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ACADEMIC GRIEVANCE POLICY 

1. Policy 
Hanson International Academy, hereinafter referred to as Hanson, strives to ensure that its academic 
decisions are fair and equitable for all students. Fundamental to this objective is the right to appeal 
academic decisions. Academic Grievance is the process that provides students with a formal and 
objective forum for voicing their differences and complaints in the interest of having Hanson modify its 
academic decisions other than the awarding of a grade for which the Grade Appeal Policy is to be used. 

 
Students are encouraged to resolve differences on academic matters more informally through 
discussion with a number of resource people at Hanson. These include faculty, Academic 
Administrators, Academic (Associate) Directors and the Campus Director. The Academic Grievance 
Procedure is not to be considered as an appeals tribunal for other formal conflict resolution mechanisms 
such as the Grade Review Appeal or the Code of Conduct and Student Complaints Policy. 

 
2. Membership of the Grievance Board 

2.1. Membership of the Grievance Board will include the following: 
• Two (2) students (complainant is entitled to forgo student representatives, at the sole 

discretion of the complainant) 
• One (1) support staff (financial or IT department) 
• One (1) faculty 
• One (1) academic administrator 
• One (1) non-academic administrator 

2.2. The Academic (Associate) Director of Hanson will appoint a designated Grievance Board 
Chair. Given the importance of the recommendations from this committee, all members or 
their designates are to be present for meetings to proceed. 

 
3. Procedure 

3.1. A student alleging unfair or inequitable academic treatment should present his/her case, 
outside scheduled class time, to the program Academic (Associate) Director or designate 
within five (5) working days of the event in dispute. 

3.2. Students are asked to use the Incident Report Form to explain their grievance. 
3.3. The case should be well-documented, outlining the nature of the problem, the rationale 

for the disagreement, and the suggested resolution. 
3.4. Usually, students will be expected to have tried to resolve their concerns informally prior 

to requesting a formal appeal. Upon receipt of a request for a formal appeal, the 
Academic (Associate) Director will immediately initiate the procedure by alerting the 
Campus Director. 
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3.5. The Academic (Associate) Director will appoint the Grievance Board Chair and will ensure 
all informal channels have been exercised prior to initiating the formal process. 

3.6. The Grievance Board Chair will appoint and assemble all members of the Grievance Board. 
3.7. The complainant(s), the individual, or academic unit grieved against and any other 

concerned individuals will be invited to make presentations to the Grievance Board. 
3.8. The meeting of the Grievance Board will normally be held on camera unless a majority of 

the Board considers that it would be in the best interest of all concerned to hold an open 
meeting. 

3.9. Open meetings will require the consent of the complainant and the individual or academic 
unit being grieved. 

3.10. Individuals appearing before the Board may be accompanied by relevant individuals that 
can provide support in presenting their case. 

3.11. The Board will respond within ten (10) working days with a recommendation to the 
Campus Director. 

3.12. The recommendation will include the reasons for the decision, the facts considered, and 
further action as necessary. 

3.13. The Campus Director will respond to the recommendation, which will be conveyed to the 
Grievance Board within five (5) working days. 

3.14. The Grievance Board will be responsible for communicating this information to all parties. 



ACADEMIC STANDING AND PROMOTION POLICY 
Purpose 
The purpose of this policy is to provide a consistent, equitable, and transparent process that facilitates student 
progression through their chosen program of studies to graduation. This policy applies to all programs and courses 
taken at Hanson International Academy (hereinafter referred to as ‘the College’) from which full-time and part-
time students can graduate with a credential. 

Definitions 

Academic Administrator: For the purposes of this policy, an Academic Administrator is a Campus Director 
or Academic Director 

Academic Standing: A measure of a student's academic achievement relative to their program requirements 
that determines their eligibility to be admitted to and/or proceed in their academic program and to qualify for 
graduation. 

Advanced Standing: A procedure for granting credit to a student for previous educational courses completed 
at Hanson International Academy or at another institution. 

GPA: Grade Point Average 

Learning Contract: A formal agreement between Hanson International Academy and a student outlining 
specific requirements of achievement for the student. Learning contracts are required when students are on 
probation for a second time. They may also be used when students are readmitted to a program after having 
been exited. 

Learning Plan: A document used to plan learning, usually over a defined period. Faculty or academic 
administrator in discussions with the student develops the learning plan. 

Program GPA: Calculated by multiplying the number of credit hours assigned to a course by the value of the 
grade earned for each completed course included in the Program of Study. 

Program of Study: A set of courses defined by Hanson International Academy – in compliance with standards 
established by the British Columbia Ministry of Advanced Education, Skills and Training – for an area of study. 
These courses provide students with Hanson international Academy, an integrated continuum of learning from 
basic to complex. A program of study includes one to eight semesters of study depending on the credential to be 
awarded. For example, a certificate program contains two semesters of study; a diploma contains four 
semesters. 

Semester: Refers to an established cluster of courses identified in the Program of Study. 

Semester GPA: Semester GPA is calculated by multiplying the number of credit hours assigned to a course by 
the value of the grade earned for each course taken in that semester. All courses taken during the semester are 
included in the semester GPA, regardless of whether or not they relate to the program of study. 

Academic Standing and Promotion Policy | Page 1 of 9 

Replaces: July 2017 Promotion, 
Graduation and Convocation Policy 

Effective Date: 
September 1, 2018 



Adaptation/Scope 
This policy applies to all students enrolled in Hanson International Academy programs governed by the British 
Columbia Ministry of Advanced Education, Skills and Training (AVED) Qualifications Framework. 

Policy Statements 
1.0 Credentials 

Hanson International Academy assigns credentials for all certificate, and diploma programs consistent 
with the Qualifications Framework issued by AVED, September 2003. See Appendix A for more 
information. 

2.0 Posthumous Award of Credentials 
Credentials are awarded posthumously (after death) on the recommendation of the Campus Director to 
students in good Academic Standing who successfully completed at least 75% of their program 
requirements within a timeframe established by the College. 

3.0 Program of Study 
For each program, Hanson International Academy defines a Program of Study that lists the courses, 
organized by semester. Programs of Study are reviewed regularly, and changes are made where 
necessary as part of the annual curriculum review cycle. 

Each new intake of students is associated with the most current version of the program. Students are 
required to complete the program version assigned when admitted to their program. 

4.0 Passing Grades 
A minimum passing grade of 50% is required in all courses offered by Hanson International Academy. 
However, some courses may require a high minimum standard. In such cases, the Academic Director 
approves the higher minimum passing grade. 

5.0 Repeated Courses 
A student may attempt a course two times. A student wishing to register in a course for a third time must 
have approval from the Dean. Should a student not be able to complete a course because they have 
exhausted the number of available attempts, they will not be able to graduate from that program. 

In situations where there is limited capacity in a placement course, a student repeating a course 
cannot displace another student who has progressed through their program unrestricted. 

In the case of repeated courses, the calculation of the program GPA includes only the best result. 
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However, the student’s transcripts records all grades. 

6.0 Interruption of Studies 
In cases where a student’s studies are interrupted for more than one academic year, Hanson 
International Academy students may require the student to repeat courses. While courses completed in 
the last five years are generally considered current, programs may impose stricter standards. 
The Dean's decision, with respect to suitability of an older version of a course, is final. 

In cases where curriculum revisions have occurred during a period of interrupted study, students will be 
required to follow the revised program, unless otherwise approved by the Dean. 

Students wishing to return to a program suspended during their interruption of studies must see the 
academic administrator to determine if program completion is possible. 

7.0 Advancement from One Semester to the Next 

7.1 Promotion with Good Academic Standing 
Students progress from one semester to the next upon achievement of a minimum semester GPA of 
2.0 with no failures 
7.2 Promotion on Probation 
Promotion on probation refers to students who achieve a semester GPA between 1.50 and 1.99 and/or 
who have one or more failing grades. Students who progress on probation can register in the next 
semester, but course registration is subject to course prerequisites. 

7.2.1 First Probation (P1) 
Students on probation for the first time are encouraged to meet with member of the Academic 
department; Director, advisor or designate to map out a learning plan as well as review success strategies. 

7.2.2 Second Probation (P2) 
Students on probation for a second consecutive semester must meet with an academic administrator 
to develop a Learning Contract. The Learning Contract specifies the student’s responsibilities and 
College’s expectations. 

7.3 Program Exit 
The college exits students who have a semester GPA of 1.49 or less or those who have failed to clear 
probation status after two consecutive semesters. Students on exit status must make up their grade 
deficiencies and will be required to repeat all failed courses prior to advancing to the next semester of 
their studies. 
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In instances where repeating failed courses will put the student into Part-Time status, the Associate 
Director of Academics will advise the student to re-do past ‘C’ or ‘D’ graded courses or approve adding 
courses from future semesters that the student has pre-requisite(s) for. 

Hanson strives to maintain equitability with respect to developing a learning contract with exited 
students, in instances where a student achieved ‘A’ or ‘B’ they will not be required to repeat those 
courses.

8.0 Promotion Meetings 

Promotion meetings occur at the end of each tern for each program. At these meetings, program faculty 
members and the Campus Director/Academic Director review grades and promotion status before the 
College releases this information to students. 

9.0 Residency Requirements 

Students must earn a minimum of 25% of the credits for their program from Hanson International 
Academy.  

For students completing a second credential from Hanson International Academy, a minimum of 25% of 
courses used towards the second credential must be completed with Hanson. In addition, at least 25% of 
courses must consist of courses not included towards a previous Hanson credential. 

Residency does not include credits obtained through advanced standing, transfer credits, exemptions and 
credits earned through the Prior Learning Assessment and Recognition (PLAR) process. 

10.0 Graduation 

10.1 Graduation Requirements 

Completion of the program of study with an overall minimum program GPA of 2.0 is required to 
graduate. 

10.2 Provisional Graduation Status 

The College allows students registered in programs whose end-date extends beyond the regular 
end-date of the academic year, or programs whose final semester takes place over the summer 
term, to participate in the annual spring convocation ceremonies as provisional graduates. 
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Students making up deficiencies in the May/June period or over the summer term are not eligible 
to graduate provisionally. Provisional status is determined at the program level and not at the 
student level. 

10.3 Timelines for Graduation 
The College expects students to complete their program of study within the following time limits 
based upon the original program or course start date: 

Credential Length Timelines for Graduation 
Certificate and Graduate 
Certificate 

One-year program Up to 20 months 

Diploma Two-year program Up to 44 months 

These timelines align with Ministry guidelines. Approval of the Campus Director, with academic 
responsibility for the program, is normally required to extend these time limits. However, the 
College may grant students with disabilities extended time limits due to a disabling condition as 
verified and recommended by the Campus Director. 

10.4 Graduation Clearance 
Based on students’ completion of the program, Hanson International Academy complies an 
approved list of students eligible for graduation. 

10.5 Graduate Standing 
A student is awarded a designation (on his/her transcript) for programs governed by provincial 
qualifications frameworks: 

‘Graduated Scholar’ – the individual has completed all program requirements with a program 
GPA between 3.50 and 4.00 

‘Graduated with Honours’ – the individual has completed all the requirements of the program 
with a program GPA between 3.00 and 3.49 

‘Cum Laude’ – the individual has completed all the requirements of the degree program with a 
minimum program average of 80% 

11.0 Program Withdrawal 
Students who officially withdraw from the College within the first ten days of class have all courses 
removed from their transcript. 
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Students who withdraw after the first ten days but by the last day to withdraw in a semester receive a “W” 
(withdrawn) for all courses on their transcript. 

Students who withdraw after the withdrawal with a “W” date receive an “F” (failure) for all courses on 
their transcript. 

Those who do not officially withdraw receive grades earned on their transcript. 

The college publishes annually academic dates and deadlines on the Hanson Schoology website. 

12.0 Graduating with Provisional Status 

12.1 Certain programs are deemed to graduate students provisionally. 

12.2 Typically, programs whose end date extends beyond the regular end date of the academic year or 
programs whose final semester is scheduled to take place over the summer term are deemed as 
having provisional status. 

12.3 Students registered in these programs will be allowed to participate in the annual spring 
convocation ceremonies as provisional graduates. 

12.4 Students making up deficiencies in the May/June period or over the summer term are not eligible 
to graduate provisionally. 

12.5 Provisional status is determined at the program level and not at the student level. 

12.6 Students should verify with the Academic Department to determine if they are eligible to graduate 
provisionally. 

13.0 Certificates, Diplomas and Degrees (Ontario Campuses) 

13.1 In accordance with the Ontario Ministry of Advanced Education and Skills Development (MAESD), 
Ontario Qualifications Framework, the College will issue the following credentials for course work 
that is recorded on the student’s official record. 

13.2 The name appearing on the Certificate, Diploma or Degree is the official program name as 
approved by the College’s Board of Governors, Credential Validation Service and the Ministry of 
Training, Colleges and Universities in which the student was registered at the time of graduation. 
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Responsibilities and Accountability 

Faculty Members 
• Evaluate students and submit course grade, submit course promotion status or standing to the academic

administrator in a timely manner as outlined in the Coursework Assessment Feedback Policy.
• Communicate academic requirements to students and document these requirements in course outlines

and other official College materials.

Academic Director 
• Monitor and interpret this policy
• Set academic criteria, program requirements, and performance outcomes for students.
• Oversee application and administration of these criteria/requirements.
• Lead promotion meetings.
• Administer the processes of grade collection, produce and distribute grade reports
• Oversee administration of Academic Standing at the College.

Registrar, Academic Coordinators and Academic Advisors 
• Inform students of their grades, promotion status, and eligibility for graduation.
• Receive transcripts from Hanson International Academy 

Hanson International Academy 
• Grant Diplomas and Certificates
• Production of transcripts
• Maintain the official convocation and graduation records.
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Appendix A: Certificates, and Diplomas (Ontario Campuses) 

In accordance with the Ontario Ministry of Advance Education and Skills Development (MAESD) Qualifications 
Framework, Cambrian will issue the following credentials for course work that is recorded on the student’s official 
record. 

The name appearing on the Certificate, or Diploma is the official program name as approved by Cambrian Board 
of Directors, Credential Validation Service and the Ministry of Advance Education and Skills Development in which 
the student was registered at the time of graduation. 

“Ontario College Graduate Certificate” 
This is issued upon successful completion of a program that has an admission requirement of an Ontario College 
Diploma, Ontario College Advanced Diploma or equivalent and has a typical duration of 2 academic semesters or 
600-700 equivalent instructional hours. This Certificate will include the Coat of Arms and seal of Cambrian College
and will be signed by the President and Registrar. The credential will be awarded at Convocation.

“Ontario College Advanced Diploma” 
This is issued to students who have successfully completed outcomes of a prescribed postsecondary program, 
typically six (6) academic semesters or 1800-2100 equivalent instructional hours in duration, approved by the 
College’s Board of Governors which meets all specific vocational learning outcomes as defined by provincial 
program standards, where they exist. This Diploma will include the Coat of Arms and seal of Cambrian College and 
will be signed by the President and Registrar. The credential will be awarded at Convocation. 

“Ontario College Diploma” 
This is issued to students who have successfully completed outcomes of a prescribed postsecondary program, 
typically four (4) academic semesters or 1200-1400 equivalent instructional hours in duration, approved by the 
College’s Board of Governors which meets all specific vocational learning outcomes as defined by provincial 
program standards, where they exist. This Diploma will include the Coat of Arms and seal of Cambrian College and 
will be signed by the President and Registrar. The credential will be awarded at Convocation. 

“Ontario College Certificate” 
This is issued to students who have successfully completed outcomes of a prescribed postsecondary program, 
typically two (2) academic semesters or 600-700 equivalent instructional hours in duration, approved by the 
College’s Board of Governors which meets all specific vocational learning outcomes as defined by provincial 
program standards, where they exist. This Certificate will include the Coat of Arms and seal of Cambrian College 
and will be signed by the President and Registrar. The credential will be awarded at Convocation. 
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“Certificate” 
This is issued to students who have successfully completed a prescribed program; typically, of 240-500 
instructional hours in duration and in which grades are issued and successful completion of specific academic 
requirements are met. Cambrian Board of Directors will approve these programs. Postsecondary preparatory 
programs such as ACE and tuition short vocational and trades programs fall within this category. This Certificate 
will include the Coat of Arms and seal of Cambrian College and will be signed by the President and Registrar. The 
credential will be awarded at Convocation. 

Certificates, Diplomas and Degrees (British Columbia Campuses) 
In accordance with the Private Career Training Institutions Branch (PCTIB), Hanson International Academy will 
issue the following credentials for course work that is recorded on the student’s official record. The name 
appearing on the Diploma is the official program name as approved by the Hanson’s Board of Directors and the 
PCTIB in which the student was registered at the time of graduation. 

“British Columbia College Diploma” 
This is issued to students who have successfully completed outcomes of a prescribed postsecondary program, 
typically four (4) academic semesters or 1200-1400 equivalent instructional hours in duration, approved by the 
College’s Board of Governors which meets all specific vocational learning outcomes as defined by provincial 
program standards, where they exist. This Diploma will include the Coat of Arms and seal of Hanson International 
Academy and will be signed by the Principal and Academic Director. The credential will be awarded at Convocation. 

The College reserves the right to withhold a diploma from candidates who have not met all their financial or other 
obligations with the College. 

Academic Standing and Promotion Policy | Page 9 of 9 

Replaces: July 2017 Promotion, 
Graduation and Convocation Policy 

Effective Date: 
September 1, 2018 



14 

14 
 

 

 
 
 
 
 
 

ADMISSIONS POLICY 
1. Policy 

Hanson International Academy, hereinafter called ‘Hanson’, is committed to enrolling students who 
meet all of our program admission criteria and who are likely to succeed in meeting their education and 
career goals. Students wishing to enroll in Cambrian College programs at Hanson International Academy 
must meet the admission requirements of that program as published in the Hanson website: 
(http://www.canadahanson.com/programs-3/). 

 

It is the primary responsibility of the Student Services Department to ensure that all students enrolled in 
a program have 1) met the admission requirements for that program, 2) possess up-to-date study 
permits, and 3) have paid their full tuition fees prior to the final registration date. 

 
2. Procedures 

2.1. Marketing Coordinator meets with the prospective student to explain the available 
program options and assists them in selecting a program of interest. 

2.2. The Marketing Coordinator reviews the admission criteria for the program of interest with 
the prospective student. 

2.3. The Marketing Coordinator collects evidence (e.g. transcript, study permit, etc.) from the 
student to verify that he/she has met all of the program’s admission criteria. The 
documents will be placed in the student’s file. 

2.4. The admission criteria cannot be waived by either the school or the applicant. 
 

3. Application Documents and Admissions 
3.1. There will be an application fee charged to the student. 
3.2. The application documents must include: 

• A valid study permit; with a recommended minimum of two (2) months before 
the expiration date; 

• Secondary school transcripts (translated to English when necessary) showing that 
the student has passed grade 12 English and grade 11 or 12 mathematics; 

• A secondary school diploma; 
• For Post-Graduate Certificate Admission Requirements: graduate of a recognized 

two- or three-year post-secondary program (passing grades 50% and above). 
• Passport copy of photo page, signature page, and visa page; 
• Evidence of English language proficiency (see 3.3.) 

http://www.canadahanson.com/programs-3/
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3.3. Evidence of English language proficiency 
3.3.1. The English Proficiency Test may be administered before or after the issuing of the 

Letter of Admission (LOA) at the discretion of the college. 
3.3.2. For exemptions applicable to the English Placement Test, please refer to Hanson’s 

Language Proficiency Policy. 
3.3.3. Students who do not have a valid study permit (ex. Visitors, Workers, Working 

Visa): A placement test will be administered to students who do not have a valid 
study permit and who do not meet any English language proficiency exemptions 
prior to admission. Depending on their score on the placement test, students will 
either be administered the English Proficiency Test or will have to take the EAP 
program to enter into a Hanson International Academy college program. 

3.3.4. Students with a valid study permit and who do not meet any language 
proficiency exemptions must take the English Proficiency Test prior to registration 
or at the time of admission if they do not want to have conditions stated on the 
LOA. 

 
3.4. If all application criteria are met, an LOA will be issued to the student once the application 

package has been verified. 
 

4. Registration 
4.1. A Student Services Officer will prepare a Student Enrolment Contract and meet with the 

prospective student to review the contract and will make available the following policies 
that will affect the student during his/her completion of the program of study: 

a) Language Proficiency Policy 
b) Tuition Refund Policy 
c) Grade Appeal Policy 
d) Withdraw Policy 
e) Field Placement Policy (if applicable) 
f) Attendance Policy 

These policies can be found on the Hanson website at: www.hansoninternationalacademy.ca 
4.2. After understanding their rights and responsibilities, the prospective student will sign the 

Student Enrolment Contract. A college representative will co-sign the Student Enrolment 
Contract. 

4.3. The Student Enrolment Contract will be stored in the student file. 
4.4. Students must be provided with a copy of their student contract. 
4.5. The student will pay the tuition fees for the semester (tuition fees vary according to the 

program of study). Receipt of payment will be stored in the student’s file. 

http://www.hansoninternationalacademy.ca/
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4.6. In cooperation with the Academic Department, a Student Services Officer will create a 
registration form of the student outlining the course of study for the semester. 

4.7. The student and the Academic Director or designate will both sign the registration form. 
4.8. Should a should wish to enroll in more than the prescribed number of courses for their 

semester of study, then additional fees will apply. 
 

4.9. Transfer Credits 
4.9.1. After receiving a Letter of Admission, a student can apply to have courses from 

other institutions be recognized as equivalent to courses offered at Hanson 
International Academy for up to two (2) months. *For full details for transferring 
credits, please refer to Hanson’s ‘Credit Transfer Policy’*. 

4.9.2. There are no discounts to tuition fees given to students who are approved 
transfer credits. 

 
5. Admission Review 

5.1. Applicants who are denied admission into a college program may ask that their file be 
reviewed by the college. The student must submit the request in writing to the college 
stating the reason for the review. 

 
6. Cancellations of Courses and/or Programs 
Although it is fully intended to adhere to the programs of study and policies as announced in the 
academic calendar, the college reserves the right to make, without prior notice, whatever changes are 
deemed necessary. 
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ATTENDANCE POLICY 
1. Policy 
Hanson International Academy, hereinafter ‘Hanson’, students are responsible for their own education. 
In order to receive the intended benefits of their courses, students should attend all classes, labs, and 
tutorials. Students are also expected to adhere to the Attendance Policy for field and co-op placements 
that are part of the course curriculum and as described in the course outline. Students who are absent 
from any classes, labs, or tutorials are responsible for learning any material missed within the published 
deadlines. Hanson is not responsible for ensuring that any missed material is provided to students. 

 
Full attendance is strongly encouraged in all courses. Missed assignments, tests, or other evaluative 
tools could result in the forfeiture of grades. Students should notify their course teacher or instructor, in 
advance, if they are going to be absent for any reason and discuss the possibility of alternate 
arrangements for the completion and grading of any missed assignments, tests, or other evaluative tools 
as stipulated in the course outline. It is at the discretion of the course teacher or instructor to make 
alternate arrangements for the make-up of missed work, therefore the onus is on the student to make 
alternate arrangements in advance with the course instructor. 

 
It should be noted that full-time student status is required of international students studying in Canada. 
Poor attendance may be considered a violation of the conditions of a student’s study permit and may be 
at risk of being reported to IRCC for violation of their study permit. 

 
2. Attendance Tracking Procedures 

2.1. The impact of non-attendance on grades will be outlined at the beginning of the course. 
2.2. Faculty members will take attendance in each class starting on the first day of the academic 

semester, which will be entered into an attendance system on Excel. 
2.3. Attendance will be continuously tracked by an appointed Student Services Officer (SSO) or 

designate at each campus. 
 

2.4. The minimum attendance requirements for students are as follows: 
(a) 60% is the minimum attendance requirement. 

 
2.5. The consequences for students who do not meet the minimum attendance requirements 

listed above are as follows: 
(a) Students who do not achieve 60% attendance during the semester will receive a warning 

from the Academic Department. 



18 

18 

 

 

 
 
 
 
 

3. The process by which students must report an absence is as follows: 
(a) Students must contact their instructor or the Academic Department by email to report their 

absence. 
 

3.1. Absence for Compassionate Reasons 
3.1.1. A student can apply for an absence for compassionate reasons, for no more than two 

(2) weeks, by filling out a Request for Extended Absence Form and submitting it to 
the Director / Associate Director, Academic at their respective campus. 

3.1.2. The student must make arrangements to make-up missed evaluations in advance of 
leaving. 

3.1.3. This request will be kept on record in the student’s file for the duration of their 
studies. 

3.1.4. There is no guarantee that the request will be granted. For example, if there is 
insufficient evidence behind the reasoning of the absence; if the student has low 
grades in any or all courses and the absence would put them at risk of failure; or if 
the absence conflicts with a mandatory evaluation that cannot be rescheduled, then 
the request for extended absence may be denied. 

3.1.5. Extended absences should not exceed two (2) weeks in the interest of the student’s 
academic success. 

 
3.2. Extended absence due to illness 

3.2.1. A registered student who is absent for two (2) weeks or more due to illness must 
submit a legitimate doctor’s note to the Director / Associate Director, Academic at 
their respective campus to qualify for make-up evaluations. 

3.2.2. Submitting fraudulent documents have serious consequences. Any doctor’s notes 
that is found to be fraudulent or forged may result in disciplinary action, such as 
expulsion (dismissal) or suspension from the college. 

3.2.3. A record of the receipt of this note will be kept on record in the student’s file of the 
duration of the student’s studies. 

 
3.3. Missed evaluations during absence 

3.3.1. It is the expectation that students will make every effort to attend classes when 
evaluations are being conducted or are due for submission. 

3.3.2. Students who are absent from classes coinciding with evaluation dates may be 
penalized for submitting evaluations after the due dates and can be denied the 
opportunity to make-up for missed evaluations at the discretion of the Associate 
Director, Academics or designate. 

3.3.3. Exemptions from such penalties will be granted if medical documentation can be 
provided. 
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3.3.4. All other documented reasons for absence will be considered on a case-by-case basis. 
3.3.5. Should the absence be forseeable, it is the expectation that the student will make 

prior arrangements to reschedule the evaluation, or complete an alternate 
evaluation. 
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CHEATING POLICY 
1. Policy 

Hanson International Academy (‘Hanson’) has a responsibility to ensure that student success is not 
compromised by academic dishonesty. As a preventive measure, the impact of academic dishonesty will 
be communicated to students and faculty. Both faculty and students are expected to be familiar with 
the consequences and procedures associated with cheating, which will be outlined in this policy. 
Cheating is a serious accusation, therefore it is on the onus of the accuser to provide proof that cheating 
has occurred. 

Students are reminded of the Student Rights & Responsibilities Document. 

The Cheating Policy does not supersede the Dismissal Policy. 

2. Definitions 

2.1. Academic dishonesty or ‘academic misconduct’ is any behaviour, whether it be intentional or 
otherwise, that may give a student(s) improper and unfair advantage on an academic 
evaluation. It is any word, action, or deed that may be performed alone or with others. This 
may include the use of unauthorized assistance that may deceive any person(s) who may be 
evaluating a student’s work, such as an instructor. Forms of academic dishonesty include 
cheating and plagiarism. 

 
2.2. Cheating: an act of dishonesty in an attempt to gain improper advantage in an academic 

evaluation. Actions that are considered cheating include, but are not limited to, the following: 
a. Copying from another student’s test paper or computer data; 
b. Using materials not authorized by the person giving the test; 
c. Collaborating with another student during a test without permission; 
d. Falsifying (“modifying”), without authorization, an examination paper, record or report; 
e. Knowingly using, buying, selling, stealing, soliciting contents of any assessment; 
f. Falsifying identification or taking a test for another student or permitting another 

student to take a task or assessment for oneself; 
g. Bribing a course teacher/instructor/college designate to obtain a passing grade or 

higher grade on an assessment; 
h. Presenting data which may have been falsified or concocted in any way (e.g. in lab 

reports); 
i. Attributing a statement or a reference to an invented source; 
j. Submitting the same work (or a large part of the same work) for more than one course, 

unless authorized to do so by the course teacher/instructor of each course; 
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k. Supplying materials or data for another student or other students knowing the material 
will be used for cheating purposes; 

l. Any other action for the purpose of falsifying an academic evaluation; 
m. Using unauthorized technological aids; 
n. Plagiarizing, which means representing the work, ideas, or other forms of intellectual 

property of others as one’s own. This may be done knowingly or unknowingly. 
Plagiarism, which is a form of cheating, may include: 
• Word-for-word borrowing of material from another source without giving credit to 

that source; 
• The use of facts, ideas, and opinions from another source and re-wording to give the 

impression that they are one’s own; 
• The use of another student’s work, including computer data, as if it were one’s own. 

 
3. Penalties for Cheating 

3.1. First Offence 
3.1.1. A student caught cheating for the first time will receive an automatic zero for the 

specific test or assignment. 
 

3.2. Second Offense 
3.2.1. A student caught cheating for the second time, whether in the same course or a 

different course as the first offense, will receive an automatic “F” grade for that 
course. 

 
3.3. Third Offense 

3.3.1. A student caught cheating for the third time, regardless of the course involved, will 
receive an automatic suspension from all Hanson programs for two years. 

 
3.4. Further Offenses 

In the event that a student is re-admitted to a college program after a two-year suspension for 
cheating, and in the event that such a student is caught cheating once again, the student will 
receive a further two-year suspension from all college programs and courses. 

4. Procedures 
4.1. Notification 

4.1.1. If a course instructor/college designate has reason to believe cheating has taken place, 
he/she will not award a grade until after discussion with the student. 

4.1.2. A course instructor/college designate who has reason to believe that cheating has 
taken place and after first having discussion with the student, can report the cheating 
incident using the Cheating Offense/Exam Incident Form. 
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4.1.3. The course instructor/college designate will inform the student that a meeting is 
required within five (5) working days from the time the evidence of alleged cheating is 
discovered. 

4.1.4. If the student does not meet with the course teacher/instructor/college designate 
within the five (5) day period, the cheating penalties will be invoked unless otherwise 
agreed to by the course teacher/instructor/college designate and the student. 

4.1.5. The Cheating Offense/Exam Incident Form will be submitted and will indicate that the 
student did not meet with the course teacher/instructor/college designate during the 
specified period. 

 
4.2. Process 

4.2.1. The course instructor/college designate will gather evidence to support the charge of 
cheating and will submit this evidence and all other relevant documentation to the 
Academic (Associate) Director. 

4.2.2. The Academic (Associate) Director will meet with the student to inform the student 
of the instance of cheating and will explain the Cheating Policy, outlining the 
consequences. 

4.2.3. The student and the course instructor/college designate will sign the Cheating 
Offense/Exam Incident Form, indicating the discussion has taken place and will 
submit a copy to the Academic (Associate) Director. 

4.2.4. Should the student agree to the cheating accusation, the teacher will notify the 
Academic (Associate) Director. The Academic (Associate) Director will check the 
student’s file for previous offenses and notify the teacher. The Academic (Associate) 
Director will flag the student’s record. 

4.2.5. Should the student disagree with the Academic (Associate) Director decision and the 
subsequent penalty, he/she should make an appointment to meet with the Academic 
(Associate) Director within five (5) working days. 

4.2.6. If no resolution is reached, the student can appeal through the college’s Academic 
Grievance Policy within ten (10) school days of the meeting with the Academic 
(Associate) Director. 

4.2.7. At any time in the process, the student may seek advice from appropriate student 
governments. Should the college find in favor of the student, the Academic 
(Associate) Director will arrange to have the material graded by an independent party 
who will mark the material in question on its own merits as the student’s original 
works. The Academic (Associate) Director will ensure that all documentation related 
to the cheating accusation is destroyed. 

4.2.8. Should the college find in favor of the course teacher/instructor, the penalty will 
stand. 
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4.2.9. If the cheating accusation is upheld, the Academic (Associate) Director’s office will 
check the student’s file to determine if there are previous offenses. The Academic 
(Associate) Director will flag the student’s record. 

 
4.3. After the Second Offense 

4.3.1. The procedure will be the same as above with the following exceptions: 
4.3.1.1. For second or third offenses, the student must meet with the Campus 

Director or designate; 
4.3.1.2. Instances of cheating and suspensions will form part of the student’s 

permanent record in the Student File and will stay on file for a period of two 
(2) years after graduation. 



24 

24 

 

 

 
 
 
 
 
 

CODE OF CONDUCT 
1. Purpose 

Hanson International Academy, hereinafter called ‘Hanson’, is committed to building and maintaining a 
diverse and inclusive community where students, staff, volunteers, and visitors can work and learn in an 
environment that respects the dignity and worth of all members of the Hanson community. The Code of 
Conduct is used to inform and assert individual rights and responsibilities and to outline unacceptable 
behaviours at Hanson International Academy. For the policy responding to student complaints regarding 
breaches of the Code of Conduct, please refer to the Dispute Resolution policy. 

 

2. Scope 
This policy applies to all members of the Hanson community, including students; staff; contractors and 
their employees; visitors; committee members. Complaints may be made regarding an alleged violation 
that has taken place on the premises of Hanson, either rented or owned, or on other premises in the 
course of any Hanson sponsored activity or event, where the Complainant is directly affected by the 
conduct in question. This policy is in effect at all times and is not limited to working days. 

 
3. Definitions 
Appendix B lists definitions of some of the items used in or related to this policy. 

 

4. Guiding Principles 
4.1. Hanson International Academy is committed to creating and maintaining a positive, safe, 

and supportive environment for all members of the Hanson community. 
Hanson opposes behaviour that is likely to undermine the dignity, self-esteem or 
productivity of any of its members and prohibits any form of discrimination or 
harassment. 

4.2. All members of the community are responsible for treating others within the community 
with courtesy and respect. They are responsible for ensuring that their conduct does not 
jeopardize the good order and proper functioning of the academic and non-academic 
programs and activities of Hanson, nor endanger the health, safety, rights or property of 
Hanson or its members or visitors. 

 
 

5. Rights and Responsibilities 
5.1. This policy also concerns off-campus conduct that affects a member of Hanson 

community's learning and working environment, as well as health and safety. 
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5.2. Conduct considered inappropriate that takes place on or off-campus, at school events, at 
work placements, on sports teams, in student groups, and when acting as a 
representative of Cambrian-Hanson may result in an imposed sanction. 

5.3. Members of the Hanson community will receive assistance in resolving an alleged 
violation of this Code, in an effective and constructive manner. Such assistance is available 
to individuals who believe they have been subjected to conduct that violates this Code, to 
individuals against whom a complaint has been filed under this Code, and to those with 
supervisory authority who are called upon to respond to incidents of such alleged 
conduct. 

 
6. Academic Discretion 

This Code is not to be applied in such a way to detract from the right of the Hanson Community to 
engage in the frank discussion of potentially controversial matters, such as race, sex, sexual orientation, 
politics or religion. Further, the Code should not be interpreted in such a way as to limit the use of 
legitimate instructional techniques, such as irony, argument, conjecture and refutation, or the 
assignment of readings which may present a controversial point of view. This Code also recognises the 
right to teach according to one’s best judgement, within the bounds of the course outline and 
requirements of competency. 

 

7. Discrimination, Harassment, and/or Bullying 
Any staff member, student, or visitor who believes that they have experienced or witnessed 
discrimination, harassment and/or bulling should contact the Student Services Department (students 
or visitors) or the Human Resources Department (employees) for advice and assistance in resolving the 
matter in a confidential and respectful manner. The person contacted may coordinate with Student 
Services as necessary. See Appendix C for further details. 

8. Management Rights 
Even in the absence of a formal complaint under this Code, nothing in the Code prevents Hanson from 
investigating, of its own accord, an alleged violation of the Code, where Hanson’s senior administration 
has grounds to believe that such violation has occurred. 
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Appendix A 
 

Related Policies and Procedures 
 

1. Students’ Rights and Responsibilities Policy 
2. Student Misconduct Procedures Guide 
3. Student Complaints Policy 
4. Hanson’s Respect in the Workplace Policy (employees) 
5. Health & Safety Policy (employees) 
6. Sexual Violence Policy (students) 

 

Appendix B 
 

GLOSSARY 
 

Bullying The repeated unfavourable treatment of a person by another or others 
which may be considered unreasonable and inappropriate on Hanson 
property. It includes behaviour that could be expected to intimidate, 
offend, degrade, humiliate, undermine or threaten. It may include 
physical or psychological behaviour where strength (including strength 
of personality) and/or a position of power is misused by a person in a 
position of authority or by a person who perceives that they are in a 
position of power or authority. Bullying may be overt or covert. 

 
Overt Bullying 
Examples of overt bullying may include: 

• abusive behaviour towards another person such as threatening 
gestures or actual violence including, pushing, hitting, finger 
pointing, or standing close to an individual in an aggressive 
manner 

• aggressive or abusive or offensive language, including yelling, 
threats, insults and name-calling 

• constant unreasonable and unconstructive criticism 
 

Covert Bullying 
Examples of covert bullying may include: 

• deliberate exclusion, isolation or alienation of the employee 
from normal work interaction, such as intentionally excluding 
the employee from meetings 

• placing unreasonably high work demands on one employee or 
student but not on others without good reason 

• allocation   of   demeaning   jobs   or   meaningless   tasks  only 
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undermining another, including encouraging others to "gang 
up" on the person 

• deliberately withholding information that a person needs to 
exercise her or his role or entitlements within Hanson 

• repeated refusal of requests for help without adequate 
explanation and suggestion of alternatives 

• removing areas of responsibility, without justification, and 
giving menial or trivial work instead 

Bullying does not include legitimate, constructive and fair criticism of a 
staff member or student’s performance/behaviour or the legitimate 
(i.e. not discriminatory, arbitrary or abusive) exercise of academic 
freedom, freedom of thought and inquiry, and expression in teaching 
and research. An assertive management style is acceptable provided 
that staff and students are treated with respect and dignity. 

 
Cyber Bullying Cyber bullying occurs when a person is deliberately bullied, harassed, 

humiliated, threatened, embarrassed, or targeted by another person 
through the use of the internet, cell phones, pagers, personal digital 
devices, computers or other digital technology whether or not they are 
made over Hanson’s computer system. Some examples of this are in 
the form of e-mail, instant messaging (IM), chat rooms or bash boards, 
pagers, blogs, discussion board postings, vote/polling boards, etc. 

Cyber bullying can be: 
• Threats sent or published online 
• Negative comments via text, email, IM, etc. 
• Rumours posted on websites or spread online (whether 

they are true or not) 
• Creating a fake profile of another person 
• Private photos spread online that you did not authorize 
• Unwanted sexual remarks 
• Hate speech 

 
Premises of Hanson Buildings and lands owned, leased, operated, controlled or supervised 

by Hanson International Education & Employment LTD. 
 

Members of the Hanson 
Community 

Includes students, staff, contractors, visitors, guests and committee 
members present on any Hanson premises. 

 

Discrimination One or a series of action(s) or any improper or inappropriate behaviour 
for which there is no bona fide and reasonable justification; and has the 
effect or purpose of imposing burdens, obligations or disadvantages on 
members or groups of members based on the prohibited grounds of 
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the Ontario Human Rights Code which are: race, ancestry, place of 
origin, creed, colour, ethnic origin, citizenship, record of offenses, in 
receipt of public assistance, age, sexual orientation, gender identity, 
gender expression, marital status, family status or sex/pregnancy. 
And/or 
that result in the unfavourable, adverse or preferential treatment 
which negatively affects or could negatively affect the employment 
status of an employee or the academic status of a student, or the 
provision of any Hanson service. 

 
Harassment Any vexatious comment and/or conduct that is known or ought 

reasonably to be known to be unwelcome, unwanted, offensive, 
intimidating, hostile or inappropriate. Harassment could be physical or 
psychological in nature. Single acts of sufficient severity may also 
constitute harassment. Is defined as: 
I. Engaging in annoying and vexatious conduct or comment towards a 

member or group of members that is known or ought reasonably 
known to be unwelcome; or 

II. Which may or may not be based upon one of the prohibited grounds 
specified in the Ontario Human Rights Code; or 

III. When such conduct has the effect or purpose of unreasonably 
interfering with a member’s work or academic, athletic or artistic 
performance or of creating an intimidating or hostile environment 
for work or study. 

 
Mobbing A form of harassment and is more often covert, using rumour, 

innuendo, making inappropriate jokes, and public slander. It can be the 
repeated, malicious mistreatment of a person by one or more people. 

 
Poisoned Environment A form of discrimination. It may be created by comments or actions of 

any persons regardless of her/his position or status. The poisoned 
environment forms an unequal term or condition of employment, 
study and/or accommodation, based on a prohibited ground, and is 
therefore a violation of the right to be free from discrimination. The 
comment or conduct must be of a significant nature or degree and have 
the effect of 'poisoning' the work or study environment. A complainant 
does not have to be a direct target to be adversely affected by a 
negative environment. It includes any conduct or comment that creates 
and maintains an offensive, hostile, or intimidating climate for study or 
work. This may include, but is not limited to: exposure to graffiti, signs, 
cartoons, remarks, exclusion, or adverse treatment. 

 
Sanction A penalty that acts to ensure compliance to recommendations and/or 

findings from a formal complaint investigation based on the Code of 
Conduct. 
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Sexual Harassment Conduct of a gender-related or sexual nature such as, but not limited 
to, sexual assault, verbal abuse or threats of a sexual nature, 
unwelcome sexual invitations, requests, or demands for sexual favours 
or unwelcome and repeated innuendos or taunting about a member’s 
body or appearance when: 

i. Submission to such conduct is made, whether explicitly or 
implicitly, a term or condition of a member’s employment or 
educational progress; or 

ii. Submission or rejection of such conduct is used as the basis for 
an employment or academic decision affecting that member; 
or 

iii. Such conduct that has the effect or purpose of reasonably 
interfering with a member’s work or academic, athletic or 
artistic performance or of creating an intimidating or hostile 
environment for work or study. Depending on its severity, one 
action may constitute sexual harassment. Examples include 
but are not restricted to: slurs, taunting, innuendo based on 
gender or sexual orientation, gender identity or gender 
expression; unwanted physical contact; inappropriate 
comments about clothing, physical characteristics or activities; 
sexual orientation gender identity, gender expression, marital 
or family status; the display of sexually offensive material; 
solicitation; unwanted attention; implied or expressed 
promise of reward or benefit in return for sexual favours; 
implied or expressed threat or act of reprisal if sexual favours 
are not given; or sexual assault (Criminal Code offense). 

 
Vexatious Means lacking a sufficient ground and only serving to annoy or distress. 



30 

30 

 

 

 
 
 
 
 

Appendix C 
 

Examples of what the Student Services Office can do for students and what the HR Department can do 
for staff who feel they have been harassed or discriminated against: 

 

STUDENT SERVICES OFFICE (non-exhaustive) 
Does Does Not 
• Provide a neutral, safe and confidential 

environment to talk 
• Listen to concerns and complaints and 

discusses appropriate options 
• Help to evaluate those options 
• Assist students and staff in resolving problems 
• Mediate conflicts, convenes meetings 
• Refer clients to appropriate campus resources 
• Provide information about resources 

• Adjudicate or participate in formal grievance 
processes 

• Determine guilt of any party in a dispute 
• Provide legal advice 
• Assign sanctions to individuals 
• Replace any official office, department or 

process 
• Keep extensive records of clients and/or 

conversations 
 
 

Employee Services Provided by the HR Department (non-exhaustive) 
For Hanson employees, please refer to the Respect in the Workplace Policy for further details. 

o Helps resolve or mediate a dispute with an individual or group. 
o Helps decide how to approach a person who you think is causing a problem. 
o Discusses how to approach someone who has made an offensive or insensitive comment. 
o Assists when you are uncertain what Hanson policies or procedures apply to your situation. 
o Assists when you don't know what individual or department is appropriate to go to for an answer 

to a specific question or to obtain a particular service. 
o Helps when you feel as if you have been unfairly treated by anyone on campus. 
o Helps you evaluate and select among a variety of options to address a concern with a fellow 

student, staff or department. 
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CONFIDENTIALITY OF STUDENT RECORDS POLICY 
1. Policy 

With personal and academic data in its possession, Hanson International Academy (‘Hanson’) has the 
obligation to protect an individual right to privacy as described in the Freedom of Information and 
Protection of Privacy Act (FIPPA), 1990. Therefore, it must regard each student record as a unique, 
private document to which access is strictly controlled and governed essentially by the student’s wishes 
and the college’s responsibility. The guidelines listed below are a confirmation of this principle. Access, 
contents, and regulation of student records are outlined in this policy. 

 
2. General Guidelines: Release of Information 

2.1. The basic guideline governing the release of information is based on the belief that the 
college acts with discretion upon authorization from the student. 

2.2. The college requires the student’s consent to access the student’s file. 
2.3. In response to third party enquiries, therefore, only what is public record may be 

released, namely whether or not the student is currently enrolled and the date when 
certificate/diploma was awarded. 

2.4. No further information will be released without student authorization. This applies 
typically to requests from family members, prospective employers, police forces, credit 
bureaus, finance and loan companies, private investigation agencies, banks and similar 
organizations. 

2.5. Pursuant to section 42(b) of the FIPPA, a student who wishes to give their consent to 
grant access of their Hanson International Academy record or any of their information to 
a third party must give Hanson their written consent, thereby authorizing Hanson the 
release of their information to the requested party(ies). 

2.6. External requests for mass listing of directory information, typically from credit card 
agencies, will be denied. 
2.6.1. Where such listings have in-house legitimacy, such as the facilitation of student 

elections, they may be released without discretion. 
2.7. The original documents of a student file will not leave the college; appropriate copies may 

be released to deans when necessary. 
2.7.1. There are two exceptions: 

• This rule is superseded by law in the case where a court subpoena is in effect 
(see Section 6: Access by Third Parties outside the College) and 

• Where an authorized search warrant is served. 
2.8. Regulations and records of attendance in post-secondary courses are incorporated into 

the grading policy of each course. 
2.8.1. It is the professional responsibility of faculty to assess grades and the degree to 

which attendance plays a role in the assessment. Therefore, requests for records 
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of attendance, typically from sponsoring agencies, are considered inappropriate 
and are to be referred to the college. 

 

3. Academic Records and Student Information 
3.1. The college is accountable for gathering and maintaining accurate data from students and 

agencies, while the college is responsible for providing appropriate information, on 
request, to the student or those persons or institutions designated by the student. 

3.2. The college is the official repository of Hanson student files and records; therefore, all 
requests for information regarding students should be routed through it. 

3.3. Access to student information though electronic methods must be controlled through 
conscientious use of technology and adherence to the user guidelines provided by the 
college. Typically, these will address screen layouts, security codes, and general 
procedures. 

3.4. With both manual and computer-based records, students are assured of the following 
principles: 
3.4.1. Data on the automated records system is available for their perusal, as is their file, 

under supervision of the college. 
3.4.2. Data is used by Hanson only, for record keeping, reporting, and analysis purposes. 
3.4.3. Data is updated, corrected, or amended upon notification and/or request, as 

appropriate. 
3.4.4. Data is protected. 
3.4.5. Data is maintained live only as long as is useful, after which time it is converted to 

storage medium. 
 

3.5. Contents of the Student Record 
3.5.1. Current Student Record 

3.5.1.1. Application form and its documentation and admissions 
correspondence; 

3.5.1.2. English Proficiency Test; confirmation of completion and status; 
3.5.1.3. Receipt of payment of fees; 
3.5.1.4. Record of changes of status (i.e. name change, address change, grade 

change); 
3.5.1.5. Record of withdrawal, incident reports, student complaints, approved 

absence forms; 
3.5.1.6. Upon completion of course(s), a copy of the student’s transcript and 

certificate of completion. 
 

3.5.2. Permanent Student Record 



33 

33 

 

 

 
 
 
 
 

3.5.2.1. Two (2) years after a student leaves the college, only the following 
documents will comprise the permanent student record: 

• Cumulative academic record (‘transcript’) 
• Diploma 
• Student Contract 

 
3.6. Maintenance, Storage, Retention, and Destruction of Records 

3.6.1. Hanson operates the maintenance, storage, retention, and destruction of student 
records on Hanson campus facilities. 

3.6.2. Student records will be stored in a secure manner consistent with the confidential 
nature of the information involved. 

 
4. Access by the Student 

4.1. Upon request, each student may access their own file, request its release to a third party, 
or request it to be held with no release allowed. 

4.2. At the same time, the college may hold back the release of the record of a student who 
has debts outstanding to the college. 

4.3. Unless unusual circumstances prevail, no grades or certification shall be released by the 
college to an individual student prior to the official release of grades and certification to 
all students. 

4.4. Final grades are not official until records and released by the college. If faculty wish to 
post grades, they must identify students by means other than name or I.D number and 
specify that such grades are unofficial. 

4.5. Generally, the practice of posting student grades or evaluations results by student name, 
student number, or any other identifying symbol or code is strongly discouraged. 

 
 

5. Access by College Personnel 
5.1. Faculty, counselors, and administrative officers of the college who have legitimate 

requirement for the material of the record will be permitted access to the appropriate 
files. 

5.2. If there is any question regarding the legitimacy of the request, it will be clarified by 
consultation with the college for Freedom of Information and Protection of Privacy. 

 
6. Access by Third Parties Outside the College 

6.1. Parents 
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6.1.1. Since the basis of all transactions with students over 18 years old assume adult 
levels of responsibility, transcripts will not be released to parents or guardians 
without the adult student’s consent. 

 
6.2. Sponsoring Agencies 

6.2.1. Sponsors or employers paying fees on behalf of students are entitled to access to 
or release of student records or information contained therein only upon 
student’s authorization. 

6.2.2. Exceptions to this policy (in response to unique requirements or legislation) may 
be determined only by the college for Freedom of Information and Protection of 
Privacy, when appropriate. 

 
6.3. Government Agencies 

6.3.1. Properly identified representatives of federal, provincial, or local government 
agencies, including local police, O.P.P. and R.C.M.P. will be treated as any third 
party; that is, student authorization must accompany their request for 
information (an exception to this is if the information is to aid an investigation 
undertaken with a view to a law enforcement proceeding is likely to result – FIPPA 
allows disclosure in this instance). 

6.3.2. If, in the opinion of the college, however, denial of information could involve 
hardship to the student, appropriate details may be released. 
6.3.2.1. Typically, this would involve notification of family death, search for 

legatees, and so on. 
 

6.4. The Courts 
6.4.1. In the event that a student record is subpoenaed by the court on behalf of the 

student, a certified copy of the full student record will be offered. 
6.4.2. Should the record be subpoenaed by a party other than that representing a 

student, a certified copy of the record will be offered to the judge alone, with an 
explanation of the college’s reluctance to release a private document without 
student authorization. 

6.4.3. The decision will then rest with the judge as to the disposition of the record. 
 

6.5. Researchers 
6.5.1. Requests from researches making statistical studies must be approved by the 

Principal or his/her designate under conditions that protect the student’s privacy 
and guarantee the anonymity of the data collected. 
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CREDIT TRANSFER POLICY 
1. Policy 

After receiving a Letter of Admission (LOA), a student can apply to have courses from other Canadian 
institutions recognized as equivalent to courses offered at Hanson International Academy (hereafter 
‘Hanson’). Should equivalence be recognized, the credits from these courses shall be transferred to 
Hanson International Academy. The application for credit transfer is processed by the Academic 
Department of Hanson International Academy in conjunction with Cambrian College when the student is 
applying for transfer credits within a Cambrian College program. Every effort is made to facilitate the 
transfer of credits from other institutions. 

 
2. Transfer Credit Documentation 

2.1. The onus is on the student to provide documentation with enough verifiable information 
from the other institution to Hanson International Academy for the credit transfer process 
to be undertaken. 

2.2. These documents will minimally include the student’s official transcript and the course 
outline/curriculum of the course to be considered for credit transfer. The course outline 
version must match the dates on the student’s official transcript. 

2.3. Hanson International Academy may request further documentation as is deemed 
necessary to complete a thorough comparison of the courses and the student’s 
achievement. 

 
3. Procedures 

3.1. Submitting a Credit Transfer Request Application 
3.1.1. The onus is on the student to submit the credit transfer request application, i.e. 

the Application for Transfer Credit form, (with official transcript and course 
outlines) with enough time allocated for administrative processing. 

3.1.2. Submission of two (2) months before the beginning of the semester is highly 
recommended. 

3.1.3. The student must submit the credit transfer request application no later than Day 
5 (five business days) into the new semester, in order to guarantee sufficient 
application processing time. 

3.1.4. Students wishing to submit a credit transfer application later than Day 5 must sign 
a ‘Credit Transfer Waiver’, thereby acknowledging the consequences of the later 
transfer credit submission and agreeing to take full responsibility for any 
additional fees. 

3.1.5. Hanson International Academy will not be held liable for any difficulties a student 
may encounter as a result of submitting a credit transfer after Day 5. 
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3.1.6. If the request is submitted after Day 5, Hanson International Academy cannot 
guarantee that a credit transfer will be processed or approved before the final 
add/drop deadline. 

 
3.2. Processing a Credit Transfer Request Application 

3.2.1. For a student to receive a transfer credit, the student must have attained a 
minimum of a C grade (greater than or equal to 60%) in that course at the other 
institution. 

3.2.2. To receive a transfer credit the course from the other institution must be deemed 
equivalent to a course offered at Hanson within the student’s program of study. 
This equivalency is based upon: 
• the credit value, 
• the number of instructional hours, 
• the course content, and 
• the language of course delivery 

as evaluated by a qualified member of the Academic Department, and when deemed 
necessary a subject expert from the faculty. 

3.2.3. For the course to be deemed equivalent: 
• the credit value and number of instructional hours must be greater than or 

equal to the credit value and number of instructional hours of the course 
offered at Hanson International Academy; 

• it must contain at least 80% of the same learning outcomes and objectives as 
the course offered at Hanson International Academy; 

• it must have been delivered in English. 
3.2.4. A single course from another institution can only be transferred to replace a single 

course at Hanson International Academy, even if the credit value, number of 
instructional hours or scope of content at the other institution is greater. 

3.2.5. A student who successfully obtains a transfer credit will have this credit 
acknowledged on the student’s transcript and the credit will be identified at a 
transfer credit (TC), but the grades obtained at the other institution will not be 
used in calculating the student’s GPA. 

3.2.6. There are no discounts to tuition fees given to students who are approved 
transfer credits. 
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DEFERRAL POLICY 
1. Policy 

The following policy outlines the conditions under which a first semester student enrolled with Hanson 
International Academy, hereinafter Hanson, may defer to the corresponding intake. ‘Defer’ is defined as 
to request acceptance to a corresponding intake rather than enrolling in the semester for which the 
initial Letter of Admission (LOA) was issued. 

Any deferral approved by Hanson is strictly for institutional enrolment purposes and does not supersede 
IRCC bylaws and regulations as pertaining to the enforcement of Study Permits, Student Visas, Canada 
Border Services Agency (CBSA) or the Immigration and Refugee Protection Act, 2001. 

 

2. Deferral Requests 
2.1. Hanson International Academy would advise students wishing to discontinue their studies 

(for any reason) to first consult with a licensed Immigration Consultant and visit the IRCC 
website (http://www.cic.gc.ca/english/) for bylaws and regulations for international 
students and study permits. 

2.2. Only incoming semester 1 students are eligible to request a Deferral. 
2.3. Current Hanson students (second semester and above) wishing to discontinue their studies 

longer than two (2) weeks are subject to the ‘Withdraw Policy’ and must fill out the 
‘Temporary Withdraw Form’. 

2.4. Students wishing to defer their acceptance to the next intake must receive prior approval 
from the Associate Director, Student Services. 

 
2.5. Deferral Request Approvals 

2.1.1. Deferral approval would constitute the student a Letter of Admission and a 
reserved seat in the next intake. 

2.1.2. Deferrals may be granted in exceptional cases only and are assessed on a case by 
case basis. 

2.1.3. Deferral request approvals are also subject to capacity and availability in the next 
semester. 

2.1.4. To be eligible to request a deferral, students must have: 
• Be an incoming semester one student and deferring for the first time; 
• Registered with Hanson International Academy by the specific Registration 

Deadline 
• Paid all tuition fees in full 
• Signed the Student Enrolment Contract 
• Signed and completed the Deferral Request Form (available at Student 

Services) 

http://www.cic.gc.ca/english/
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2.1.5. Deferral Request Form must be completed and submitted to a Student Services 
staff member before the commencement of the semester for which the student 
wish to defer. 

2.1.6. The Associate Director, Student Services will notify the student whether the 
deferral request was approved or not within two (2) weeks of receiving the request. 

 
2.6. Subsequent Deferral Requests 

2.6.1. Students can only apply and receive approval for deferral once. 
2.6.2. Any student that wishes to defer for the second time must officially withdraw and 

resubmit their application for re-admission to the college. Admission requirements 
and procedures will still apply. Please see the Withdraw Policy and Admissions 
Policy for further details. 

2.6.3. Application is subject to availability and the student might incur additional 
application fees. 
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DISMISSAL POLICY 
1. Policy 
Hanson International Academy, hereinafter called ‘Hanson’, is committed to taking all reasonable steps 
to ensure that all students have the opportunity to successfully complete their programs. Within this 
framework, Hanson has a commitment to ensure that all students are treated fairly and equitably. 

Students who do not support the academic and ethical goals of the institution for themselves and their 
fellow students may be subject to penalties, up to and including expulsion (“dismissal”). Hanson always 
considers expulsion as a last resort that is only exercised in the most severe cases. Students have the 
rights with respect to notice, a right to be heard, and a right of appeal. For this reason, verbal warnings, 
written warnings, and suspension will generally precede expulsion. However, if Hanson deems the 
integrity, safety, and well-being of Hanson students, staff, clients, visitors and other guests to be in 
danger, then Hanson reserves the right to expel students without going through the entire dismissal 
process. In conjunction with this policy, Hanson will ensure that students receive and are aware of its 
Code of Conduct and Attendance Policy. 

 

2. Dismissal with Cause 
2.1. The following outlines the conditions under which a student may be expelled (dismissed) 

with cause. Where Hanson has specific policies in these areas, they may reference them. 
Where no specific policy exists, the institution should provide sufficient detail to allow the 
student to comprehend the conditions that will result in expulsion. 

2.2. Academic Dishonesty 
i. Students may be subject to expulsion at the discretion of Hanson for academic 

dishonesty. As outlined in the Cheating Policy, academic dishonesty is any behaviour 
(word, action, or deed) performed alone, or with others, for the direct or indirect 
intention of providing an unfair advantage or benefit to one’s self or other student(s). 
This may include (but is not limited to): 

a. Cheating 
b. Plagiarism 
c. Unapproved collaboration 
d. Alteration of records or data 
e. Bribery 
f. Misrepresentations 

2.3. Outstanding Fees 
2.3.1. Students who fail to remit outstanding fees may be expelled or suspended after 

written warning has been provided by the institution, and if the student fails to 
comply within the stated parameters. 
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2.4. Code of Conduct 
2.4.1. All students are required to adhere to Hanson’s Code of Conduct policy. 
2.4.2. Where the violations do not have the potential to result in physical harm to persons 

or property, Hanson may expel a student who has received suspension for failure to 
comply with the regulations and has since violated any of the terms of Hanson’s Code 
of Conduct. 

2.4.3. Students who are found under the influence of drugs and/or alcohol or carrying 
weapons will be subject to immediate expulsion. 

 
2.5. Significant Omissions or Errors in Admissions Documentation 

2.5.1. Hanson has a responsibility to ensure that students have been admitted in 
accordance with the registration requirements for the program. 

2.5.2. Students who knowingly or in error misrepresent their applications are subject to 
immediate expulsion. 

 
2.6. Academic Failure 

2.6.1. Students who fail to achieve the required academic standing in their programs may 
be expelled from the program. 

2.6.2. Hanson may, at its discretion, offer alternatives to a student. These are outlined in 
the academic policies for the program of study. 

 
2.7. Attendance: students who do not achieve the required attendance, as stated in the 

Attendance Policy, are subject to expulsion. 
 

2.8. Harassment or Discrimination 
2.8.1. Hanson does not condone harassment or discrimination of any student, staff, client, 

or visitor to Hanson. 
2.8.2. Students participating in harassing or discriminatory activities are subject to 

immediate suspension pending investigation. 
2.8.3. Expulsion is mandatory for any student who is deemed by the investigation to have 

engaged in harassment or discriminatory activities. 
2.8.4. In determining what constitutes harassment or discrimination, Hanson International 

Academy refers to the Code of Conduct Policy and the British Columbia Human Rights 
Code. Students requiring more specific information may refer to the specific code as 
posted on the provincial website: 
http://www.bclaws.ca/Recon/document/ID/freeside/00_96210_01. 

 

2.9. Misuse of Institutional Property: Institutional property is for the provision of educational 
services. Students who damage, misuse, steal or otherwise use the property in a way that is 
prohibited may be expelled and required to make restitution. 

http://www.bclaws.ca/Recon/document/ID/freeside/00_96210_01
http://www.bclaws.ca/Recon/document/ID/freeside/00_96210_01
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2.10. Endangerment to Staff or Students: Hanson is committed to the right of all staff, students, 
clients, and visitors to safety. Students who, by action or neglect, endanger the safety of 
themselves or others in any way may be expelled. 

 
2.11. Student Misconduct: Based on the case of the student misconduct incident and the decision 

of the ad hoc Disciplinary Advisory Committee, the nature of the incident could result in 
suspension (‘temporary dismissal’) or expulsion (‘dismissal’). Please refer to Hanson’s 
Student Misconduct Procedures Guide for further details on dismissal due to student 
misconduct. 

 
3. Notification 

3.1. Prior to expulsion, depending on the severity and nature of the situation, Hanson may take 
intermediate steps at its discretion including: 

• Verbal warning 
• Written warning 
• Suspension 

3.2. Students who are subject to expulsion for any reason will be notified in writing, either hand- 
delivered or by registered mail with a return receipt. 

3.3. Hanson is not responsible for non-delivery by registered mail of the student has not provide a 
valid home address. 

3.4. The notification letter will be composed and signed by the Campus Director. 
3.5. The notification will contain a description of the basis for expulsion and the effective date. 
3.6. Depending on the nature of the incident leading to dismissal and on the decision of the 

college, the notification may indicate a specified expulsion period after which the student 
may apply for re-admission to the college. It is in the discretion of the college whether the 
student will be granted approval to re-apply for re-admission. For this reason, decisions will 
be on a case-by-case basis. 

 
4. Rights to Appeal 

4.1. Expelled students wishing to dispute the conditions of their expulsion must appeal the 
decision within three (3) days of the notification, following the Hanson Code of Conduct and 
Complaints Policy available in the Student Services department. 

4.2. The appeal must be accompanied by sufficient proof to support the dispute. 
4.3. Students who file an appeal and are unsuccessful are considered withdrawn from Hanson 

International Academy. For this reason, further appeals must be filed through the Complaints 
process of the Ministry of Advanced Education. For inquiries, please visit their website: 
https://www.privatetraininginstitutions.gov.bc.ca/ 

https://www.privatetraininginstitutions.gov.bc.ca/
https://www.privatetraininginstitutions.gov.bc.ca/
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5. Fees 
5.1. A student who is expelled by Hanson will be considered withdrawn from their program on 

the effective date of the expulsion. 
5.2. Hanson will officially withdraw the student and the student’s account will be settled under 

Hanson’s Tuition Refund Policy. 
 

6. Return of Property 
6.1. A student who is expelled is responsible for the return of any institutional property in his/her 

own possession within ten (10) days and will be held financially responsible for any property 
not returned in good condition (or as outlined in the student contract). 

6.2. Hanson may not deduct from a student’s tuition refund fee, as set out in the enrolment 
contract, any amount owing by the student with respect to such property. 
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   Hanson International Academy   3800  
Name of Institution   Institution Number 

 
   Dispute Resolution Policy     October 2017     September 2014  

Name of Policy Effective Date Revision Date 
 

DISPUTE RESOLUTION POLICY 
1. This policy governs complaints from students respecting Hanson International Academy and any 

aspect of its operations. Student will not be subject to any form of retaliation as a result of filing a 
complaint. 

 
2. All student complaints must be made in writing. 

 
3. The student must provide the written complaint to the Campus Director who is responsible for making 

determinations in respect of complaints. If the Campus Director is absent or is named in a complaint, 
the student must provide the complaint to the Associate Director of Student Services. 

 
4. The process by which the student complaint will be handled is as follows: 

4.1. On receiving a formal complaint, the Campus Director or the Associate Director of Student 
Services will determine if: 

• the allegations fall within this policy; 
• there are any safety risks and health concerns that require immediate 

attention. 
4.2. The decision on whether or not to proceed with formal resolution shall be made by the 

Campus Director or the Associate Director of Student Services after consultation with the 
complainant. 

4.3.  If the decision is not to proceed, the complainant shall be notified in writing and provided 
with information on his/her rights to appeal this decision as outlined in this policy. 

4.4. If the decision is to proceed, the respondent shall be notified within five (5) working days 
of receipt of the formal complaint. 

4.4.1. The respondent shall be provided with details of the complaint and advised 
of the procedure to be followed in the resolution of the complaint. 

4.4.2. An Investigator will then be appointed by Hanson to investigate the 
complaint while respecting the principles of natural justice and the 
procedures of any Hanson policy. 

4.4.3. The Investigator shall respect the confidentiality of all parties and shall be 
impartial in the exercise of his/her functions. 

4.5. Within fifteen (15) working days of receiving the Investigator’s report, Hanson 
International Academy is to render a decision. 

4.6. This decision must be expressed in writing to both the complainant and respondent. 
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4.7. If the decision or action taken by Hanson does not constitute a 
disciplinary action as defined by relevant Agreements or Hanson Policy, the appropriate 
supervisor shall monitor compliance by the respondent. Once satisfied that compliance 
has been effected, the supervisor shall inform the complainant. 

4.8. If disciplinary action is taken and subsequently overturned by a higher authority or by 
grievance and arbitration procedures, the complainant, and the HR Manager shall be 
notified. 

4.9. This code does not interfere with the rights of members to seek legal counsel. 
 
 

5. The student making the complaint may be represented by an agent or a lawyer. 
 

6. If the student is or was enrolled in an approved program, is dissatisfied with the determination, and 
has been misled by the institution regarding any significant aspect of that program, he or she may file 
a complaint with the Private Training Institutions Branch (www.privatetraininginstitutions.gov.bc.ca). 

http://www.privatetraininginstitutions.gov.bc.ca/
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FIELD PLACEMENT POLICY (TOBC) 
1. Policy 

Hanson International Academy (hereinafter called “Hanson”) provides field placements for students 
whose GPA is equal to or higher than 2.0 in their semesters of study of the Tourism program. Hanson 
ensures that field placements provide an opportunity for its students to enhance the skills learned 
throughout completion of the Tourism program. For this reason, the college seeks field placement 
placements for its students with employers who are committed to introducing students to work in the 
field of travel and tourism. Hanson collaborates with field placement hosts to evaluate the student’s 
performance during a field placement. 

 
 

2. Learning Objectives for Students/Opportunities Offered by Host: 
2.1. Ensure customer satisfaction by providing tourism services in a professional manner, both 

individually and as part of a team. 
2.2. Sell and promote tourism products and services proactively. 
2.3. Apply knowledge of the various tourism industry sectors and their necessary interaction, 

both with each other and with government and other regulating bodies, in the provision 
of tourism products and services. 

2.4. Effectively perform reservation and booking duties, both individually and as part of a 
team, in a tourism organization. 

2.5. Accurately prepare and issue routine tickets and other travel documentation to clients. 
2.6. Access and appropriately disseminate accurate and detailed product knowledge and 

destination information. 
2.7. Apply clerical and organizational skills to facilitate the completion of administrative tasks. 
2.8. Apply bookkeeping and basic financial knowledge and skills, including cost control 

techniques, to the operation of a tourism organization. 
2.9. Develop ongoing personal professional development strategies and plans to enhance 

industry knowledge and leadership skills for tourism industry. 
 

3. Procedure 
3.1. Field placement placements are sought through networking and direct contact between 

the Placement Coordinator and the prospective field placement hosts. 
3.2. When a possible field placement training site is identified, the Placement Coordinator 

contacts the proposed site to assess the commitment of the training place host to 
enhancing student learning. The Placement Coordinator explains the school’s 
expectations with respect to joint evaluation of student performance. 

3.3. If the field placement host is approved to accept field placement students, the host’s 
name and contact information are entered on the school’s roster of field placement sites. 
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3.4. The Placement Coordinator provides the student with the host contact information. The 
student contacts the host organization with an introduction, resume, and arranges any 
necessary interviews. 

3.5. Before a student may begin their field placement, they must submit a valid co-op work 
permit obtained from Immigration Refugees and Citizenship Canada (IRCC) to the 
Placement Coordinator. 
3.5.1. The co-op work permit must be submitted to the Placement Coordinator at least 

three (3) weeks prior to the beginning of the field placement date. 
3.5.2. Once the co-op work permit is submitted, the Placement Coordinator will provide 

it to the field placement host on behalf of the student, to ensure legal work 
practice. 

3.5.3. If a student is unable to produce a valid co-op permit before the commencement 
of the field placement, the student will not be placed and will have to complete 
the placement next semester. 

3.5.4. If a student applied three (3) months prior for a co-op work permit and it is 
unavailable or delayed, IRCC co-op work permit application confirmation is 
acceptable (until the co-op work permit is received). 

3.5.5. It is entirely the student´s responsibility to apply and obtain a co-op work permit 
before the deadline. 

3.5.6. The Placement Coordinator will provide students a IRCC co-op visa request letter 
during their third semester in the Tourism program, to avoid application 
processing delay. 

3.6. The Placement Coordinator prepares the Field Placement Work Agreement and meets 
with the student to sign these documents. Copies of the documents are placed in the 
student’s file and the student is given the original documents to deliver to the training 
place host. 

3.7. The Placement Coordinator notes the placement dates and plans a contact schedule, 
which includes no less than bi-weekly phone calls to the field placement site host and two 
site visits within the period of the placement. The Placement Coordinator will provide 
valuable feedback to the student. 

3.8. At the end of the field placement, the Placement Coordinator meets with the field 
placement host and the student to conduct an assessment of the student’s performance 
throughout the field placement. 
3.8.1. The assessment is designed to include the student’s performance of the skills 

learned during completion of the program of study. 
3.8.2. The completed assessment is signed by the Placement Coordinator, the training 

place host and the student. 
3.8.3. A copy of the assessment is given to the training place host and the student. The 

original assessment is placed in the student’s file. 
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3.9. In order to successfully complete the field placement component of the Tourism program, 
students must be evaluated by the host organization, instructor and complete a self- 
evaluation. 

3.10. Students must complete and pass all evaluation components to successfully pass the field 
placement. 

3.11. All field placement documents are to be placed in the student file and the student file 
check list completed. 

 
 

4. Disclaimer 
The purpose of the field placement is to enable the student to apply and develop the skills and 
knowledge learned throughout the study of Tourism program in a real work environment. Hanson 
cannot accept any field placement hosts who fail to provide the student with exposure to areas in the 
field of travel and tourism or who requires the student to perform tasks that are not within the scope of 
student’s training and abilities. Pending upon investigation, if Hanson is to find that the field placement 
host was not providing the agreed upon learning experience or scope of work, it is the responsibility of 
the Placement Coordinator to arrange for alternative arrangement for the student. The student is not to 
be penalized or disadvantaged in the event of such occurrence. 

It is Hanson’s responsibility to provide the student with one field placement position. If the student 
agrees to the placement, but subsequently withdraws or is rejected by the site host for any 
unprofessional or inappropriate behavior as per Hanson’s Student Misconduct Procedure Guide, it is the 
student’s responsibility to source another appropriate host site and have it approved by the Placement 
Coordinator. If a student fails to source another host site, providing a second site host is at the 
discretion of the Placement Coordinator, and if an alternative site host is unavailable, the student must 
repeat the course in order to fulfill graduation requirements. 
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FIELD TRIP POLICY 
1. Policy 

Field trips as an important component of the educational process and are supported and encouraged by 
Hanson International Academy (‘Hanson’). While field trips can provide real life contact with 
instructional subjects, thereby increasing the value of the learning experience overall, these activities 
may also present unique risks and hazards to participants. Those who supervise and lead field trips 
should conduct appropriate risk management assessments and put in place measures to ensure the 
safety and accessibility for all field trip participants, such as conducting ‘pre-trip briefing sessions’ prior 
to any field trip. 

 
If a course involves Hanson International Academy sanctioned field trips, the following information, if 
available, should be clearly stated in the course outline: 

• Location(s); 
• Timing; 
• Duration; and 
• Cost (if any). 

 
The Campus Director must approve plans for these field trips in writing. Hanson International Academy 
insurance is only available to participants if Hanson International Academy sanctions the field trip. The 
Campus Director’s signature on the field trip plan is evidence of sanction for the field trip. Students 
participating in voluntary or non-sanctioned activities/field trips are not covered by Hanson insurance 
and must sign the appropriate liability waiver (if above 18 years old) or have their parent/legal guardian 
sign the liability waiver. 

 
2. Definition of ‘Field Trip’ 

2.1. ‘Field trips’ are defined as any work/research/study/activity approved by Hanson 
International Academy as a sanctioned component of a program and undertaken by staff 
and students at an off-campus location. 

2.2. A ‘field trip’ does not include meetings off-campus, attendance at workshops or 
conferences, or trips to supervise students on work placements as part of their formal 
program of study. 

2.3. Co-op, field placements, other types of placements that are an integral part of the course 
curriculum, and identified as such in the course outline, are not considered field trips. 

 
 

3. Pre-trip briefing sessions 
3.1. ‘Pre-trip briefing sessions’ are sessions or ‘meetings’ held well in advance of the field trip. 

It allows for the distribution of information that should include: 
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• Objectives of the field trip; 
• Special clothing or equipment needs; 
• Proposed working groups (if appropriate); and 
• Any other organizational information. 

3.2. Information about legal situations (i.e. trespassing), safety concerns, and potentially 
hazardous situations can also be shared during pre-trip briefing sessions. 

3.3. If the nature of the field trip requires such things as child abuse clearance, criminal history 
requirements, verification of valid immunization, visa requirements, and etc., these 
should be discussed and clarified in the briefing session. This will also allow participants 
the opportunity to provide suggestions that can be considered and, if appropriate, acted 
upon before the trip. 

3.4. Pre-trip briefing sessions are important so that everyone is aware of what is being 
planned and what the objectives and expected learning outcomes are for the participants. 

3.5. These briefing sessions also give students a chance to share their thoughts and ideas 
about the field trip, to make suggestions or request specific activities, and to identify any 
concerns they may have. 

3.6. These briefing sessions will also allow students to identify any special needs they may 
have so that appropriate measures can be taken to address these needs. 

 
4. Pre-trip preparation 

4.1. As per section 3, ‘pre-trip briefing sessions’ should be held well in advance of the field trip 
and should provide students with enough information and chances to identify and 
reconcile any special needs to prepare themselves for the field trip. 

4.2. When possible, descriptions of the field trip should be discussed with students prior to 
registration to ensure that disability-related accommodations are addressed in a timely 
manner. 

4.3. The instructor or field trip leader will generally plan field trips of one-day duration or less 
if they are routine components of the course. 

4.4. On overnight or longer field trips, students should be given an opportunity to provide 
input particularly in reference to the logistics of the field trip. 

4.5. On an overnight or longer field trip, provisions must be made to accommodate individuals 
in case of an emergency. A list of field trip destinations and, if appropriate, addresses and 
phone numbers of any hotels or accommodations being used should be provided to the 
department office and to all participants. 

4.6. Participants should also provide the name, address, and phone number(s) of a person to 
be contacted in case of an emergency (‘emergency contacts’). These names and addresses 
should be kept by the field trip leader and by the department office. 

4.7. For emergency purposes, a cell phone (or in remote locations, a satellite phone) is 
essential. 
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4.8. Conduct in the Field Trip 
4.8.1. On a field trip, students are expected to conduct themselves in a responsible 

manner and in accordance with the Hanson International Academy’s Code of 
Conduct policy, Students Rights & Responsibilities policy, and Student Misconduct 
Procedures Guide. 

4.8.2. All participants must also be made aware that Hanson International Academy will 
not tolerate harassment or any form of discrimination covered under the Ontario 
Human Rights Code. Disciplinary action will be taken and/or charges laid against 
individuals found guilty of an offence. 

4.8.3. It is important to remember that all participants, by their participation in the field 
trip, are representing Hanson International Academy. 

4.8.4. Whenever possible, field trip participants should not work alone, but with another 
group member or members, for safety reasons. 

4.8.5. All participants are normally expected to take part in all planned curricular 
activities of a field trip. An exception will be made where an individual believes 
the activity to be unsafe under the circumstances. Other exceptions will be 
considered and accommodated according to the Ontario Human Rights Code. 

4.8.6. If a field trip participant negatively impacts the participation of others (i.e. 
harassment, threatening, etc), the field trip leader as the right to have the 
participant cease all field trip activity and, if feasible, to send the individual home 
or back to Hanson International Academy at the student’s own expense. The 
student’s emergency contact person should also be notified. 

 
4.9. Travel and Transportation 

4.9.1. If travel arrangements are rented/provided by or on behalf of Hanson 
International Academy, all participants must utilize them. 

4.9.2. Participants not willing to use arranged or provided transportation must sign an 
‘Alternate Transportation Waiver’. 

4.9.3. Field trips should begin and end on campus. 
4.9.4. There may be instances where transportation is not provided by Hanson 

International Academy. In these instances, students are responsible for their own 
transportation to and from the field trip site, as well as ensuring that they have 
adequate insurance coverage in the event of an accident of mishap on route to 
and from the field trip site. 

 
4.10. Physical, Psychological, Medical, or Dietary Accommodations 

4.10.1. Hanson International Academy’s learning environment, including mandatory field 
trips, will be made fully accessible for students with disabilities on a case-by-case 
basis. 
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4.10.2. Hanson will work with the program staff and the student to ensure the venue is 
accessible specific to the student needs. 

4.10.3. When a particular venue cannot be made accessible for an individual student for 
reasons allowed under the Ontario Human Rights Code, specifically undue 
hardship or health and safety, an alternate field trip will be arranged to meet the 
requirements of a student with a disability while meeting the objectives of the 
field trip experience. 

4.10.4. Where voluntary experiences are suggested, program staff should ensure that 
there are accessible venues suggested. 

4.10.5. Field trip participants must inform the field trip lead in advance of any physical, 
psychological, medical, or dietary considerations that could affect their ability to 
participate in the field trip activities and/or their ability to endure the potential 
physical demands of the field trip. 

4.10.6. The field trip leader should make reasonable accommodation efforts or provide 
alternative opportunities. 

4.10.7. All participants are expected to be appropriately dressed for the field trip in 
question. A participant who is not appropriately attired, or does not have the 
necessary supplies or equipment as identified in the pre-trip briefing session, will 
not be allowed to participate in the field trip. 
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GRADE APPEAL POLICY 
1. Policy 
At Hanson International Academy, hereinafter Hanson, the process of evaluation culminates in the 
awarding of a final grade in each course in which a student is registered. The assumption is made that 
the final grade was assigned through an equitable and accountable process in terms of stated course 
objectives. There are, however, occasions when this process is, or is perceived to be, neither fully 
realized nor documented. In such a situation, a student is allowed the opportunity to obtain a formal 
review of his/her final grade on pre-defined legitimate grounds through a Grade Appeal (‘Grade Review’) 
procedure. 

 
The review procedure must provide a forum wherein the integrity of the faculty – student relationship 
must be ensured. 

 
Hanson’s policy regarding confidentiality of records applies to the grade review procedure. 

 
2. Faculty-Student Resolution 
Students should first speak to the instructor of the course from which the unsatisfactory grade was 
assigned in order to reach a resolution, before speaking with any administrative staff. 

 
However, if a resolution cannot be made between a student and the instructor, then the student is 
entitled to the opportunity to obtain a formal review of his/her final grade on pre-defined legitimate 
grounds through a Grade Appeal (‘Grade Review’) procedure led by the Academic Department. 

 
3. Grounds for Formal Review 

3.1. A formal review by the Academic Department will be held if the student has already 
appealed to his/her instructor regarding his/her grade(s) and if no satisfactory resolution has 
been met between the faculty member and student. 

3.2. Student have a maximum five (5) business days after the grade has been posted to formally 
appeal to the Academic Department. 

3.3. The formal grade review procedure applies to a final grade only. 
3.4. In order to establish equitable and objective grounds upon which to approach the review, the 

Academic Department must be able to review data that is measurable, namely: 
3.4.1. The stated method of evaluation (in terms of course objectives) for the course 

in question; 
3.4.2. The manner in which this method of evaluation was applied; 
3.4.3. Clear and concise documentation on how the grade was assigned. 

3.5. Problems such as personality conflict or harassment must either relate directly to the bases 
described above or dealt through other vehicles such as Hanson’s Code of Conduct. 
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3.6. If a student challenges a single item such as a test, report, essay, or paper during the term, 
the Associate Director, Academics or designate will direct with this at his/her discretion. 

3.6.1. This may involve designating himself/herself, a faculty member, or outside 
expert to re-read the paper and grade it independently. 

3.7. The decision reached by the Director (Associate) Academics or designate, in consultation with 
the content expert, is final. 

 
4. Prerequisite Courses 

4.1. Where the course reviewed is prerequisite to a course in the subsequent semester, and 
where the challenged grade in the prerequisite course is “F”, the student may register and 
attend classes in the subsequent course until the review has been completed. 

4.2. If the review results in no changes to the reviewed grade, the student must withdraw from 
the subsequent course (unless that prerequisite is waived). 

 
5. Procedures 

5.1. Application 
5.1.1. Within 21 days of the posting of final semester grades, a student wishing to appeal a 

grade must state in writing to the Associate Director, Academics or designate, the 
following information: 

• The course and grade being appealed 
• Reason(s) for appeal (these must relate directly to the acceptable grounds for 

review) 
5.1.2. The Director (Associate), Academics or designate should advise students who need 

assistance in documenting their request to seek it from a faculty member or a 
Student Services Officer. 

5.1.3. Immediately upon receipt of this request, the Director (Associate) Academics or 
designate will advise the student to discuss his/her concerns with the faculty 
member teaching the course to see if the question can be settled without the formal 
procedure. 

5.1.4. Once the student has indicated this has been done and still wishes to proceed, the 
Director (Associate) Academics or designate will confirm that the review is to be 
undertaken on a formal basis. 

5.1.5. Once the request is formalized, the Director (Associate) Academics or designate will 
ensure that both student and faculty receive copies of the procedure. 

 
6. Grade Review Decision Timeframes 

6.1. The Director (Associate) Academics or designate will be responsible for writing and 
communicating the decision of the Academic Department. 
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6.2. In documenting the Academic Department’s decision, any constructive comments offered to 
the teacher/instructor will be communicated to him/her. 

6.3. The Director (Associate) Academics or designate will summarize as appropriate the Academic 
Department’s reasons for its decision and communicate these to the appropriate parties. 

6.4. The decision of the Academic Department shall be rendered within ten (10) business days. 
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LANGUAGE PROFICIENCY POLICY 
1. Preamble 

To be successful in post-secondary education program, a student must possess adequate language 
proficiency in the language in which the instruction is taking place. All courses at Hanson International 
Academy (hereafter ‘Hanson’) are delivered in English. Hanson International Academy recognizes that 
international students from non-English speaking countries will not have English language skills equivalent 
to those of native English speakers. The following guidelines are in place to ensure that all students 
enrolled in Cambrian College programs at Hanson International Academy have sufficient English language 
skills to achieve academic success at the post-secondary level. 

2. Policy 
2.1. An international student from a non-English speaking country applying to Hanson must 

successfully complete the English Placement Test prior to day ten (10) of his/her first 
semester of study. 

2.2. All offers of admission to Hanson International Academy are conditional prior to the 
successful completion of the English Placement Test. 

2.3. A student holding a conditional offer of admission who meet the language proficiency 
requirements will be admitted directly to their chosen program of study. 

2.4. It is the responsibility of the studentto book a time to take the English Placement Test prior 
to day ten (10) of his/her first semester of study, and to attend that appointment or complete 
the test on-line. 

 

3. English Language Proficiency 
3.1. English language proficiency can be demonstrated through: 

(a) Obtaining a grade of 60% or higher on the English Placement Test; or 
(b) Successfully completing the English for Academic Purposes (EAP) program at 

Hanson School of Languages with a passing mark of 70% or above, and a 
minimum attendance of 75%. 

(c) Please refer to the chart in section 3.5 for more details on English language 
proficiency exemption. 

3.2. Students who do not have a valid study permit must take an English placement test prior 
to admission. Depending on their score on the placement test, students will either be 
administered the English Proficiency Test prior to registration, or will have to take the EAP 
pathway program to enter into a Cambrian College program at Hanson International 
Academy. 

3.3. The English Proficiency Test is not an admission requirement; however, for students with 
valid study permits wishing to register and who have no proof of English language 
proficiency will be administered the English Proficiency Test prior to registration. Students 
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can elect to take the English Proficiency Test during the time of admission to ensure no 
additional conditions are placed on the Letter of Admission (LOA). 

3.4. Qualifications for Exemption from the English Placement Test: 
EXAM OR COURSE MINIMUM MARK FOR 

COLLEGE PROGRAM 
MINIMUM MARK FOR 

GRAD CERTIFICATE 
NOTES 

IELTS 6.0 (no band below 5.5) 6.5 (no band below 6.0) Results are only valid within two 
(2) years from the test date. 

TOEFL (paper) 550 570  
TOEFL (computer) 80 84  
PTE 58 61  
EAP (language school) 
Pathway 

Passing mark of 70% or 
above 

Passing mark of 70% or 
above 

EAP Pathway to Cambrian College 
programs @ Hanson 
International Academy 

English 12 / ENG4U C- (or passing grade) C- (or passing grade) From school in Canada 
IB English 12 C- (or passing grade) C- (or passing grade) From English-speaking school 
One full post- 
secondary semester 

Passing grades in all courses Passing grades in all 
courses 

Full time school in Canada CAAT 
college or University 

EN 12 or TPC 12 (or a 
provincial equivalent) 

Passing mark of 50% or 
above 

Passing mark of 50% or 
above 

From recognized Canadian 
secondary school 

 
3.5. Subsequent English Placement Tests 

3.5.1. A student is permitted to take the English Placement Test more than once (with a 
maximum of two (2) attempts) at the discretion of the Director, High School and ESL 
or designate. 

3.5.2. The time required between attempts at the English Proficiency Test is also at the 
discretion of the Director, High School and ESL or designate. 

 
3.6. Director, High School and ESL or designate: it is the responsibility of the Director, High School 

and ESL or designate to oversee the administration of the English Proficiency Test, as well as 
its integrity, grading, and the communication of the results to Student Services Officers 
responsible for the admission process and Academic Administrators responsible for the 
enrolment process. 

 
3.7. Test results will be available to the student a maximum of five (5) business days after writing 

the English Proficiency Test. 
 

3.8. The Student Services Officer is responsible for maintaining the English Placement Test Results 
Letter or proof of exemption (accompanied by Exemption Letter) in the student file. 
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 REFUND POLICY 
1. If the institution receives tuition from the student, or a person on behalf of the student, the 

institution will refund the student or the person who paid on behalf of the student the tuition that 
was paid in relation to the program in which the student is enrolled if: 

(a) the institution receives a notice of withdrawal from the student no later than seven days 
after the effective contract date and before the contract start date; 

(b) the student, or the student’s parent or legal guardian, signs the student enrolment contract 
seven days or less before the contract start date and the institution receives a notice of 
withdrawal from the student between the date the student, or the student’s parent or legal 
guardian, signed the student enrolment contract and the contract start date; or 

(c) the student does not attend a work experience component and the institution does not 
provide all of the hours of instruction of the work experience component within 30 days of 
the contract end date. 

2. The institution will refund the tuition for the program and all related fees paid by the student or a 
person on behalf of the student enrolled in the program if the student is enrolled in the program 
without having met the admission requirements and did not misrepresent his or her knowledge or 
skills when applying for admission. 

3. If a student does not attend any of the first 30% of the hours of instruction to be provided during 
the contract term, the institution may retain up to 50% of the tuition paid under the student 
enrolment contract unless the program is provided solely through distance education. 

4. Unless the program is provided solely through distance education, if the institution receives a notice 
of withdrawal from a student: 

(a) more than seven days after the effective contract date and 
 

i. at least 30 days before the contract start date, the institution may retain up to 10% 
of the tuition due under the student enrolment contract, to a maximum of $1,000. 

ii. less than 30 days before the contract start date, the institution may retain up to 
20% of the tuition due under the student enrolment contract, to a maximum of 
$1,300. 

 
(b) after the contract start date 

 
i. and up to and including 10% of the hours of instruction to be provided during the 

contract term have been provided, the institution may retain up to 30% of the 
tuition due under the student enrolment contract. 

ii. and after more than 10% but before 30% of the hours of instruction to be provided 
during the contract term have been provided, the institution may retain up to 50% 
of the tuition due under the student enrolment contract. 
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5. Unless the program is provided solely through distance education, if the institution provides a notice 
of dismissal to a student and the date the institution delivers the notice to the student is: 

(a) Equal to or before 10% of the hours of instruction to be provided during the contract term 
have been provided, the institution may retain up to 30% of the tuition due under the 
student enrolment contract. 

(b) after 10% but before 30% of the hours of instruction to be provided during the contract term 
have been provided, the institution may retain up to 50% of the tuition due under the 
student enrolment contract. 

6. If the institution provides the program solely through distance education and the institution receives 
a student’s notice of withdrawal or the institution delivers a notice of dismissal to the student and: 

(a) the student has completed and received an evaluation of his or her performance for at least 
30% of the hours of instruction to be provided during the contract term, the institution may 
retain up to 30% of the tuition due under the student enrolment contract, or 

(b) the student has completed and received an evaluation of his or her performance for more 
than 30% but less than 50% of the program, the institution may retain up to 50% of the 
tuition due under the student enrolment contract. 

7. The institution will refund fees charged for course materials paid for but not received if the student 
provides a notice of withdrawal to the institution or the institution provides a notice of dismissal to 
the student. 

8. Refunds required under this policy will be paid to the student, or a person who paid the tuition or 
fees on behalf of the student, within 30 days: 

(a) of the date the institution receives a student’s notice of withdrawal, 
(b) of the date the institution provides a notice of dismissal to the student, 
(c) of the date that the registrar provides notice to the institution that the institution is not 

complying with section 1(c) or 2 of this policy, or 
(d) after the first 30% of the hours of instruction if section 3 of this policy applies. 

9. If an international student delivers a copy of a refusal of a study permit to the institution, sections 
1(a), 1(b), 4, 7, and 8 of this policy apply as if the copy of the refusal were a notice of withdrawal, 
unless: 

(a) the international student requests an additional letter of acceptance for the same program 
that was the subject of the refusal of a study permit, or 

(b) the program is provided solely through distance education. 
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SEXUAL VIOLENCE AND MISCONDUCT POLICY 
1. Policy 
All members of the Hanson International Academy (‘Hanson’) community have a right to work and study 
in a safe and healthy environment free from any form of violence and harassment. Hanson will not 
tolerate incidences of Sexual Violence and will ensure that those who experience acts of sexual violence 
and misconduct are believed, are appropriately accommodated, and have the right to a fair and 
equitable investigation process, as set out by this policy. 

 

2. Purpose 
The purpose of the Sexual Violence policy is to establish guidelines for the process of reporting and 
investigating incidences, disclosures, reports, and complaints of Sexual Violence involving students in a 
manner that protects the rights of all individuals and ensures that all individuals who experience sexual 
violence and misconduct are believed and appropriately accommodated, while holding those who have 
committed acts of sexual violence accountable. The policy will provide staff, students, faculty, and 
visitors at Hanson with the knowledge, guidelines, and procedures to safely and appropriately respond 
to any Incident of Sexual Violence, including provisions for accommodations, supports, and services for 
those who have experienced Sexual Violence. 

 

3. Scope 
This policy applies to all members of the Hanson community, including: 

• Students; 
• Staff and faculty members; 
• Contractors and their employees; 
• Visitors and guests; 
• Committee members. 

This policy is in full effect at all times on any Hanson International Educational and Employment Services 
Limited premises and events in which any Hanson business may be taking place or in which members of 
the Hanson community are present and engaged in activities relating to Hanson (ex. Co-op or field 
placements, student outings, off-site conferences, shuttle busses, etc). 

 
4. Definitions 

Please refer to Appendix A for a full list of definitions related to this policy. 
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5. Statement of Commitment 
Hanson is committed to: 

5.1. Taking appropriate responsive and preventative measures against Sexual Violence and sexual 
misconduct, as described in this policy, with the goal of creating a safe environment for all 
members of the Hanson community, including students who have experienced or have been 
affected by Sexual Violence and sexual misconduct. 

5.2. Making available accommodations to students who have experienced or have been affected 
by sexual violence, specifically through services and supports provided by the Student 
Services department, at no extra cost to the student. 

5.3. Ensuring that individuals who disclose that they have experienced Sexual Violence are 
believed, and that their right to dignity and respect is protected through the process of 
disclosure, investigation, and institutional response. 

5.4. Engaging in appropriate procedures for investigation and adjudication of a report or 
complaint of Sexual Violence which are in accordance with Hanson policies, standards, and 
applicable agreements, and that ensure fairness and due process. 

5.5. Ensuring coordination and communication among the various departments who are most 
likely to be involved in the response to sexual violence in Hanson, particularly Student 
Services. 

5.6. Consider student input in the development and any further updates or amendments to this 
Sexual Violence and Misconduct policy. 

5.7. Engaging in education and prevention activities to raise awareness on Sexual Violence 
5.8. Reviewing and updating our policies and protocols with respect to Sexual Violence and 

misconduct at least once every three (3) years to ensure that they remain effective and in 
line with other existing policies, legislation, and best practices. 

5.9. Training and educating all persons who manage or direct the affairs of Hanson as well as their 
agents, and all faculty, staff, employees, contractors, and students of Hanson on the contents 
of this Sexual Violence and Misconduct policy and the procedures contained herein. 

5.10. Ensuring that this policy is made publicly available on the Hanson website and made 
accessible to all staff, faculty, and students. 

5.11. Ensuring that this Sexual Violence policy is included with each student enrolment contract 
between the student and Hanson. 

 
6. Disclosures 

6.1. Hanson recognizes and understands that the decision to Disclose and the decision to Report 
are two separate decisions. An individual may choose to make a disclosure about an incident 
of sexual violence and misconduct without making a report. 

6.2. Disclosures does not result in the initiating of Reporting and Investigation processes. Hanson 
will ensure that an individual's choice not to Report is respected. However, there may be 
exceptional circumstances to this policy, as outlined in the 'Confidentiality' section below. 
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6.3. Accommodations are available to individuals who disclose having experienced sexual 
violence and misconduct, as outlined in this policy below. 

6.4. Hanson will exert all efforts to ensure that records or instances of any disclosures made 
about experiences of sexual violence and misconduct are kept confidential, and that access 
to these records are strictly controlled by the college. 

 
7. Process for Reporting an Incident of Sexual Violence 

7.1. Students who experience Sexual Violence are encouraged to first ensure their own safety, 
including calling 911 and/or seeking medical attention in the event of an emergency. 
Students are encouraged to report the incident as soon as possible. 

7.2. Students may report the incident to any Member of the Hanson community that the student 
feels comfortable speaking with, or directly to Student Services. 

7.3. Reporting can be either through written or oral communication, and should include relevant 
information such as: potential witnesses, description of the perpetrator, location and date 
and time of incident. Students can also request that a report be made to Student Services by 
a staff or faculty member on their behalf. 

7.4. During the initial review process, and in the event that a formal investigation is conducted, 
students may also be asked to provide a written report of the incident. 

7.5. Students and other Members of the Hanson community who witness or who have knowledge 
of an Incident of Sexual Violence are encouraged to report the incident as soon as possible to 
Student Services. 

7.6. All reports of Sexual Violence are taken seriously by Hanson. Reports of Sexual Violence shall 
be reviewed as soon as possible upon receipt by Student Services. 

7.7. Students are not required to make a report or complaint about an Incident of Sexual Violence 
in order to obtain the supports, services, and accommodations referred to in this policy. 

 

8. Initial Review 
8.1. Upon receipt of a report or complaint of Sexual Violence, Hanson will initiate a review 

process which will ultimately result in a final decision on whether Hanson has the jurisdiction 
to conduct a formal investigation of the incident or complaint (‘Initial Review’). 

8.2. The review process will be initiated by the Student Services department, who may appoint a 
faculty member or administrative staff member for support in the initial review. 

8.3. In some circumstances, Hanson may ask the individual who made the report or complaint of 
Sexual Violence to provide a written report of the Incident of Sexual Violence, which will be 
filed in the Student Services department. Hanson will maintain a confidential database of all 
reports and/or complaints received, as further described below. 

8.4. During the initial review, Hanson will exert all effort to be fair and reasonable to all parties 
involved, thereby taking into consideration all contextual factors and involved parties of the 
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Incident of Sexual Violence reported before making a final decision on whether to launch a 
formal investigation of the complaint. 

8.5. A student who has been subjected to Sexual Violence may choose not to request an 
investigation of the Incident of Sexual Violence. Hanson will review and consider a student’s 
wishes in this regard as part of its initial review. Ultimately, however, the decision to proceed 
with an investigation will be at the discretion of Hanson, particularly in circumstances where 
the incident may pose a threat to the health and safety of other members of the Hanson 
community. 

8.6. If Hanson chooses to proceed with an investigation despite the wishes of the student who 
was subjected to Sexual Violence, the student has the right not to participate in the 
investigation. 

8.7. Hanson will seek to maintain procedural fairness in reviewing all reports and/or complaints 
of Sexual Violence. As such, no sanction and/or disciplinary action will be taken against 
persons or groups without their knowledge where there is an alleged breach of this policy. 
Respondents will be given reasonable notice, with full detail of the allegations, and provided 
with an opportunity to respond to the allegations made against them, either at the initial 
review stage or upon the launch of a formal investigation, depending on the circumstances. 

8.8. The results of the initial review, and the decision whether or not to proceed with a formal 
investigation, must be communicated in writing to both the Complainant and the 
Respondent before any subsequent procedures are initiated. 

8.9. A Complainant may request a review of the decision whether or not to proceed with a formal 
investigation in writing to the Student Services department. 

8.10. The initial review and communication of the final decision to the Complainant and the 
Respondent shall occur within a maximum two (2) weeks of initially receiving the report or 
complaint of Sexual Violence, barring unforeseen circumstances resulting in delay. 

 
9. Formal Investigation and Decision-Making Process 

9.1. As noted above, if Hanson determines that Hanson International Academy has the 
jurisdiction to initiate a formal investigation, Student Services will notify the Complainant and 
Respondent in writing. 

9.2. Following the initiation and notification of a formal investigation launch, an impartial, 
competent person with the appropriate skills, training, and/or experience will be appointed 
by Hanson to conduct the investigation. This may be someone who is a Member of the 
Hanson community or a person who is external to Hanson, depending on the individuals 
involved, the circumstance, and the expertise required. 

9.3. The formal investigation will be completed in a timely manner, taking into consideration the 
circumstances of the situation, including its complexity. Ideally, the formal investigation 
should be completed within six (6) months of receipt by Student Services of the report or 
complaint of Sexual Violence. 
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9.4. While an incident or complaint is being investigated or while a decision is being made 
regarding an incident or complaint, Hanson may implement interim measures for the 
protection of the parties, as described below. 

9.5. If the Respondent has not already been given an opportunity to formally respond to the 
allegations during the initial review, once the formal investigation has been commenced they 
will be provided with the full details of the allegations against them and will be given an 
opportunity to provide a written response to the allegations. 

9.6. The investigator will meet with both the Complainant and the Respondent to discuss the 
allegations that have been made. If the Complainant chooses not to participate in the 
investigation process, the investigator will consider any written statements provided by the 
Complainant, or information obtained from other witnesses. A party to the investigation or 
decision-making process has the right to have a person present with him or her at every 
stage of the process, including legal or other representation. 

9.7. The Complainant and Respondent may choose to submit any additional information to the 
investigator, such as the names of any potential witnesses or evidentiary materials such as 
documents, recordings, or photographs. The investigator will interview relevant witnesses 
and review any other relevant materials provided to him or her through the investigation 
process. 

9.8. Any witnesses interviewed by the investigator as part of the formal investigation will be 
advised of their obligation to maintain the confidentiality of any matters discussed in the 
course of the investigation. 

9.9. An investigator will keep a detailed written record of the investigation, including notes with 
respect to oral statements obtained from the Complainant, the Respondent, and any 
witnesses interviewed. 

9.10. Following the completion of the investigation, the investigator will provide a written, 
confidential report of the information gathered during the investigation to the Student 
Services department, as well as the conclusion of the investigation, and any 
recommendations. 

9.11. Hanson will review the investigator’s report and make a final decision of the result of the 
investigation, including any actions or sanctions to be taken and the rationale for the 
decisions and any sanctions. 

9.12. Student Services will inform the Complainant and the Respondent, in writing, of the results 
and decision of the investigation. The decision includes, but is not limited to, any sanctions or 
other actions that may be taken. 

9.13. The Complainant and the Respondent will have access to an appeals process (see the 
‘Appeals’ section of this policy) following the completion of the investigation. 

9.14. Any documents and/or materials relating to the investigation, including: 
9.14.1. The investigator’s notes; 
9.14.2. The investigation report; 
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9.14.3. Written statements obtained from the Complainant, the Respondent, and any other 
witness; and 

9.14.4. Other relevant documents or evidence collected, 
will be filed with Student Services following the investigation. Hanson will make all reasonable 
effort to preserve the confidentiality of information relating to the report or complaint of Sexual 
Violence, as well as the investigation process, confidential (as further described below). 

 
10. Outcome of the Investigation 

10.1. Following the investigation, Hanson may take such action or impose sanctions that are 
appropriate in the circumstances. These actions may include, but are not limited to: 
10.1.1. Referring a party to services and supports available through Student Services or in 

the community; 
10.1.2. Imposing discipline, up to and including termination of employment (for employees 

of Hanson); 
10.1.3. Imposing sanctions up to and including termination of a contractual relationship (for 

contractors); 
10.1.4. Imposing academic sanctions up to and including expulsion (for students); and /or 
10.1.5. Engaging the assistance of police services. 

 
11. Right to Withdraw a Report (‘Complaint’) 
A complainant has the right to withdraw a report/complaint at any stage of the process. However, 
Hanson may continue to act on the issue identified in the complaint in order to comply with its 
obligation under this policy and/or its legal obligation, especially if Hanson has reason to believe that 
continuing to act on the issue identified in the complaint serves to maintain the health and safety of 
members of the Hanson community. 

 
12. Protection from Reprisals, Retaliation, or Threats 

12.1. Hanson takes reasonable steps to ensure the safety of its students once a report of Sexual 
Violence has been made, while an investigation is ongoing and/or while a decision is being 
made regarding the incident or complaint. This may include providing accommodations and 
support services to students (as described below) and implementing other interim measures 
to protect individuals from, among other things, retaliations or threats of retaliation. 

12.2. Interim measures that may be implemented by Hanson to ensure the protection of an 
individual reporting an incident or making a complaint of Sexual Violence before, during, and 
following the investigation include, but are not limited to: 
12.2.1. Advising individuals in writing of their duty to refrain from committing a reprisal 

and/or sanctioning individuals for a breaching of this duty; 
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12.2.2. Temporarily remove the Respondent while an investigation is being conducted (ex. 
For employees, this may be a suspension with or without pay); 

12.2.3. Allow student complainants escort to and from classes, should they feel that their 
safety is threatened. 

12.3.  It is contrary to this policy for anyone to retaliate, engage in reprisals, or threaten to 
retaliate against a complainant or other individuals for reporting or making a complaint of 
Sexual Violence, participating in an investigation pursuant to this Sexual Violence policy, 
accessing accommodations or services, or otherwise pursuing or exercising their rights under 
this Sexual Violence Policy. 

12.4. Any Member of the Hanson community who engages in reprisal or retaliation against an 
individual in violation of this Sexual Violence policy will be subject to sanction which may 
include: 
12.4.1. Discipline, up to and including termination of employment (for employees of 

Hanson); 
12.4.2. Sanction up to and including termination of contractual relationship (for contractors); 
12.4.3. Academic sanction up to and including expulsion (for students). 

12.5. Where Hanson becomes aware of an Incident of Sexual Violence involving a student, which 
may occur on or off Hanson premises, that poses a risk to the safety of Members of the 
Hanson community, Hanson shall act expediently to take all reasonable steps to ensure the 
safety of its students and other Members of the Hanson community. 

 
13. Unsubstantiated or Vexatious Complaints 
If a person, in good faith, discloses or files a sexual violence complaint that is not supported by evidence 
gathered during an investigation, that complaint will be dismissed. Reports and/or complaints that are 
found to be frivolous, vexatious, or in bad faith, and that is made to purposely annoy, embarrass, or 
harm the Respondent, may result in sanctions and/or disciplinary action against the Complainant. 

 
14. Appeals 

14.1. Appeals against the results of the investigation may be made, in written format, and 
submitted to the Student Services department for review, within thirty (30) days of the 
Complainant or Respondent being advised in writing of the results of their investigation. 

14.2. Hanson will provide a response with their decision regarding the appeal request within 
fifteen (15) days of receipt of any such request. If Hanson denies an appeal, it will provide 
written reasons for the denial along with its response. 

14.3. Appeals will be conducted by the Student Services and Academic department, and other such 
departments who may have been involved in the investigation prior to the appeal. 
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15. Supports, Services, and Accommodations 
15.1. Hanson will appropriately accommodate the needs of students affected by Sexual Violence at 

no cost to the student. Students who require such accommodation should contact the 
Student Services Department, which will work with students to address requests for 
accommodation, and can provide access to other supports and services. 

15.2. Student Services can provide students with access to consultation and counselling services by 
qualified professionals to those affected by sexual violence, as well as referrals to community 
resources and community supports and other appropriate counselling services. 

15.3. The Student Services Office at Hanson International Academy also provides licensed 
counselling support services such as our Wellness Counsellor and Psychology, and Social 
Worker. 

15.4. Students who are affected by sexual violence are not required to make a report or complaint 
about an Incident of Sexual Violence in order to receive such supports, services, and 
accommodations. 

15.5. Community supports and services, as well as their contact information, can be found in 
Appendix B of this policy, as well as Appendix II of Hanson’s Sexual Violence Protocol, which 
contains a chart of all sexual assault centres in Ontario and their contact information. 

15.6. For more information about supports and services, please contact Student Services. 
 

16. Confidentiality 
16.1. Hanson respects the privacy and confidentiality of all persons. Every effort will be made to 

protect the privacy and anonymity of any person(s) who discloses and/or reports an incident 
of Sexual Violence. The confidentiality of all persons involved in a report of Sexual Violence 
must be strictly observed, including the complainant, respondent, and witnesses, by 
restricting routine access to information to individuals with a need for such access and by 
providing education and training to those who are regularly involved in the administration of 
reports and complaints. 

16.2. All records regarding reports/complaints, investigations, and Incidents of Sexual Violence will 
be filed in a confidential manner and kept in a confidential database that will be monitored 
and regulated by the Student Services Department and the HR department. Hanson will treat 
Disclosures and Reports of an Incident of Sexual Violence in a confidential manner and in 
accordance to the Freedom of Information and Protection of Privacy Act. 

16.3. In certain circumstances, disclosure of confidential information may be necessary, such as 
where: 
a. There are reasonable grounds to believe there is an individual is at imminent risk or self- 

harm; 
b. There are reasonable grounds to believe there is an individual is an imminent risk of 

harming another; 
c. There are reasonable grounds to believe that others in the Hanson or wider community 

may be at risk or harm; and/or 
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d. Disclosure is required by law (ex. An incident involving a minor, or obligations related to 
occupational health and safety or to human rights legislation). 

In such circumstances, information would only be shared with necessary services to prevent harm, and 
the name of the survivor would not be released to the public. 

16.4. Where Hanson becomes aware of an allegation of Sexual Violence against a member of the 
Hanson community against another member of the Hanson community, such as faculty or 
staff, Hanson may have an obligation to take additional steps beyond the scope of this policy 
with Hanson’s legal obligation to provide its students with a safe learning environment. In 
these circumstances, Hanson will take reasonable steps to preserve the confidentiality of 
information received regarding an Incident of Sexual Violence as well as the identity of the 
Complainant. 

16.5. If Hanson is required to collect and disclose information to the Superintendent relating to 
this policy, and the implementation and effectiveness of same, Hanson will ensure that such 
information shall not include personal information as defined by the Freedom of Information 
and Protection of Privacy Act. 

16.6. Minors who are involved: Hanson will exert all effort to ensure that the identities of minors 
(under age 18 years) involved in Incidents of Sexual Violence are protected and kept 
confidential under the Youth Criminal Justice Act of Canada. 

 
17. Regulation and Implementation of the Sexual Violence and Misconduct Policy 

17.1. The Academic Department is responsible for approving and facilitating ongoing revision of 
Hanson’s Sexual Violence Policy for students and ensuring that the policy is appropriately 
implemented and adopted by Hanson. The Academic Department is also responsible for 
approving all finalized versions of the policy. 

17.2. The Academic Department is responsible for ensuring that all staff, faculty, and students are 
trained and educated on the procedures and provisions set out by this policy. 

17.3. Hanson will exert all effort to include input from Hanson students regarding the Sexual 
Violence policy during policy revision processes. 

17.4. Hanson will review the policy at least once every three (3) years, although the policy will be 
included during annual policy and procedure reviews as well. 

17.5. Any breaches of the Sexual Violence and Misconduct Policy and established procedures may 
result in disciplinary action being taken. Disciplinary action may include, but is not limited to: 
17.5.1. Expulsion (if a student) 
17.5.2. Temporary leave of absence (if an employee) 
17.5.3. Termination of employment (if an employee) 
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Appendix A 

Definitions 
 

Sexual Violence As per the Sexual Violence and Misconduct Act, Sexual Violence is 
defined as any non-consensual sexual act or threat to act; or act 
targeting a person’s sexuality, gender identity or gender 
expression, whether the act is physical or psychological in nature, 
that is committed, threatened, or attempted against a person 
without the person’s consent, and includes Sexual Assault, Sexual 
Harassment, stalking, indecent exposure, voyeurism, and sexual 
exploitation. For the purposes of this policy, Sexual Violence also 
includes acts of Sexual Violence committed online and includes the 
distribution of a sexually explicit photograph or recording of an 
individual to one or more individuals other than the individual in 
the photograph or recording without the consent of the individual 
in the photograph or recording. 

Incident of Sexual Violence Includes any instance of Sexual Violence and Misconduct, including 
Sexual Harassment, Sexual Assault, and all associated definitions. 

Member(s) of the Hanson 
community 

Includes students, staff, contractors, visitors, guests, and 
committee members that represent Hanson International 
Education and Employment Services Limited, whether they are on- 
site or off-site Hanson premises. 

Complainant A Member of the Hanson community who has Disclosed or 
Reported an Incident of Sexual Violence. 

Respondent Someone against whom an allegation of Sexual Violence has been 
made. 

"Jurisdiction to Investigate" Refers to the legal authority of Hanson International Academy to 
investigate under this policy. 

 
Sexual Harassment Includes (but is not limited to) engaging in a course of vexatious 

comments or conduct that is known or ought to be known to be 
unwelcome. Sexual Harassment also includes any sexual 
solicitation or advance made by a person in a position to confer, 
grant, or deny a benefit or advancement to the person where the 
person making the solicitation or advance knows or ought 
reasonably to know that it is unwelcome. Sexual Harassment also 
includes a reprisal for the rejection of a sexual solicitation or 
advance, where the reprisal is made or threatened by a person in a 
position to confer, grant, or deny a benefit or advancement to the 
person. For the purposes of this policy, Sexual Harassment 
includes Cyber Sexual Harassment. 
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Sexual Assault Sexual assault is a criminal offence under the Criminal Code of 
Canada; defined as any form of sexual contact without ongoing 
and freely given consent from all parties. Sexual Assault 
constitutes a range of behaviours that may involve the use of 
force, threats, or control towards an individual, from unwanted 
sexual touching to forced sexual intercourse; and can involve 
situations where sexual activity is obtained by someone abusing a 
position of trust, power, or authority. Sexual assault can be 
committed by an intimate partner, someone known to the victim 
(sometimes called "acquaintance rape" or "date rape"), or 
stranger. 

 
Stalking Engaging in conduct that causes an individual to fear for their 

physical or psychological safety, such as repeatedly following or 
communicating through any means with someone, engaging in 
threatening conduct, or keeping watch over the place where the 
individual happens to be. 

 
Indecent Exposure Exposing one's body to another individual for a sexual purpose or 

coercing another individual to remove their clothing in order to 
expose their body, without their consent. 

 
Voyeurism Non-consensual viewing, photographing, or otherwise recording 

another individual in a location where there is an expectation of 
privacy (ex. Looking into someone's bedroom window) and where 
the viewing, photographing, or recording is done for a sexual 
purpose. 

 
Definition of ‘Consent’ 
As described in the Criminal Code of Canada, ‘Consent’ is the voluntary and explicit agreement to 
engage in the sexual activity in question. It is the act of willingly and consciously agreeing to engage in 
specific sexual behaviour, and requires that a person is able to freely and consciously choose between 
two options: yes and no. This means that there must be an understandable exchange of affirmative 
words between the parties involved; which indicates a willingness to participate in mutually agreed 
upon sexual activity. Consent must be fully voluntary, clearly communicated, and ongoing. 

 
In terms of what constitutes as a situation where no consent is obtained, the following must be 
understood: 

• A person who is asleep, unconscious, or is otherwise unable to communicate, is incapable of 
giving consent. 

• Consent cannot be obtained from a person who has been threatened or coerced (i.e. is not 
agreeing voluntarily) into engaging in sexual activity. 
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• A person who is not in a fully conscious state of mind, or who is under the influence of drugs or 
alcohol, is unable to give full consent. 

• A person may be unable to give consent if he/she has a mental disability preventing them from 
fully understanding sexual acts. 

• Consent that was given in the past to a sexual or dating relationship does not mean that consent 
is deemed to exist for all future sexual activity. Consent must be always be obtained. 

• A person can withdraw consent at any time during the course of a sexual encounter. 
• A person is incapable of giving consent to a person in a position of trust, power, or authority, 

such as: 
o A faculty member initiating a relationship with a student who he/she teaches; 
o An administrator and/or management member initiating a relationship with anyone 

who reports to that position or is in a direct line of authority to that position. 
• Consent to engage in sexual activity cannot be given on behalf of another person. 

 
It is the responsibility of the initiator of sexual activity to ensure clear and affirmative responses are 
communicated at all stages of sexual engagement. It is also the initiator’s responsibility to know if the 
person he/she is engaging with sexually is a minor under the Law. 

 
Age of Consent for Sexual Activity: the age at which a person can legally consent to sexual activity. In 
Canada, children under 12 can never legally consent to sexual acts. 16 years old is the legal age of 
consent for sexual acts. There are variations on the age of consent for adolescents who are close in age 
between the ages of 12 and 16. More information can be found on http://www.justice.gc.ca/eng/rp- 
pr/other-autre/clp/faq.html 

 
 

Appendix B 

Support Centres for Victims/Survivors of Sexual Violence 

The Ending Violence Association of British Columbia has a full list of services for victims/surivivors of 
sexual violence and related misconduct. 

You can find the full directory on their website: http://endingviolence.org/need-help/services/ 

http://www.justice.gc.ca/eng/rp-pr/other-autre/clp/faq.html
http://www.justice.gc.ca/eng/rp-pr/other-autre/clp/faq.html
http://endingviolence.org/need-help/services/
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STUDENT MISCONDUCT PROCEDURES GUIDE 
1. Policy 
Hanson International Academy’s Code of Conduct Policy outlines a unified general code of conduct that 
promotes the institution’s goals of excellence and progress and is binding for all members of the Hanson 
community. Hanson is committed to promoting responsibility to the community by setting a model of 
socially acceptable behaviour throughout its campuses. Every student, employee, volunteer, and visitor 
has the right to a safe and respectful environment. To this end, Hanson International Academy is 
dedicated to providing an atmosphere that is conducive to and consistent with its goals. 

 
This document does not alters the Student’s Rights and Responsibilities policy and Hanson’s Code of 
Conduct. To ensure consistent, equitable treatment of all students under the Code of Conduct, the 
procedural process related to Student Misconduct is outlined in this document. The adoption of these 
procedures is intended to act as a deterrent to student misconduct as well as fairly advise the student of 
the consequences of his/her actions. The college has the right to enforce compliance with such 
prescribed standards through appropriate sanctions. At the same time, the student is given certain 
rights with respect to notice, a right to be heard, and a right of appeal. 

 
The Student Misconduct Procedures Guide relates solely to complaints relating to student misconduct, 
therefore the Respondent in the complaint filed under this document must be a student. Under this 
document, Complainants can be any individual who is not a student, such as staff, faculty, and visitors. 
For procedures related to complaints made by students (i.e. the Complainant is a student), regardless on 
who is the Respondent, please refer to the Student Complaints policy. 

 
Complaints relating to sexual violence and related sexual misconduct must be filed under the Sexual 
Violence & Misconduct policy. 

2. A General Statement: Student Responsibilities and Hanson International Academy 
Rights 

Students have a fundamental responsibility to obey the general law of the land while they are within the 
confines of the Hanson’s buildings or on Hanson’s grounds and when they are working in a placement 
situation or any other situations where the students are under the ultimate supervision of Hanson 
International. The general law of the land includes the Criminal Code of Canada and by-laws of 
municipalities in which Hanson conducts classes, placements or other approved activities. Students are 
expected to be familiar with and comply with the general law of the land. 

 
Hanson International Academy has the right to make regulations that are supplementary to the general 
law of the land, and sanctions imposed by Hanson are in addition to any other sanctions, which may be 
imposed by the law. Examples would be regulations forbidding the possession of firearms and other 
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weapons on Hanson’s property, uttering threats, and harassment, creating disturbances and disruptions, 
possession and consumption of alcohol and other drugs on Hanson’s property, smoking in prohibited 
areas and failing to maintain a safe, healthy learning environment. 

The Student Rights and Responsibilities automatically bind all students upon enrolment and clearly 
outlines the faculty members’ responsibility to maintain a classroom environment that is conducive to 
learning. Each student, upon admission to Hanson International Academy, contractually agrees to be 
governed by the rules and regulations of Hanson International Academy, which among other things 
includes this document. The document may be amended from time to time, and any such amendments 
shall be binding on all students. 

 
3. Student Misconduct 

3.1.  Students who behave in a manner which is disrespectful of the learning environment, 
disruptive to the learning process, or which otherwise interferes with the well-being of 
members of Hanson’s community, or causes damage to Hanson’s property, will be subject to 
disciplinary action up to and including suspension or expulsion from the College. No informal 
resolution process is available for students once a formal complaint has been registered 
under this process. 

 
3.2. Infractions may include: 

a) Furnishing, with intent, false information to any Hanson International Academy staff. 
 

b) Disruption or obstruction of teaching or learning activities, including those Hanson-directed 
functions on or off campus. 

 
c) Physical abuse, verbal abuse, threats, intimidation, harassment, and/or other conduct as a result 
of which members of the Hanson community feel threatened, intimidated, or endangered. 

 
d) Theft or damage related to the property of Hanson International Academy or property of a 
member of the Hanson community. 

 
e) Any act which endangers the mental or physical health, safety, or the rights of a member of the 
Hanson community. 

 
f) Failure to comply with directions of Hanson staff or law enforcements officers acting in the 
performance of their duties, and/ or failure to identify one’s self to these persons when requested 
to do so. 
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g) The carrying or possession of explosives, weapons, or anything considered a weapon on the 
premises of Hanson International Academy. 

 
h) The carrying or possession of dangerous chemicals on the premises of Hanson International 
Academy except where required for academic persons. 

 
i) Conduct that is disorderly, lewd or indecent. 

 
j) Breach of peace on the premises of Hanson International Academy or at functions sponsored by 
Hanson International Academy. 

 
k) Counselling, prompting, soliciting or otherwise aiding to commit infractions. 

 
l) Forgery of a document, permit or instrument of identification, or tampering with official records. 
(See Cheating Policy) 

 
m) Being intoxicated while participating in or attending any learning activity. 

 
n) Buying, selling, in possession or using any illegal substances while on campus or residence. 

 
o) Creating a false alarm on Hanson property. 

 
p) Breaching Hanson’s “No Smoking Policy”. 

 
q) Inappropriate use of computer resources as outlined in the Computer User Agreement. 

 
r) Use or display of pornographic material while on any Hanson International Academy campus. This 
includes use of Hanson computers to access pornographic Internet sites. 

 
s) Repeated violation of Hanson International Academy rules and regulations. 

 
t) Bringing a false charge against any member of the Hanson community. 

 
u) Cyber-bullying in the form of threats, harassment and /or intimidation. 

 
v) Charged with committing a crime committed while on any college property. 

 
4. Process for Registering a Complaint 

The following steps outline the procedures for registering a complaint: 



74 

74 

 

 

 
 
 
 
 

4.1. To file a complaint under this document, the Respondent must be a student and the 
Complainant can be any individual other than a student. If the Complainant is a student, 
regardless of who the Respondent is, please file a complaint under the Student Complaints 
Policy. 

4.2. The complainant (who is a staff/faculty/visitor) completes a Student Misconduct – Formal 
Complaint Form and submits the completed form to the Student Services Department. An 
Incident Report can also be in used in lieu of a formal complaint form. 

4.3. All members of the Hanson community have responsibility for reporting student 
misbehaviour to the Student Services Department or Academics Department. 

4.4. Behavior that may result in jeopardizing the good order and proper functioning of Hanson 
International, or endangers the health, safety, rights or property of members of the Hanson 
community, or negatively impacts the learning environment and/or campus living 
environment must be reported immediately. 

4.5. The Student Services Department will thoroughly investigate the incident and write an 
incident report. 

4.6. In some circumstances Hanson may act on information provided by the Police and use this 
as facts to determine whether a violation of the Students Procedures for Misconduct has 
taken place use this to initiate an Incident Report. 

4.7. The Student Services Officer will consult with the Student Services (Associate) Director 
(when appropriate) and Academic (Associate) Director (when appropriate) and, depending 
upon the nature of the infraction, will either impose disciplinary action or may call upon 
selected members of the Hanson Community to collectively form an ad hoc Disciplinary 
Advisory Group to determine the appropriate disciplinary action. 

4.8. The decision of the Ad Hoc Disciplinary Advisory Group will be documented. 
4.9. In all cases where the nature of the incident could result in suspension or expulsion, an ad 

hoc Disciplinary Advisory Committee will review all the pertinent information and render a 
decision on the discipline to be imposed. 

4.10. The student will be advised of the disciplinary action in the most expedient manner. 
4.11. The decision of the ad hoc Disciplinary Advisory Committee will be confirmed in writing by 

the Principal in a letter addressed to the student. 
4.12. A copy of this letter is kept in the Director, Academics office with a second copy being 

maintained in the Student Services Department’s office. A copy of the letter will be shared 
with the appropriate Academic staff members. 

4.13. Due to the confidential nature of the investigation and disciplinary process and the 
Freedom of Information legislation, the decision will be treated as confidential. 

 
5. Discipline 

5.1. Disciplinary action will reflect the severity of the misconduct and vary accordingly. 
5.2. The severity of discipline for repeat offenders will result in an escalation in sanctions. 
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5.3. Any or all of the following sanctions may be imposed upon a student found to have 
committed breach of Hanson regulations, policies and infractions: 
5.3.1. Admonition and Warning: a notice to the student that he or she is violating or has 

violated an institutional regulation or expected standards or behaviour and that 
future violations will result in a penalty (Cannot be appealed). 

5.3.2. Probation: a written reprimand for violation of specified regulations. Probation is 
for a designated period of time and includes the probability of more severe 
disciplinary sanctions if the student is found to be violating any institutional 
regulation during the probationary period. 

5.3.3. Behavioural contract: a signed agreement between the student, and 
Administrator responsible for enforcing the conditions of the contract. It specifies 
conditions that must be met and adhered to by the student, in return for re- 
admission to class, placement, or a Hanson-approved activity or facilities. Failure 
to meet the terms of the contract may result in suspension or expulsion of the 
student. A behavioural contract may be used in conjunction with probation. 

5.3.4. Loss of Privileges: denial of specified privileges, denial of access to some or all 
Hanson International Academy facilities for a designated period of time. 

5.3.5. Restitution: compensation for loss, damage or injury. This may take the form of 
monetary or material replacements. 

5.3.6. Temporary Suspension: a period not exceeding 5 days where a student will be 
temporarily not allowed on the Hanson International Academy campus. 

5.3.7. Suspension: separation from Hanson International Academy for a definite period 
of time, after which the student is eligible to apply to return. Conditions for re- 
admission and registration will be specified. 

5.3.8. Expulsion: permanent removal of the student from Hanson International 
Academy. The student’s official record will read: Involuntary Withdrawal- Student 
Misconduct. 

5.3.9. Fines will be levied when they would be considered as a deterrent from repeating 
the inappropriate behaviour. 

5.3.10. Eviction from residence. 
5.3.11. Trespass to property. 

5.4. In the event of a suspension, expulsion and/or eviction from residence, no refund of tuition 
or residence fees will occur. The student must pay all outstanding fees. 

5.5. Disciplinary decisions and sanctions shall be made part of the student’s official record for 
administrative purposes and maintained in the Student Services Office. 

5.6. In cases of suspension or expulsion, the Principal will initiate a letter communicating the 
decision to the student with copies being sent to the (Associate) Director, Academic. 
Student Services will keep a copy of the letter on file as part of the student’s official records 
and as part of the Complaints File. 
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5.7. If the complainant or respondent disagrees with the disciplinary decision and/or sanctions, 
an appeal can be made to a Discipline Appeal Committee. Any appeals made can be 
recorded on the complaint form used. 

 
5.8. Discipline Appeal Hearing Guidelines 

I. Hearings shall be held within five (5) school days after a request has been received. 
II. Notice of the Appeal Hearing shall be given to all parties involved at least 48 hours prior 

to the hearing. 
III. Hearings shall be conducted in-camera. 
IV. Admission of any person other than committee members and witnesses to the hearing 

shall be at the discretion of the Discipline Appeal Committee Chair. 
V. The student has the right to be assisted by an advisor he/she chooses, at his/her own 

expense. While the student is responsible for presenting his/her own case, the advisor 
may make representations on behalf of the student to the Appeal Committee. 

VI. In hearings involving more than one student, the Chair of the Discipline Appeal 
Committee at his/her discretion may permit the hearings concerning each student to be 
conducted separately. 

VII. The Disciplinary Appeal Committee, at the discretion of the Chair, may accept pertinent 
records, exhibits and written statements as evidence for consideration. All such 
evidence will be presented 48 hours in advance of the hearing and shared with all 
parties. 

VIII. Witnesses, who may be subject to questions from anyone in the room, can be asked to 
participate but must be identified in the letter requesting the Appeal. 

IX. After the hearing, the Discipline Appeal Committee shall determine, by majority vote, 
whether the original disciplinary decisions and/or sanctions should be upheld, modified 
or overturned. In case of a tie, the Chair will cast the tie breaking vote) 

X. The decision of the Disciplinary Appeal Committee shall be rendered within five (5) 
school days and communicated to the student and, if appropriate, the necessary 
College departments in writing. This decision is final. 

XI. The Chair of the Committee shall be responsible for the preparation of written record 
of the appeal hearing. The records shall be the property of the College. 

XII. All information will be treated confidentially to the extent permitted by law and in 
accordance with the Freedom of Information and Protection of Privacy Act. Records of 
all appeals will be maintained and secured by the (Associate) Director, Academic. 

 

6. Returning after Suspension or Expulsion 
6.1. The following process is intended to create a supporting environment for students and 

faculty and is in place to ensure the successful re-entry of students into the academic 
environment following a suspension or expulsion. 
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6.2. Once a student has completed their suspension or expulsion period and they wish to re- 
enroll at Hanson International Academy the student must: 

• Submit in writing a request for re-admission to the Manager of Records and 
Registration at least two (2) months prior to the intended re-enrolment date. 

• Demonstrate in writing, with documented evidence, that all of the conditions of 
their suspension/expulsion have been satisfied. 

6.3. Approval for re-admission 
6.3.1. The ad hoc Disciplinary Advisory Committee will determine if the conditions, 

outlined above, have been satisfied. 
6.3.2. If the ad hoc Disciplinary Advisory Committee is satisfied, the student must: 

6.3.2.1. Gain admission into the program through the regular application process 
(the student should note that requesting readmission two (2) months 
prior to the intended re-enrolment date does not guarantee admission. 

6.3.2.2. If the student gains admission, then the student will meet with the 
Academic (Associate) Director of the school they are entering, and the 
Student Services (Associate) Director to draw up a Behavioural Contract 
for their return. The two (Associate) Directors and the student will be 
given copies of the Behavioural Contract, signed all present. The 
Academic (Associate) Director will notify all faculty that will be 
instructing the student, for the full duration of the student’s behavioural 
contract, and make faculty aware of the conditions of the behavioural 
contract and the reason(s) for the original suspension/ expulsion. Should 
the student change campuses the Academic (Associate) Director will 
inform the Academic (Associate) Director of the campus to which the 
student has transferred and that Academic (Associate) Director will 
inform his/her faculty as above. 



78 

78 

 

 

 
 
 
 
 
 

STUDENT RIGHTS AND RESPONSIBILITIES 
1. Policy 

Each student registered at Hanson International Academy (hereinafter ‘Hanson’) is a member of the 
Hanson community. As a member of this community, each student is entitled to expect certain rights to 
be recognized by the Hanson community and, in the same way, the Hanson community is entitled to 
expect responsible behaviour from the individual student. This document is by no means a contractual 
agreement or a lawfully binding contract between Hanson and its students. It is intended to reflect 
Hanson’s intention to respect the rights of students and to require students to observe the rights and 
regulations set out by Hanson International Academy. This document applies to all Hanson students on 
any owned or leased campus of Cambrian College or Hanson International Academy. 

 
Nothing in this document affects: 

a) the rights and duties of individuals under the general laws of Canada, Ontario, British Columbia 
and any local government having jurisdiction; and 

 
b) the relationship between sponsored students and the agency sponsoring such students. 

 
This document is based on the following premise: Hanson International Academy maintains that all 
students are adults and, therefore, accountable for their behaviour. 

 
2. Responsibilities 

2.1. Fundamental Responsibilities 
2.1.1. The official registration forms must be completed and fees paid in accordance with 

Hanson International Academy and Cambrian College regulations before an 
applicant can be considered as a student. 

2.1.2. Hanson maintains that students are responsible members of the community and 
are fully accountable for their actions while at any Hanson campuses. 

2.1.3. Students must respect the rights of other members of the community to a safe and 
pleasant environment and therefore must refrain from any conduct which is a 
nuisance. 

2.1.4. It is expected that students will take reasonable care of any property or facilities at 
Hanson and will leave such property or facilities in a state in which they can be 
enjoyed and used by other members of the community. Any abuse of these areas 
will not be tolerated and may result in the loss of their use. 

2.1.5. Students must obtain the approval of Hanson International Academy before 
soliciting money on any of Hanson International Academy campuses for any 
purpose. Approval must also be obtained if an individual or student group wants to 
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solicit money for Hanson International Academy events off Hanson International 
Academy’s property. 

2.1.6. Students require approval from the Student Services (Associate) Director or 
designate when holding a student-related event. 

2.1.7. Students must obtain approval from the Student Services (Associate) Director or 
designate before posting any poster on any surface on campus other than 
designated student bulletin boards. 

2.1.8. Students must behave according to the standards delineated in College policy 
including the Student Code of Conduct and the Student Misconduct Procedures 
Guide. 

 
2.2. Academic Responsibilities 

Students are expected to: 
2.2.1. Acquaint themselves with the procedures to be followed to register for and 

change/withdraw from a course and/or program. 
2.2.2. Arrive to class on time and remain for the duration of scheduled classes and 

activities. 
2.2.3. Respect the faculty member’s right to formulate and enforce attendance policies. 
2.2.4. Respect the faculty member’s right to determine course content, methodology, and 

evaluation within the guidelines set by the academic department. 
2.2.5. Respect the faculty member’s right to set deadlines for assigned work, their right to 

expect assignments to be submitted at the date and time specified, and their right 
to establish penalties for failure to comply with deadlines. 

2.2.6. Ensure that all assignments are given directly to the teacher unless it has been 
specified otherwise in a particular instance. 

2.2.7. Respect the faculty member’s right to expect assignments to be neatly presented 
(typed or handwritten) with the appropriate identification (name, student number, 
course title). 

2.2.8. Submit work that is their own. It is the student’s obligation to know what cheating 
and plagiarism are, and to be familiar with the consequences as stated in Hanson’s 
Cheating Policy. 

2.2.9. Bring instances of cheating to the attention of the appropriate faculty member. 
2.2.10. Write tests and final examinations at the dates and times scheduled by the teacher 

or Hanson International Academy. 
2.2.11. Assume responsibilities for classes missed. Teachers are not obligated to provide 

for missed tests, laboratories, or examinations. Students must be prepared to 
forfeit marks allocated to such work during their absence. 

2.2.12. Respect the faculty member’s right to expect decorum and appropriate classroom 
deportment by all students. Should a student be disruptive and/or disrespectful, 
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the teacher has the right to take action to exclude the disruptive student from any 
learning activities. 

2.2.13. Be responsible for keeping all quizzes, tests, papers, essays, or other assignments 
returned to them in the event of a grade review. It is highly recommended that 
students should always keep a photocopy of work submitted as a protection against 
loss. 

2.2.14. Wait at least fifteen (15) minutes for a teacher to arrive, unless they have been 
notified otherwise in a specific instance. 

2.2.15. Become familiar with the rules and policies of Hanson International Academy. 
Policies and procedures can be accessible from the Student Services or Academic 
Department, and the website. 

2.2.16. Fulfill the requirements of the agency sponsoring their studies. 
 

3. Rights 
3.1. Fundamental Rights 

3.1.1. Every student has a right to equitable treatment by Hanson International Academy. 
This right must not be impaired by discrimination based on race, ancestry, place of 
origin, creed, colour, ethnic origin, citizenship, political conviction, the receipt of 
public assistance, religion, age, sexual orientation, gender identity, gender 
expression, disability, marital status, family status, sex, or pregnancy. 

3.1.2. Students have the right to express themselves, either individually or as a group, on 
any subject without hindrance and to publish and distribute opinion on Hanson 
International Academy’s property, either personally or through the campus media, 
provided that these rights are exercised reasonably and in good taste, with due 
regard for others and in accordance with the general law (including the laws of 
defamation). 

3.1.3. Students have the right to organize and take part in orderly and peaceful 
assemblies provided that such assemblies do not interfere with regular activities of 
the Hanson or any member of the Hanson community. 

3.1.4. Students have the right to form, join, and take part in any lawful group or 
organization for intellectual, religious, social, economic, political, cultural, or 
recreational purpose. 

3.1.5. Students have the right to use facilities designated by Hanson International 
Academy as available for student use and agree to abide by the regulations of 
Hanson International Academy in regard to such use. 

3.1.6. Students have the right to have published and made available on request the rules 
and regulations of Hanson International Academy affecting students. 

3.1.7. Students have the right to enquire into and be informed honestly and fully about 
the reason for such rules and regulations. 
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3.1.8. Students have the right to make representations to appropriate authority – CEO, 
Principal, Academic (Associate) Director, Student Services (Associate) Director, and 
Campus Director – of the College for changes in such rules and regulations. 

3.1.9. Students have the right to make, without fear of reprisal, a reasonable complaint or 
petition to the appropriate authority of Hanson International Academy or Cambrian 
College. 

3.1.10. Students have the right to a learning environment which is safe. 
3.1.11. Every student has the right to be free from any and all harassment. 

 
3.2. Right to Student Supports 

3.2.1. Students have the right to request for and receive, when appropriate, student 
supports and services including (but not limited to): 

• Settlement Service 
• New Students Orientation 
• Payment assistance 
• Course registration 
• Class selections 
• Student Files 
• Student ID cards 
• Health insurance cards 
• Enrolment letters 
• Transcripts 
• Invitation letters 
• Convocation and convocation letters 
• Temporary withdrawals 
• Grade inquiries 
• Events/activities 
• Overnight trips 
• Student council 
• Volunteer opportunities 
• Student clubs 
• Alumni 
• Referrals and links to community resources 

These services are offered by the Student Services Department. 
3.2.2. Any additional requests, concerns, inquiries, and suggestions related to student 

supports and services can be directed to the Manager of Student Services and/or 
the Associate Director, Student Services. 
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4. Academic Rights 
4.1. Every student has the right to a quality education; Hanson makes every reasonable effort to 

maintain the quality of education it dispenses. 
4.2. Students have the right to know the course content and regulations/procedures prior to the 

beginning of the semester and to be assured that the course will not be substantially 
changed after registration. 

4.3. Students have the right to information concerning program and graduation requirements, 
academic regulations and admissions. This information should include, where appropriate: 

a) Pre-requisites for courses 
b) Course descriptions 
c) Course availability 
d) The method of evaluation 
e) Timetables 
f) Costs 

4.4. Students have the right to be given a written course outline at the beginning of each course 
which states the objectives of the course, the teaching methods, the evaluation system, 
including penalties, and the schedule for assignments, tests, and examinations. 

4.5. Students have the right to know the Hanson International Academy’s definitions of cheating 
and plagiarism and the consequences of their detection. 

4.6. Students have the right to expect that adequate measures will be taken by the faculty 
member to ensure that cheating during testing does not occur. 

4.7. Students have the right to know what is expected with regard to class attendance and 
punctuality. 

4.8. Students have the right to receive instruction for the number of hours specified on their 
timetables for the duration of the semester. 

4.9. Students have the right to be notified of class cancellation as soon as possible. It is the 
responsibility of the teacher or department to post all cancellations and to make certain 
that all students have been notified. 

4.10. Students have the right to expect that classes will start and end on time. 
4.11. Students have the right to a notice in writing of any rule changes with regard to classroom 

procedures. The course outline is a binding document. Consensus should be obtained 
between the student and the faculty member if any changes are to be made to the outline 
once classes are in session. 

4.12. Students have the right to expect the teacher to grade and return enough material to 
evaluate their progress in the course by one week prior to the official course withdrawal 
deadline. 

4.13. Students have the individual right to privacy as described in the Freedom of Information 
and Protection of Privacy Act, 1996. For this reason, the college will regard each student 
record as a unique, private document to which access is strictly controlled and governed 
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essentially by the student’s wishes and the responsibility of the college. Access, contents, 
and regulation of student records are outlined in Hanson’s Confidentiality of Student 
Records Policy. 

4.14. Students have the right to have their grades and records viewed as confidential. 
4.15. Students have the right to see and review all graded work with the teacher. 
4.16. Students will be notified on the length of time that the graded work will be kept by the 

faculty member in question. 
4.17. Students own any original work they have produced (e.g. their own work or ideas). 
4.18. Students may have their work to be returned promptly, except in cases where cheating may 

be involved. 
4.19. The departments may retain actual test questions, examinations and quizzes, and need not 

supply copies to the students. 
4.20. Students have the right to review any official record that exists in their files in the College. 
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WITHDRAWAL POLICY 
1. Policy 

The following Withdrawal Policy shall outline the required process students must undertake if they wish 
to withdraw from their program of study at Hanson International Academy. This policy also applies to 
students withdrawing from a semester of their program. 

2. Important Dates 
2.1. Students that wish to withdraw must do so by the Withdrawal Deadline to receive a ‘W’ 

notification (grade) on the academic record. 
2.2. Credits are not granted to ‘W’ grades, nor are ‘W’ grades used in the grade point average 

(GPA) calculation. 
2.3. Students who drop a course after the Withdrawal Deadline or who do not formally 

withdraw from their program will receive a grade of ‘F’ on their academic record, which 
will be used to calculate GPA. 

2.4. The Withdraw Deadline date is available on the Hanson International Academy Calendar 
and the Hanson website. The information can also be acquired from the Academic and/or 
Student Services Departments. 

2.5. Students who have withdrawn before the deadline and have received a ‘W’ grade have 
the option to retake the course and substitute the ‘W’ for a grade upon completion. 

2.6. Students will be required to pay all tuition fees associated with retaking a course to 
receive a grade. 

 
3. Withdraw Request 

3.1. Students wishing to withdraw must provide a signed and dated ‘Request for 
Withdraw/Refund Form’, available in the Academic and/or Student Services Departments 
and submit their request to the Associate Director, Academics. 

3.2. After a request has been made, students will meet with the Associate Director, Academics 
to discuss available options for the future. 

3.3. Subsequent to completing the ‘Request for Withdraw/Refund Form’ and meeting with the 
Associate Director, Academics, students will then complete the ‘Add/Drop Form’ and list 
all the courses for withdraw. This form is available in the Academic and/or Student 
Services Departments. The ‘Add/Drop Form’ must be submitted to the Associate Director, 
Academics for approval and processing. 

3.4. Hanson International Academy programs do not have a scheduled academic break. 
Hanson International Academy does not recommend students to withdraw from any 
semesters since curriculum and course offerings may change during a dropped semester. 
This can make it more difficult to graduate on time. 
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3.5. Withdrawing from a program of study might also violate IRCC requirements for 
international students. 

 
3.6. Temporary Withdrawal 

3.6.1. Students wishing to take a semester off (for any reason) must fill out a ‘Temporary 
Withdrawal Form’ indicating their intent on resuming their studies. 

3.6.2. Temporary Withdrawal approval by Hanson International Academy is strictly for 
institutional enrolment purposes and does not supersede CIC bylaws and 
regulations as pertaining to the enforcement of Study Permits, Student Visas, 
Canada Boarder Services Agency (CBSA) or the Immigration and Refugee 
Protection Act, 2001. 

3.6.3. Returning students are subject to capacity and availability in the corresponding 
semester. 

3.6.4. The student takes full responsibility for any consequences associated with 
dropping a semester. 

 
4. Tuition Refund 

4.1. Tuition refund amount for withdraw courses must adhere to Hanson’s Tuition Refund 
Policy. 

4.2. The tuition refund amount will vary in correlation to the timing of submitting the 
withdraw notice. 

4.3. Tuition Refund Policy details are available in the Student Contract, Student Manual, on the 
Hanson International Academy website (hansoninternationalacademy.com), and Student 
Services Department. 
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