on the examination or assignment in question.

Incidents of academic dishonesty will be considered a major infraction under the terms
prescribed in the College Policy on Student Discipline. The College may apply the full range of
options, including suspension or expulsion, according to the procedures outlined in that
document.
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5 ASSESSMENT OF ACADEMIC DISHONESTY

5.1 Process for Course Faculty
If faculty has cause to believe that a student has plagiarized, submitted false materials, cheated
on an exam, or in any other way behaved in an academically dishonest manner, he/she will:

1. Immediately inform the student of the act of dishonesty and give the reasons.

2. Give the student an opportunity to present his or her side of the story and, if appropriate,
write an on-the-spot précis of the material in question. Faculty will also be sensitive to the
needs of ESL students or students with disabilities in this instance. In the case of group
assignments, the faculty may interview students to determine the extent of their involvement
in the dishonesty and to determine a course of action.

3. Assign a mandatory grade of zero to the material in question if the student is unable to:
provide a credible explanation to account for the behaviour that has caused the concern
to be raised:;
refute the evidence provided, or
provide an accurate précis.

4. Provide the appropriate Chair/Director of the student’s program with an Academic Discipline
Report that:
- outlines the nature of the offense,
- summarizes the interactions, and
- documents that a grade of zero has been assigned (copy attached as Appendix E).

5.2 Process for Invigilator (Exam Supervisors)
If an invigilator who is not the student’s professor and who may not be a faculty member has
reason to believe that a student is cheating during an examination, he/she will

1. Inform the student immediately that he/she believes that an act of dishonesty has taken
place and give reasons.

2. Require the student to leave the examination.

3. Provide a full report in the form of a memo to the student’s faculty member, who will follow
up according to the provisions outlined in item 8.1.

5.3 Discipline Reports and Records

The Academic Discipline Report will remain with the Chair for the duration of the student’s
participation in that program of study to ensure documentation of repeated incidents of
academic dishonesty.

Disciplinary records (with the exception of expulsion, refusal for re-admission or suspension
beyond 10 days) may be held for three years following the student’s graduation from the
College and will then be destroyed in compliance with the provisions of the Freedom of
Information and Protection of Privacy Act (see Code of Conduct: Academic Employees).
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Suspension: when a student has been asked to leave the college for a period of time but may
be allowed to return based on the conditions set by the Chair. Suspensions can be for a period
of between one day and one year.

Expulsion: when a student has been asked to leave the college. This may be for a period of 12
months or more.

6 RELATIONSHIPS OUTSIDE THE CLASSROOM

Relationships outside the classroom refers to student interactions in such areas as Learning
Resource Centres, gymnasiums, lounges, cafeterias, and other College spaces designed for
students to use, either for study, for access to services, or for socializing and to interactions that
occur off campus in activities sponsored by the College, such as placements, clinical settings,
and field trips.

Behaviours that are inappropriate inside the classroom are equally inappropriate outside the
classroom and students are expected to demonstrate courtesy and respect (see item 1.3) in all
their interactions with other students, faculty and staff, including the communications on the
intra/internet.

Students should feel free to ask fellow students for help with or clarification of course content.
However, they should be aware that there are limits to the kind of help that fellow students and
support services, such as peer tutoring and peer learning, can reasonably be expected to
provide.

6.1 College Property/Resources

Students will comply with College rules and regulations governing areas designed for common
student use (includes property within and outside of school premises) and will co-operate with
College staff in applying those rules and regulations.

Students will return all materials borrowed from Learning Resource Centres or from other
departmental resource centres when due.

Students will treat books, computers, and all other materials and equipment provided by the
College for student use with care, and will refrain from any activity that in any way damages,
defaces, or negatively affects the usefulness of the material or equipment. Specifically, students
will understand that the College regards vandalism of learning resources as a major infraction of
the College Policy on Student Discipline (Section 3.0).

6.2 Conflicts and Interventions

Students should strive actively to resolve conflict between themselves and fellow students and
should make an effort to prevent conflict between other students. Interventions to be used are
verbal attempts at conciliation; if these are not successful, the student should immediately notify
a College staff member. Specifically, students should refrain from physical intervention.
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Students are urged to follow the specific procedural guidelines provided in the College Policies
on Emergencies, the Prevention of Discrimination and Harassment, and on Student Discipline
when dealing with such situations.

On College premises, students should refrain from behaviour that may result in the imposition of
College sanctions or civil or criminal proceedings.

7 RELATIONSHIPS WITH FACULTY AND STAFF OUTSIDE THE CLASSROOM

Interactions with faculty and staff outside the classroom can occur in several contexts:
contacts directly relating to their learning situation, for example, with faculty or staff
assisting students’ work in areas such as libraries, labs, and offices
contacts on out of college trips and placements (clinical, etc.) and internal placements;
contacts with any faculty member, support staff member, or manager in any non-
academic matter.

Students should:
feel free to discuss in a courteous and respectful manner any issue concerning their
academic standing or learning experience with the faculty member who is teaching them;
schedule any discussion to take place during the office hours that may be posted by that
faculty member or at a mutually determined time;
maintain a non-confrontational attitude in interactions with faculty and should approach
even difficult matters with a view to resolving the problem at hand.

7.1 Concerns with Faculty

Students should refrain from discussing any concerns about another faculty member or another
class with any other faculty member. Instead, they should approach their faculty member
directly.

However, those who are reluctant to approach their faculty member for any reason (e.qg.,
genuinely intimidated by a faculty member or concerned that any discussion could threaten his
or her academic standing or sense of security or integrity), may discuss their concern directly
with:
the Chair of the faculty member involved, or seek support or guidance from Counsellors
in the Counselling Department. Any discussions with a Counsellor fall under the
Counselling Department’s confidentiality agreement.
In the case of a human rights complaint, see staff at the Diversity, Equity and Human
Rights office.

7.2 Professional Boundaries
Students should observe and respect the boundaries of the professional relationship between
faculty and student.

Specifically, students should avoid forming inappropriate relationships with or attachments to
faculty who are currently teaching or evaluating them, for example, by getting drunk with them
or by attempting to engage in romantic or sexual activities with them.
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Students will treat support staff with courtesy and respect. Specifically, students will, for
example,
maintain a calm and non-confrontational attitude in their dealings with support staff and
refrain from using email or phone messages to bully or harass college employees,
honour the professionalism of support staff by accepting the support staff member's
assessment of the nature and limits of the duties they are able and willing to perform.

8 POLICY GOVERNING NON-CONFORMING STUDENT BEHAVIOURS

The College is serious in its intent to maintain a climate in which learning can flourish and in
which all members of the academic community are treated with equality and respect. The
College will take disciplinary action in response to student behaviour that is inconsistent with the
maintenance of an appropriate learning environment.

Non-conforming behaviour that constitutes a minor or major infraction as defined in the College
Policy on Student Discipline may be dealt with according to the procedures outlined in that

policy.

9 DISCIPLINE

This policy statement demonstrates the College's determination that behaviour that is disruptive
to the maintenance of an appropriate academic environment, that is harmful to others, that is
threatening to others, that vandalizes College property, that constitutes an act of academic
dishonesty, or that is illegal will not be tolerated. The policy defines a range of disciplinary
responses depending upon the seriousness of the offence.

The policy concentrates on the results of such infractions, not on the intent of the violator.

Remedies range from formal warning, to suspension, to expulsion from the College. In some
situations, the College will turn to authorities — such as the police — for assistance.

As this policy outlines increasingly severe disciplinary action, it is very specific in content. It
begins with a statement of student conduct that outlines the context in which the College has
developed this policy, and it contains a glossary of terms to help ensure that there is clarity in its
application.

This policy applies to all students whether they are traditional on-site students or distance
students.

In a community dedicated to the development of mature and responsible individuals, who value
diversity and respect, the College will not tolerate the following behaviours/offences:
dishonesty
misconduct
disruption of the academic environment
destruction of property
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fraud

misdemeanours or other offences against persons or things
failure to abide by the college's regulations and policies.
failure to respect the rights of others.

Students are at all times responsible for their own actions. Ignorance of the rules or of the law is
not a defence against disciplinary action. Lack of intention to violate College policy will not
generally excuse an infraction. The College reserves the right at all times and at any time to
discipline, suspend, expel, place terms or conditions upon, or refuse admission or registration to
any individual whose action or influence is considered contrary to this disciplinary policy.
Disciplinary actions may become part of the permanent academic record.

The administrator who is dealing with a disciplinary issue will ensure this has been discussed
with the violator and will keep the complainant and violator up to date on any resolutions.

Individuals posing a risk of harm to others — in the classroom, elsewhere on campus, or in the
context of a field or clinical placement — may initially be dealt with in accordance with the
College Policy on Persons Identified as Posing Risk of Harm or the College Policy on
Emergencies, and then disciplined if appropriate and applicable.

Students and their rights are protected by the Canadian Charter of Rights and Freedoms, the
Ontario Human Rights Code, the Freedom of Information and Protection of Privacy Act, and the
College policies and procedures. Copies of these documents are available in every College
library on campus. http://www.georgebrown.ca/policies/index.aspx#maincontent

9.1 POLICY

Students who violate a College administrative policy or behave in a manner inconsistent with
the above Statement on Student Conduct will be subject to disciplinary sanctions
commensurate with the seriousness of the infraction.

Discipline can be progressive in nature and can range from verbal warning to expulsion. In
serious situations, the College may invoke a higher level of discipline without the intermediate
stages.

Records will be kept of all major infractions. The Registrar will maintain records in cases of
expulsion or suspension, and provide this information to security so they can ensure
compliance.

Records will be kept of all disciplinary action and may form part of the student's permanent
record with the College. Students may be required to compensate for damage or to perform
remunerative services.

Disciplinary records will be held for three years following the student's graduation from the
College and will then be destroyed in compliance with the provisions of the Freedom of
Information and Protection of Privacy Act (see Code of Conduct: Academic Employees).
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10. MINOR INFRACTIONS

A minor infraction refers to such matters as being disruptive and disrespectful of others on
College property by aggressive behaviour, shouting, pushing, shoving, smoking in restricted
areas, loitering on College property or by disruptive classroom behaviour.

Generally speaking, an infraction will be considered minor where it clearly violates College
policy but:

there is no immediate threat to the safety or security of people or property,

there is no criminal act,

there is no breach of trust, or

it is an isolated incident.

10.1 Handling Minor Infractions
REPORTING OFFENCES
Students who observe an infraction should report the matter to a College staff member.

If an academic employee or administrative or support staff member observes an infraction or
receives a report that an infraction has occurred, he/she will verbally advise the student that the
activity is in violation of College policy.

FACULTY & SUPPORT STAFF RESPONSE
Upon notification, the College staff member will:

1. Listen to the student's explanation in relation to the conduct.

2. If satisfied that an infraction occurred, suggest to the student a way of rectifying the situation
(e.g., apologizing for his/her behaviour or seeking assistance from counselling).

3. Warn the student that repeated infractions may lead to progressively severe disciplinary
consequences, including suspension and expulsion, in accordance with the procedures
governing major infractions.

4. If the identity of the violator is:

- known, then report the incident to the Chair of program where the student is registered

- not known — then prepare a report of the incident describing the appearance of the
student(s) and the nature of the encounter and file it with Security.

The College expects that this sequence of procedures is sufficient to educate the student as to

the nature of the infraction, to ensure that the behaviour will not be repeated, and to provide a

basis for further action in the event that the behaviour does occur again.

10.2 Repetition of Minor Infractions
Continued incidents of minor infractions, or failure to comply within the time limit for cessation of
the specified infraction will result in the appropriate disciplinary sanction.
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The Manager or Chair must have written documentation of sanctions and reasons. The
Chair/Manager may impose sanctions including, but not limited to:
withdrawing permission to attend class;
restricting access to a physical area or service;
suspending the student for up to three days;
recommending that a fine be imposed by the Registrar to cover such costs as damaged
property or compensation for any required additional instruction

Repeated or continuous minor infractions may be characterized as a major infraction and may
be disciplined in accordance with the procedures governing major infractions.

10.3 Attendance in Class
Students are not permitted to attend class(es) or field work during a suspension. Specific
restrictions may be set by the Chair.

Suspended students are solely responsible to arrange with faculty that any work or
examinations missed during the period of suspension are completed upon their return to the
College.

10.4 Re-admittance After Suspension

Before being re-admitted to class, students must agree, in writing, to comply with College policy
and/or certain conditions. The College will warn that failure to abide by the agreement will result
in further and more serious disciplinary action.

The Chair will:
prepare the agreement — as per Appendix N;
meet with the student when the agreement is signed,;
retain a copy of the signed agreement and distribute copies to the Registrar and student.

10.5 Appealing Minor Infractions
Students may request that the Dean, or designate review a disciplinary intervention regarding a
minor infraction within five working days. This request must be in writing and:

outline their concerns, and

include the name(s) of any person(s) who could corroborate their point of view.

Upon receipt of the written request, the Dean, or designate will meet:
with the student and the Chair;
interview parties who may be able to provide relevant information;
give the student and the Chair an opportunity to comment upon those facts considered
important in this decision-making process;
determine whether to uphold or deny the student's appeal, or impose a modified sanction;
advise the student of the decision, in writing, within 10 days of the interviews.

This will constitute the conclusion of any review by the College of interventions regarding minor
infractions.
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11 MAJOR INFRACTIONS

A major infraction refers to such matters as disruption of the academic environment; theft on
College premises; making threats to the safety and security of others; harassing other members
of the community; promoting racism or hatred of others; breach of trust in work, field, or clinical
placements; and vandalism of College property.

Generally, an infraction is considered major when:
there is immediate danger to individuals or property;
there is a criminal act;
the action is utterly disruptive to the academic environment;
there is behaviour that contravenes College Human Rights policies;
the action constitutes a breach of trust between a student and patient or client;
there has been an act of physical or sexual assault;
there is dissemination of slanderous, defamatory, or libellous material regarding any
member of the College community.
there are repeated or continuous minor infractions;
there is an act of academic dishonesty (see Code of Student Conduct: Academic);
frivolous and vexatious legal proceedings against the College or any of the College staff
are commenced;
College property (e.g., educational resource materials, computers, laboratory equipment,
or any other teaching aid) is stolen or vandalized,;
an infraction of the College Information Technology Policy is committed.

11.1 Handling Major Infractions

REPORTING OFFENCES

Students

If a student sees or has been informed of anyone committing a major infraction, he/she should
report it immediately to any academic employee, administrative staff member, or security.

Support Staff
If a support staff member observes or has been informed of a major infraction, he/she should

report it immediately to any administrative staff member or to security, as appropriate.

Academic or Administrative Staff
If an academic employee or administrative staff member sees anyone committing a major
infraction or responds to a report, he/she should immediately:
intervene by ordering the student(s) to stop; and
report the infraction to the Manager or Chair and/or Designate who is responsible for the
student, program, or area in which the infraction occurred.
prepare a full written report, describing the alleged infraction, providing information to
support the allegation that an infraction took place, and describing any action taken to
date;
submit the report to the appropriate Chair, who will then be responsible for any further
disciplinary action. When appropriate refer to Security Manager.

Reviewed and Approved: Board of Governors June 10, 2009
















































































































APPENDIX L: ACADEMIC ACCOMMODATION AGREEMENT

This form is to be used to arrange alternative date or time for examinations, tests or clinical,
fieldwork, and co-op experience.

Student’'s Name Program

Mailing Address

Telephone

Course Faculty

Due to religious observance of | require the following

accommodation.

This religious observance will be accommodated by the following:
(Alternate date for test, exam or clinical make-up time)

Faculty Signature Date

A copy of this agreement will be kept in the students program file.Any questions or concerns
regarding accommodation for religious observances should be directed to the Human Rights
Advisor or the Registrar.

Give to the professor at least two weeks prior to the requested accommodation.

Approved by Board of Governors Motion #03-05-04, 11 February 2004, Publication 2004 — 03 — 31
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