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Mission Statement

SELC Career College provides an environment where student success is the key
component in achieving the highest standards.  Our goal is to provide students with
current up-to-date classroom facilitation and co-op placement training to provide
them with the job-ready skills needed to succeed in today’s competitive
environment.

The SELC Career College Team
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School Policies

In order to ensure transparency and consistency in the relationship between SELC Career College and our
students, please familiarize yourself with the policies below.  These policies guide our interactions with
our students and likewise let students know what our expectations of them are.  You are always welcome
to speak with the Student Services Coordinator for clarification on any policy you are unsure of.

Admission Policy

We admit qualified students without discrimination regarding race, color, creed, national or ethnic origin,
marital status, sexual preference, age, or religion. Applicants should meet program prerequisites and have
sufficient financial support for his/her study in Canada.

Before entering into any kind of an agreement with SELC Career College, students are given access to
our Student Orientation Manual and take the following steps:

1. All applicants participate in a comprehensive admissions procedure to determine their
likelihood of being successful in the program of choice.

2. After receiving evidence that the prospective student meets all the admission criteria, the
Marketing Team prepares a Letter of Acceptance and Letter of Support. These are forwarded to
the student for review.

3. If necessary and available, the prospective student can discuss and agree on financial
arrangements for payment of tuition and other fees with their marketer.

4. The Student Enrolment Contract is prepared before the student’s program begins and signed
after reviewing their rights and responsibilities. A PDF copy of the contract is placed in the
student’s file.

Postponement Policy

If a student would like to postpone their program, they must notify the school in writing at least 14 days
prior to the original starting date.

Acceptable reasons to postpone a program are as follows:

1. Sickness or family emergency with valid documentation for either situation (example: doctor’s
certificate, etc.).

2. Visa delay with a copy of the confirmation of the application from IRCC.

3
Created: October 22, 2020



If the student does not have any proof as to why they would like to postpone their studies at SELC Career
College an administration fee of $100.00 will apply. Students are only able to postpone once; however,
the institution will make the decision as to whether the postponement will be granted.

If the student does not come for their new start date of the program or requests an additional
postponement without a valid reason, SELC Career College reserves the right to cancel the program that
the student is enrolled in and will immediately report them to IRCC.

Please note, deferrals are not automatic and the institution will make the decision as to whether the
postponement will be granted.

Attendance Policy

SELC Career College recognizes that good attendance is directly related to student success in completing
a program of study. The policy applies to all students who are currently enrolled or are enrolled at any
future time. Attendance is calculated based on the actual time spent in class. You must maintain at least
80% attendance in order to pass the module.

On the first day of class you will receive your instructor’s email or mobile phone information. If you are
going to be late or absent you MUST contact your instructor and/or the school. You will be allowed to
enter the classroom within 5 minutes of the start time without having your attendance affected.

After 5 minutes, you will only be able to enter the classroom if you have contacted your instructor or the
school up until 15 minutes past the class start time and will lose 15 minutes. If you have not informed
your instructor or the school, you will not be allowed to enter until the break and the whole block will be
deducted from your attendance.

If you are sick, please see a doctor and ask for a doctor’s note. Submit this note to your instructor when
you return to school and you will receive an excused absence which will not affect your attendance. You
will receive a zero on quizzes you miss without a doctor’s note.

All missed homework must be completed.

1. If your attendance drops to 90%, you will receive an attendance warning email.

2. If your attendance drops below 80%, you will be required to meet with the Senior Academic
Director of the school along with your instructor. You may have to a) stay at school for additional
hours and do extra assignments or b) repeat the module and pay an additional fee.
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Leave of Absence Policy

Students requesting a leave of absence MUST 1) complete the Leave of Absence Request Form and 2)
provide documentation showing that they have a personal or medical issue. This is mandatory for both
academic and co-op periods.

If approved, the student will receive an excused absence for their time away (1 weeks maximum) but will
be responsible for all missed assignments.

If not approved, the student will be considered absent for the time period they are away but will be able to
submit missed assignments.

Students that require a longer period of absence will need to 1) complete Program Interruption and Return
to Study Forms, 2) provide supporting documents for their personal or medical issue. If approved, the
student’s classes will be postponed to the next module after their personal or medical issue is resolved.

*If the student does not have a valid personal or medical issue but still wants to postpone their studies, an
administration fee of $100.00 will apply.

Code of Conduct and Dismissal Policy

SELC Career College expects students to meet and adhere to a code of conduct while completing a
program of study.  The list below outlines the code of conduct that all students are expected to follow.
This list is not exhaustive, and students should request clarification from the Student Services Coordinator
if they have any questions.

“Student” is defined as including prospective students as well as those currently registered or enrolled in
any SELC Career College programs or activity. The Code of Conduct students are expected to follow
includes:

● Attend school in accordance with the Attendance Policy.
● Treat all students and staff with respect.
● Refrain from any disruptive or offensive classroom behavior.  This includes any jokes or

comments that refer in a degrading manner to race, ethnicity, sexuality or religious
orientation.

● Refrain from cheating or plagiarism in completing class assignments.
● Treat school property with respect.
● Refrain from bringing weapons of any kind (i.e. knives, guns) to school.
● Complete all assignments and examinations on the scheduled completion dates.
● Refrain from bringing any alcohol or any prohibited mood-altering substances to the

school.
● Any other conduct which is determined to be detrimental or damaging to the other

students, staff members or the school.
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Any of the following, if substantiated, will result in immediate dismissal without a warning letter or
probationary period:

● Sexual assault.
● Physical assault or other violent acts committed on or off campus against any student.
● Verbal abuse or threats.
● Vandalism of school property.
● Theft.

Students who do not meet the expected code of conduct will be subject to the procedures outlined below
which may include immediate dismissal from the school depending on the severity of the misconduct.

Concerns related to a student’s conduct shall be referred to the Student Services Coordinator to process in
accordance with this Policy.

Procedure:

1. All concerns relating to student misconduct shall be directed to the Student Services Coordinator.
Concerns may be brought by staff, students or the public.

2. The Student Services Coordinator will arrange to meet with the student to discuss the concern(s)
within 5 school days of receiving the complaint. If the alleged conduct is of such a serious nature
that an immediate dismissal may be warranted the Student Services Coordinator will meet with
the student as soon as practicable.

3. Following the meeting with the student, the Student Services Coordinator will conduct whatever
further enquiry or investigation is necessary to determine whether the concerns are substantiated.

4. Any necessary inquiries or investigations shall be completed within 5 school days of the initial
meeting with the student.

5. The Student Services Coordinator will meet with the student and do one of the following:
a) Determine that the concern(s) were not substantiated;
b) Determine that the concern(s) were substantiated, in whole or in part, and either:

i. Give the student a warning setting out the consequences of further misconduct;
ii. Set a probationary period with appropriate conditions; or

iii. Recommend that the student be dismissed from the Institution.
6. The Student Services Coordinator will prepare a written summary of the determination.  A copy

shall be given to the student, a copy will be placed in the school’s Student File, and the original
will be placed in the student file.

7. If the student is issued a warning or placed on probation, the Student Services Coordinator and
the student both sign the written warning or probationary conditions and the student is given a
copy.  The original document is placed in the student’s file.

8. If the recommendation is to dismiss the student, the Student Services Coordinator of the school
will meet with the student to dismiss him/her from study at the school.  The Student Services
Coordinator of the school will deliver to the student a letter of dismissal and a calculation of
refund due or tuition owing, depending on the status of the student’s financial account with the
school.

9. If a refund is due to the student, the Vice President will ensure that a cheque is forwarded to the
student within 30 days of the dismissal.

10. If the student owes tuition or other fees to the school, the Vice President will undertake the
collection of the amount owing.
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Bullying and Abuse Policy

SELC Career College has an ongoing commitment to guide students’ behavior towards appropriate and
acceptable social outcomes.  The school has a zero tolerance on bullying and abuse.

“Bullying” is defined as any unsought attention which results in physical, emotional or moral
discomfort of any kind. Bullying is repeatedly and persistently ‘hurting’ someone over time.

Bullying can be in many forms. We consider the following behavior to be bullying:

Type Repeated Examples of:
Physical ● Hitting, kicking, punching

● Pushing, shoving, spitting
● Making rude gestures
● Taking or damaging something which belongs to someone else
● Pressuring others to give food, money or something that belongs to them
● Coercing someone to do something they do not want to
● General physical harassment

Verbal ● Name calling
● Teasing
● Threatening
● Making fun of someone because of their appearance, physical

characteristics or cultural background
● Making fun of someone’s actions
● General verbal harassment

Social ● Excluding others from the game or group
● Spreading untrue stories about others
● Hiding or damaging property

Cyber ● Abusive texts and emails
● Hurtful messages, images or videos
● Imitating others online to set them up
● Excluding others online
● Nasty online gossip and chat

Indirect ● Standing by – a bystander

Anti-Bully Strategies

● Discuss and display our Talk, Walk, Ask, Tell strategy.
● Openly talk about bullying – what it is, how it affects us and what we can do about it.
● Teach our students skills, which will build their resilience and self-esteem and empower them to

take the responsibility for themselves – and give them the opportunity to practice these skills; the
skills include the ability to communicate, be assertive, negotiate compromise and develop respect
and empathy.

● Use external programs to support the School’s policy (e.g., WCB Training for staff members).

7
Created: October 22, 2020



● Support all students, and parents involved in any ‘bullying’ incidents and investigations with
subsequent affirmation strategies.

Responsibilities of Students

● To report if they are being bullied or if they see someone being bullied
● To help someone who is being bullied – be an active bystander
● To not bully others
● To develop resilience

If it happens to me:

● TALK – say ‘No!, Stop!, I don’t want you to do that!’
● WALK – If they persist in annoying or provoking you walk away and ignore them
● ASK – If they still persist, face them and ASK them in a strong voice, “Why are you doing this? I

do not like that. Leave me alone!”
● TELL – If they continue, walk away and TELL the first staff member you see. That adult will

then assist you
● Do not retaliate with physical or verbal abuse;
● Feel confident that an incident can be resolved;
● Talk it over openly with your parents and teachers, they can help you make a decision;
● Write a description of the events and give it to a staff member.

If it happens to someone else:

● Tell the person to stop bullying;
● Be a friend to the person being bullied;
● Encourage them to inform someone;
● Seek help. You can decide to do something about it;
● Write a description of the event and give it to a staff member;
● Talk it over with your teacher.

Responsibilities of Staff:

● To model appropriate behavior at all times
● To deal with all reported and observed incidents of bullying
● To ensure that students are supervised at all times
● To report incidents of bullying that occurs in the classroom
● To continue to tell students to be assertive, to be able to negotiate and to compromise
● To adopt positive classroom management strategies

Responding to Reported Incidences of Bullying:

When bullying incident is reported/observed on school property, SELC will use the following sanctions:

● Talk to the students involved about the incident and remind them that such behavior in not
acceptable. Comfort the victim and point out how he/she feels

● Inform guardian of incident
● Warn the bully of the consequences of further incidences
● Inform appropriate staff of the incident
● Keep a record of the incident in the student file
● If the bully continues, the Student Services Coordinator and Senior Academic Director will speak

to the student further. Non-compliance by the student after intensive support may result in more
serious consequences.
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Health and Safety Policy

SELC Career College is committed to providing a healthy and safe working and learning environment for
all employees and students. The policy applies to all SELC Career College employees and students.

Procedure for Fire Safety:

1. The Senior Academic Director ensures that adequate fire suppression equipment is available as
needed throughout the campus and is inspected by a qualified inspector at least annually.

2. The Senior Academic Director ensures that all employees receive training in the operation of the
fire suppression equipment and in the school fire evacuation procedures.

3. Admin staff are responsible for preparing/posting emergency exit instructions route maps in each
classroom at the campus with the exit from that room specifically noted in a colored highlight.

4. In the event of a fire emergency, admin staff will dial 911, advising the fire department of the
school’s location, providing details of the type of fire (if known) and location of the fire.

5. The Senior Academic Director or admin staff will advise all employees to evacuate the campus.
6. Instructors will escort their students to Cambie Street ensuring that he or she takes the class list

with them.  At Cambie Street, instructors will check the students present against the list of
students in attendance that day and will immediately advise the Receptionist if anyone is missing.

7. The Senior Academic Director will act as a liaison between fire officials and students/employees
during the emergency.  If necessary, the Senior Academic Director will authorize school closure.

8. No student or employee will re-enter the campus until the fire officials have authorized re-entry.

Procedure for Earthquake Safety:

1. The Senior Academic Director ensures that adequate precautions are taken throughout the campus
to ensure that injury due to falling or unstable items during an earthquake is limited.  This may
include securing file cabinets to walls and providing lipped shelving for books or binders that are
located at or above head-level.

2. The Senior Academic Director ensures that all employees receive training in the school
earthquake evacuation procedures.

3. The designated institution safety officer is responsible for preparing and posting emergency
instructions and exit route maps in each classroom at the campus with the exit from that room
specifically noted in a colored highlight.

4. In the event of an earthquake emergency, all staff and students will take cover and remain under
cover until the shaking stops.

5. When it is deemed safe to do so, the Senior Academic Director or admin staff will advise all
employees to evacuate the campus.

6. Instructors will escort their students to the start of Cambie Street ensuring that he or she takes the
class list with them.  At the start of Cambie Street, instructors will check the students present
against the list of students in attendance that day and will immediately advise admin staff if
anyone is missing.

7. The Senior Academic Director or admin staff will act as a liaison between rescue officials and
students/employees during the emergency.  If necessary, the Senior Academic Director will
authorize school closure.

8. No student or employee will re-enter the campus until the rescue officials have authorized
re-entry.
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WORK EXPERIENCE Policy

1. SELC Career College provides guidance and relevant assistance to students with co-op
placements in Canada as part of their studies during co-op semesters that will alternate with
academic semesters (the co-op semester will not exceed 50% of the total program hours).

2. SELC Career College ensures that co-op placements provide an opportunity for its students to
enhance the skills learned throughout their program of study.

3. SELC Career College will ensure that co-op placements for its students are with employers who
are committed to introducing students to work related to their field of study.

4. SELC Career College works with co-op host companies to evaluate the student’s performance
during their co-op placement.

Procedure:

1. Co-op placements are sought through networking and direct contact with school staff, the
Placement Agency and/or by the student themselves. *All co-op placements must be paid.

2. When a possible co-op host company is identified, the Co-op Placement Officer or Placement
Agency contacts the potential host to assess the commitment and ability of the company to
enhance the student’s workplace skills.  The Co-op Placement Officer or Placement Agency
explains the school’s expectations with respect to joint evaluation of student performance (SELC
Career College Co-op Site Inspection Form).

3. If the co-op host company is approved to accept co-op students, the host’s name and contact
information are entered on the school’s list of co-op host companies.

4. Before the student’s co-op start date, the Co-op Placement Officer or Placement Agency contacts
co-op host companies to discuss a possible placement and training plan.  Interviews are arranged
by the Placement Agency or the students themselves.

5. If the student is successful at the interview, either the Co-op Placement Officer or Placement
Agency will prepare the Student Co-op Placement Agreement Form and Co-op Placement
Agreement and Training Plan form.  Either the Co-op Placement Officer or Placement Agency
Co-op Placement Officer meets with the student to sign these documents.  The student then has
their co-op host company sign the Co-op Placement Agreement and Training Plan form, returns it
to the Co-op Placement Officer or Placement Agency and copies of the documents given to the
student and  placed in the student’s file. The Co-op Placement Officer also advises the student’s
instructor of the placement dates.

6. The Co-op Placement Officer and/or Placement Agency notes the placement dates and plans a
contact schedule which should be done through phone calls to the co-op host company with a
minimum of one site visit within the period of the placement.  However, if the student obtains a
co-op placement outside of Vancouver, phone calls will be considered an acceptable form of
evaluation. If the student is placed outside of British Columbia, the co-op host company should
also submit periodical reports of the student’s progress.

7. At the end of the co-op period, the Co-op Placement Officer or Placement Agency contacts with
the co-op host company to conduct an assessment of the student’s performance throughout the
co-op placement (SELC Career College Co-op Placement Host Evaluation form). Conference
calls may be considered acceptable as well.  The assessment is designed to include the student’s
performance at the work site related to skills learned throughout the program of study.  The
completed assessment is signed by the Co-op Placement Officer and the student’s supervisor from
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the co-op host company. A copy of the assessment is given to the co-op host company. The
original assessment is placed in the student’s file.

8. After completion of the co-op placement the student will complete the SELC Career College
Co-op Student Feedback Evaluation form. The form is signed by the student and the Co-op
Placement Officer. The original is placed in the student’s file and the copy is given to the student.

Student Responsibilities:

● Students must ensure that they provide the college with accurate and updated contact information,
which includes a telephone number as well as current home and email addresses.

● Students must respond to a proposed interview within 24 hours of being notified of an
opportunity.

● Students must follow the terms and conditions of the SELC Co-op Application Form.
● The Co-op Placement Officer or Placement Agency must be notified at least 24 hours in advance

if a change in time or day is needed in order for the student to attend an interview.
● Students who fail to show up for an interview with a prospective co-op host company without any

notification will be dismissed.
● Students must be suitably prepared for the interview; this includes both appropriate clothing as

well as having conducted research on the related co-op host company and position.
● Students must ensure that the information that they provide to SELC Career College and to the

prospective co-op host company is truthful and accurate; the college is not responsible for
consequences such as job loss if the student has lied on an application or to a co-op host company.

● Students must confirm in writing that they accept a particular co-op placement; however, a verbal
agreement will also be considered binding.  This acceptance must be received within 24 hours of
co-op placement being made.

● Students must honour the contract that they sign with the co-op host employer and must complete
the contract dates as they have been agreed upon.

Exceptional Circumstances:

a) In cases where a student is fired from their co-op placement, senior management will investigate
the situation by speaking with both the co-op host company and the student.  A report will be
placed both in the student’s file and in a general file for co-op placement dismissals.  If the
student was rightfully fired, they will be dismissed from the program and they will receive a
refund in accordance with PTIB bylaws.

If the student was laid off or fired for questionable reasons, they will be permitted to remain in the
program and the relationship between the co-op host company and SELC Career College will be
reviewed.

b) In cases where a student quits their co-op placement, senior management will follow up with the
student as to why they made this decision.  A report will be placed in the student’s file and a
decision will be made regarding the validity of the student’s decision.  The student will be
dismissed from the program for breach of contract if the decision to leave the job is specious.  A
refund will be made in accordance with PTIB bylaws in this case.  If the student’s decision is
deemed to be valid, the student will continue with their studies and be assisted in finding another
co-op placement. Given the ongoing evaluations and monitoring done by the Co-op Placement
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Officer, Placement Agency and co-op host company, however, a student who is dissatisfied with
their position would already have spoken to management at SELC Career College and every
effort will have been made to rectify the situation before a student makes the decision to quit.

c) In case a student is having difficulties finding a co-op placement, SELC Career College will
coach and provide resources through resumé building and interviewing skills. SELC Career
College will provide students with extra guidance to assist with a co-op placement.

Policy for repeating Modules

Should a student not pass a module he/she will need to repeat and pay a prorated rate for the module if the
student wishes to successfully graduate from the program.

Reasons for repeating a module may be one of the following:

● Failure to complete one or more elements of the module (attendance, assignments, quizzes,
presentations, exams or similar).

● Failure to pass one or more elements of the module (attendance, assignments, quizzes,
presentations, exams or similar).

Program Module Exam Rewrites

Students in the Business program who do not successfully pass their module final exam will be required
to take a rewrite exam for that module of study. There is no charge for this first rewrite.  However, if
students fail the first rewrite, they are required to attempt a second rewrite and must pay a fee of $100.00.
If required, a third subsequent rewrite will cost students $150.  Therefore, students have a maximum of
three chances to rewrite the exams. Please see the fees listed below for rewrite exams.

Business Program - Rewrite Exam Fees

1st Rewrite Free

2nd Rewrite $100.00

3rd Rewrite $150.00
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Rewrites will take place on a scheduled day.

If a student rewrites for the 3rd time and fails, the student will be required to retake and complete the
module before their co-op starts.

Dispute Resolution and Grades Appeal Policy

SELC English Language Centre and SELC Career College provide an opportunity for students to resolve
disputes of a serious nature and grades appeals in a fair and equitable manner.

The policy applies to all SELC English Language Centre and SELC Career College students who are
currently enrolled or were enrolled within the previous year. 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).

Only grades received on midterm or final assessments may be appealed. Grades received for assignments
or weekly quizzes may not be appealed.

Procedure for Student Disputes:

1. When a concern arises, the student should address the concern with the staff member most
directly involved. If the student is not satisfied with the outcome at this level, the student should
put his/her concern in writing and deliver it to the Student Services Coordinator. The student who
makes the complaint may be represented by an agent or a lawyer

2. The Student Services Coordinator will arrange to meet with the student to discuss the concern and
desired resolution within 5 school days of receiving the student’s written concern, or as soon as
the student is available.

3. If the Student Services Coordinator is absent or is named in the complaint, the Senior Academic
Director will be responsible for deciding regarding the student’s complaint.

4. Following the meeting with the student, the Student Services Coordinator will conduct whatever
enquiries and/or investigations are necessary and appropriate to determine whether the student’s
concerns are substantiated in whole or in part. Those inquiries may involve further discussion(s)
with the student either individually or with appropriate (institution’s) personnel.

5. The necessary enquiries and / or investigations shall be completed no later than 10 school days
following the receipt of the student’s written concerns. The Student Services Coordinator will do
one of the following within 10 days of receiving the student’s written concerns:

a) Determine that the student’s concerns are not substantiated; or
b) Determine that the student’s concerns are substantiated in whole or in part
c) Determine that the student’s concerns are frivolous and vexatious.

The student and the institution’s personnel involved shall receive a written summary of the above
determination. A copy of all documentation relating to every student’s complaint should be signed by all
parties. A copy shall be given to the student, a copy will be placed in the school’s Dispute Resolution
Binder, and the original will be placed in the student file. All records at Selc are held digitally and copies
of disputes are in a secured folder as well as copies kept in the student profile.
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6. If it has been determined that the student’s concerns are substantiated in whole or in part, the
Student Services Coordinator shall include a proposed resolution of the substantiated concern(s).

7. If the student is not satisfied with the determination of the Student Services Coordinator, the
student must advise the Senior Academic Director in writing. The Student Services Coordinator
will immediately refer the matter to the Senior Academic Director. The Senior Academic Director
will review the matter and meet with the student within 5 school days.

8. The Senior Academic Director of the institution shall either confirm or vary the determination of
the Student Services Coordinator.

9. If the student is not satisfied with the determination of the Senior Academic Director, the student
must advise the Vice President in writing. The Senior Academic Director will immediately refer
the matter to the Vice President.  The Vice President will review the matter and meet with the
student within 5 school days.

10. Once the Vice President has made a determination, the dispute resolution policy will have been
exhausted and the school will determine the case closed. At this point the student will need to
seek 3rd party litigation. The school will agree to go to arbitration through the Better Business
Bureau with costs borne by the losing party.

11. If the issue is of a serious nature the Vice President of the School may in his/her sole discretion
and cost, engage the services of a third-party mediator to assist in the resolution of the dispute.

12. Final written reasons for determinations offered by the school at each resolution stage will be
given to the student within 45 days after the date on which the student made the complaint.

Procedure for Grade Appeal:

1. Students are permitted to review any tests within 30 days of writing. After 30 days, there is no
room for appeals as all assessments will be destroyed.

2. If a student is dissatisfied with the grade received for a midterm or final course assessment and
can provide evidence that a higher grade is warranted, he/she should discuss with his/her
instructor. The instructor will reconsider the grade and, if warranted, assign a different grade.

3. If the student is not satisfied with the outcome of his/her appeal to the instructor, he/she should
submit a written appeal to the Director of Academics.

4. The Director of Academics will obtain a copy of the mid-term or final assessment from the
instructor and will have the assessment re-marked by another instructor.

5. If the assessment achieves a higher grade on re-mark, the higher grade will be assigned to the
student. If the assessment achieves a lower grade on re-mark, the original grade will be retained.

6. If a grade appeal is reviewed by the Director of Academics, the grade assigned following the
re-mark and review will be final and cannot be appealed further.

Refund and Withdrawal 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 program start date;
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(b) the student, or the student’s parent or legal guardian, signs the student enrolment contract
seven days or less before the program 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 program 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 program 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 program 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 program 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 program start date
i. but before 11% 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 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.

iii. No refund will be granted after 30% of the hours of instruction to be provided
during the contract term have been provided.

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) before 11% 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.

(c) No refund will be granted after 30% of the hours of instruction to be provided during the
contract term have been provided.
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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 up to
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.

Privacy Policy

SELC Career College collects students’ personal information for the following reasons:

● To maintain student records as required by PTIB.
● To maintain student records as required by SABC (accredited schools).
● To keep students/graduates informed of activities at the school.
● To issue T2202As in accordance with Canada Revenue Agency

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

For all career training programs:

● SELC Career College retains the full student file for a period of seven (7) years following the
student’s withdrawal, dismissal or graduation.

● After seven years, the full student record is destroyed using a secure destruction method.
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SELC Career College uploads a copy of the students’ contract, transcripts and credential (if any) to an
approved third-party vendor. These records are retained for a period of fifty-five (55) years by the
third-party vendor.

Procedure for student access to the information on file:

1. Students wishing to access the information in the student file must make the request in writing.
2. The Senior Academic Director will meet with the student to review the file and will provide

copies of any document the student requests.
3. The student will pay $0.25 per page for the documents copied for him/her.

Procedure for authorizing release of information:

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

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

Cheating and Plagiarism Policy

This policy is intended to promote and educate students about academic integrity, and to protect the
interests of students, faculty and the College. Cheating and plagiarism are violations of academic integrity
and are considered to be very serious academic offenses. They undermine the legitimacy of the academic
degrees awarded by the College and deny honest students of some of the rewards of their efforts.

1. DEFINITIONS:

1.1 Students’ Original Work:

All students must complete their own original coursework and assignments. Unless otherwise
indicated by the teacher, students must assume that any course work or assignment is to be
completed individually and presented using their own original writing, including text, formulas,
diagrams, and calculations.

1.2 Plagiarism:

Plagiarism is submitting or presenting work in a course as if it were the student’s own original
and individual work done expressly for that course when, in fact, it is not. Plagiarism includes,
but is not limited to, the following:

a) Copying in whole or in part from published material, electronic sources or any material
that the student did not originate himself or herself without documenting the source in
accordance with a recognized academic or technical style guide. Plagiarism includes
copying, paraphrasing or summarizing text, information or ideas from sources without
proper documentation.
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b) Copying of another student’s course work or assignment. A student who knowingly
permits his or her work to be copied is considered to be as guilty as the plagiarizer.

1.3 Cheating:

Cheating includes, but is not limited to, the following:

a) Copying of another student’s work. Detection may occur during the test or examination
or during the evaluation of the test or examination. Anyone who knowingly permits his or
her work to be copied is considered to be as guilty as the cheater.

b) Possessing unauthorized material during a test or examination, regardless of whether the
student uses this material. Detection may occur during the test or examination or during
the evaluation of the test or examination.

c) Impersonating another person or being impersonated by another person at any test or
examination, or in connection with any other form of academic work.

d) Forging, altering or falsifying any academic record, or making use of any false record
whether the record is in print or electronic form.

1.4 Cheating and Plagiarism Review Committee:

The Cheating and Plagiarism Review Committee is made up of three members of the department
or discipline in which the offense occurred, with the membership to be determined by the
department or discipline. The Committee must include the teacher concerned or a substitute at the
teacher’s discretion. The Cheating and Plagiarism Review Committee is responsible for
reviewing contested accusations of cheating and plagiarism offenses and determining if the
accusation of offense is justified or not.

2. Procedures:

At any point in the process the student may request advice and assistance from any member of the
College community e.g. the Student Advocate or another teacher.

At any point in the process the teacher may consult any member of the College community who is not
also on the Cheating and Plagiarism Review Committee e.g. other colleagues or administrators, etc.

2.1 Detecting and Reporting Cheating and Plagiarism:

2.1.1 The penalty for plagiarism or cheating is a grade of zero for that course work or assignment
without the possibility of revising that course work or assignment or preparing an alternate
assignment.

2.1.2 When a teacher has reason to believe that a student has cheated or plagiarized, the teacher
will explain to the student the reasons why the course work or assignment is seen as an academic
offense within ten working days of detecting the offense. If, after consultation with the student,
the teacher determines that cheating or plagiarism did not, in fact, occur then the work or
assignment may be re-marked and a grade assigned.

2.1.3 If, after consulting with the student (or if the student does not respond to the teacher), the
teacher remains convinced that the student cheated or plagiarized, then the teacher must complete
a Cheating and Plagiarism Report Form and submit this form, along with copies of all relevant
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evidence relating to the offense, to the Administration’s office within fifteen working days of
detecting the offense or conferring with the student.

2.1.4 The Administration office will record the offense and related evidence in the student’s file,
notify the student and inform the student of the serious nature of the offense. The office will
acknowledge to the teacher that the offense has been recorded in the student’s file.

2.2 Requesting a Review of a Cheating and Plagiarism Report:

2.2.1 A student who wishes to contest the accusation of offense must complete a Student Appeal
Form indicating why the student believes that the accusation of offense is not justified. This form
must be submitted to the Administration’s office within ten working days of the notification of the
offense. The Administration’s office will forward a copy of the Student Appeal Form to the
teacher and the Student Services Coordinator in which the offense occurred. The Administrator
will forward the form to the department or faculty Cheating and Plagiarism Review Committee.
(Note: The communication may take place electronically and via internal mail.)

2.2.2 Upon receipt of the Student Appeal Form, the Cheating and Plagiarism Review Committee
will arrange for a review of the accusation of offense and related evidence. The teacher will be
allowed to present the reasons for the accusation of offense and the student will be allowed to
present the reasons for contesting the accusation of offense in person or in writing to a meeting of
the Review Committee. The student may be accompanied by another member of the college (e.g.
the Student Advocate/Teacher) to any meeting with the Cheating and Plagiarism Review
Committee if they so choose.

2.2.3 The meeting and deliberations by the Review Committee must be held in confidence and
completed within ten working days of the receipt of the Student Appeal Form by the Cheating
and Plagiarism Review Committee. If the review request is received later than fifteen working
days after the last day of class of the current semester, then the Review Committee may hold its
meetings and deliberations within ten working days after the start of the following semester. In
cases involving graduating students, every effort will be made to complete the process as quickly
as possible.

2.2.4 Following its deliberations and final decision, the Cheating and Plagiarism Review
Committee will inform the Administration’s Office, Student Services Coordinator, the teacher and
student of its decision in writing within five working days.

2.3 Appeals:

There is no appeal of the Cheating and Plagiarism Review Committee’s decision. However, the
Student Services Coordinator can require the Committee to review the case again if it is
demonstrated that the committee did not follow procedures.

2.4 Disciplinary Action, Information Provision, and Record Keeping:

2.4.1 If there is no contest of the offense or if the offense is upheld by the Cheating and
Plagiarism Review Committee, then the offense report and related evidence will remain recorded
in the student’s college file until graduation. If the accusation of offense is overturned by the
Cheating and Plagiarism Review Committee, then the offense report and related evidence will be
removed from the student’s file and destroyed.
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2.4.2 If there is a subsequent instance of a cheating or plagiarism offense, the Registrar will refer
the case for disciplinary action to the Student Services Coordinator or Senior Academic Director.
The disciplinary action may include suspension, expulsion or other appropriate penalties. In the
case of expulsion, appeals can be made to the Senior Academic Director. The Senior Academic
Director will meet with the student and make a final decision on disciplinary action. Any
disciplinary action will be recorded in the student’s file.

2.4.3 It is the responsibility of all faculty members to inform their students of the importance of
this policy and the meaning and consequences of cheating and plagiarism. All course outlines
should include a statement on the importance of this college policy and the consequences of
cheating and plagiarism.

3. Additional Policy on Cheating:

Resource materials for examinations, tests and assignments: Teachers should indicate what resource
materials students are permitted to use during an in-class examination or test prior to the start of the test
and ensure that students understand the consequences of cheating on college examinations and tests.
Teachers should be vigilant about the misuse of electronic devices during in-class examinations and tests.
If students can collaborate on out-of-class examinations or assignments then this should be indicated by
the teacher when the examination or assignment is provided to the students, otherwise students must
complete the examination or assignment individually.

a) Cheating detected during an in-class examination or test: If cheating is detected during an in-class
examination or test, the teacher may follow one of two options:

Option 1.

The teacher removes the examination or test material and any suspect material from the student and
asks the student to leave the examination or test. The teacher will complete a Cheating and Plagiarism
Report Form for this offense following the examination or test and include copies of the materials in
question. The Cheating and Plagiarism Report Form should briefly but clearly indicate why the
teacher believes the student was cheating during the test or examination and attach copies of relevant
material. In the event of a review, the teacher may introduce new evidence not included in the initial
Report to the Senior Academic Director. If a review or appeal of the accusation of offense overturns
the accusation of offense, then the student may be permitted to complete a make-up examination or
test as appropriate.

Option 2.

The teacher removes any suspect material from the student and allows the student to complete the test
or examination. After the test or examination, the teacher consults with the student. If the teacher
remains convinced that the student has cheated, the teacher assigns a grade of zero to the test or
examination and completes a Cheating and Plagiarism Report as indicated in Option 1. If the
accusation of cheating is later overturned, the teacher can grade the original test or examination
instead of giving a make-up test/examination.

b) Cheating detected following an in-class examination or test or in an out-of-class test or
assignment: If cheating is detected following an in-class examination or test or in an out-of-class
test or assignment, then the teacher should complete a Cheating and Plagiarism Report Form for
this offense and include copies of the materials in question. The Cheating and Plagiarism Report
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Form should briefly but clearly indicate why the teacher believes the student was cheating and
attach copies of relevant material. If the committee overturns the teacher’s decision, then the
student’s examination or test will be graded, or the student will be permitted to complete a
make-up examination or test as appropriate.

Official document requests

All official document requests (graduation certificates, transcripts, letters of attendance) can be made
either through the Front Desk or by online request. If an online request is chosen, request a form by email
at: admin@selccareercollege.ca.

All official documents can take up to two weeks to process.  SELC Career College cannot guarantee that
documents will be ready in less time than that.

Each student will receive ONE official graduation certificate and ONE official transcript upon
graduation. If a student loses these documents and needs a replacement, he/she should contact Student
Services at: admin@selccareercollege.ca. The price of replacement copies is: ordinary mail $10.00,
express $20.00 per document.

A student will receive an email once the documents are ready. The documents can either be picked up at
SELC or sent to the address that the student has provided.

SELC Career College will not issue graduation certificates to a student who has not completed his/her
program.  Thus, if a student is dismissed from SELC Career College, the student is not eligible for a
graduation certificate.

Finances

You will need to open a checking account so that employers can pay you by ‘direct deposit.’ You are free
to open an account at any bank (Bank of Montreal, TD Canada Trust, CIBC, etc.).  However, the school
does recommend choosing a major bank as they are more likely to have branches in smaller towns.

TD Canada Trust, 1055 Dunsmuir St. (at Burrard St.) PH: 604-659-2070
21

Created: October 22, 2020



CIBC, 400 Burrard Street, Vancouver, PH: 604-665-1645

Bank of Montreal, 595 Burrard Street, Vancouver, PH: 604-665-6614

Royal Bank of Canada, 1025 W. Georgia Street, Vancouver, PH.: 604-665-6191

Social Insurance Number:

Any person hoping to work in Canada must have a SIN. You will need: an application form, your passport
and your study and work permits.  SIN documents are obtained at Services Canada, 1st floor at the Sinclair
Centre, 757 W. Hastings Street, Vancouver. DO NOT share your SIN card with anyone other than your
employer or your bank. There are many cases of fraud involving social insurance cards.

Vancouver Information

The City of Vancouver is separated into a number of districts. Most of the attractions associated with
Vancouver are in these districts.  These don't correspond to the legal divisions of the city, but instead are a
convenient way of subdividing Vancouver for travelers.

● City Centre - the Downtown peninsula includes the West End, Yaletown, Gastown, Chinatown
and Stanley Park.

● Kitsilano - the "young urban professional" neighbourhood, which is right next to the Point Grey
neighborhood.

● Vancouver South - a mostly residential area, that includes the Kerrisdale, Dunbar, Oakridge and
Marpole neighbourhoods.

● UBC - University of British Columbia and the surrounding area.
● East Van - a working class area; Commercial Drive is the bohemian part of town,

Main Street is an up and coming artsy part of the city.

Areas of Greater Vancouver include:

● North Shore - the area north of the Burrard Inlet, including District of West
Vancouver, City of North Vancouver and District of North Vancouver.
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● Burnaby - separate municipality with a number of parks, including three of the larger GVRD
Parks (Central, Burnaby Lake, and Deer Lake). Also contains Metrotown, the largest shopping
mall in British Columbia.

● New Westminster - a separate municipality (previously the province's capital). Has a park,
shopping mall (Royal City Mall) and a number of Victorian-style houses in the older parts of
town.

● Richmond - a separate municipality with many restaurants and shopping opportunities, and home
to Vancouver International Airport, comprising the larger Lulu Island and Sea Island.

● Surrey - Vancouver's largest suburb, easily reached on Translink by taking the Skytrain.
● Coquitlam - an emergent suburb Northeast of Burnaby, becoming largely populated by new

Vancouverites and mid-class immigrant residents. Naturally set with local trails, parks, hills,
Coquitlam is the emerald spot of greater Vancouver.

Public Transportation
In Vancouver, there are 3 methods of public transport: bus, West Coast Express, SkyTrain & SeaBus.

To plan your trip, go to www.translink.ca: trip planner or call (604) 953-3333

Fare Zone Map
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Your fare is determined by your mode of travel, time of day, and how many zones you travel in. Buses are
a one-zone fare, all day, every day, while SkyTrain and SeaBus require a one-, two-, or three-zone fare,
depending on the time of day and number of geographical zone boundaries you cross during your trip.
After 6:30 p.m. on weekdays and all-day Saturday, Sunday, and Holidays, travel across the entire Metro
Vancouver region only requires a one-zone fare. A single fare is valid for 90 minutes. If you pay cash or
use a Fare Saver (no longer sold) on the bus, you’ll need to purchase a Compass Card or Compass Ticket
when you transfer to West Coast Express, SkyTrain or Sea Bus.

  

How to Use Your Compass Card

Using your Compass Card is easy. Simply tap in when you start your journey and tap out when exiting or
transferring. Remember, buses are tap in only, so there's no need to tap out when exiting. When you tap
out, the system calculates the fare zones you've travelled and charges you the correct fare. This applies to
all products, including Monthly Passes. Card readers are located at all West Coast Express Rail, SkyTrain
and SeaBus fare gates. In order to pay the lowest fare and transfer seamlessly across all modes of travel
purchase a Compass Card and load it with Stored Value, a DayPass, or a Monthly Pass.

Visit Compass page at http://www.translink.ca/en/Fares-and-Passes/Compass-Card.aspx to learn more
about all the benefits Compass offers.

You may also buy your Compass Card at Waterfront Station or London Drugs.

Single Fares & Compass Tickets

Regular Fares

Zone Adults

Concession
1 Zone $3.00 $1.95
2 Zone $4.25 $2.95
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3 Zone $5.75 $3.95

After 6:30PM, all day Saturday, Sunday and Holidays
$3.00 $1.95

Unlimited Travel

Monthly Passes provide unlimited travel on SkyTrain and SeaBus within the number of zones purchased.
Monthly Pass holders must still tap in/out on rail and SeaBus to ensure they are charged the correct fare.
A Monthly Pass of any kind provides unlimited travel on buses at any time, and across all zones on all
modes on weekends, statutory holidays, and after 6:30 p.m. on weekday evenings.

Monthly
Pass Adults Concession

1-Zone $98 $56
2-Zone $131 $56
3-Zone $177 $56

Health and Dental Care

Medical Care

Health care is expensive in Vancouver and if you are absent from class for health reasons, you are
expected to bring a doctor’s note. Here is some information to assist you should you have a medical
complaint:

Walk-In Clinics

Vancouver has an excellent network of walk-in medical health care clinics where you can see a physician
seven days a week without an appointment.  Here is a list of the best medical and health care clinics in
Vancouver and the North Shore.  Clinic visits cost about C$100.

Ultima Medicentre University Village Medical Clinic
Plaza Level, 1055 Dunsmuir St 228-2155 Allison Rd.
Vancouver, BC Vancouver, BC
Ph.: 604-683-8138 Ph.: 604-222-2273
Hours: M-F 8AM-5PM

Yaletown Medical Clinic Granville Medical Clinic
1296 Pacific Blvd. 2578 Granville St.
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Vancouver, BC Vancouver, BC
Ph.: 604-633-2474 Ph.: 604-733-4700
Hours: M-F 9AM-8:30PM; S-S 10AM-5:30PM Hours: M-F 9AM-9PM
Sat-Sun 10AM-4PM

Dental Care

East Side Walk-In Dental Clinic - Free pain relief only (extractions, open and drain and antibiotics,
basic restorative work) 455 East Hastings Street, Vancouver, BC Ph.: 604 254 9900

Reach Clinic - 10% reduction in fees; 6-week wait list. Examinations, preventative, periodontal therapy,
restorative, extractions, prosthodontics. 1145 Commercial Drive, Vancouver, BC Ph.: 604 254 1331

UBC - Emergency Clinic - Fillings, extractions, drainage of abscesses. $20-$50.  Make an appointment 2
working days ahead of time. 2199 Westbrook Mall, UBC, Vancouver, BC Ph.: 604 822 6917

Mental Health

Moving to another country, no matter for how long, can be very stressful, especially when moving away
from a support network of friends and family. If you feel that you are not coping, feeling anxious,
depressed or any other emotions, then there is a clinic available that offers free counseling.

Surrey Counseling and Education Clinic - Open: Tuesdays 5:30 – 8:30 pm & Wednesday’s 5:30 – 8:30
pm. Two temporary locations: SFU, Burnaby Campus, Maggie Benston Building (T) & SFU Surrey
Campus (W) To book an appointment for an intake interview, please leave a message: SFU Counseling
Referral Line: 778-782-3519

Master’s level Counseling Psychology students provide free counseling in Vancouver as part of their
training. Since this is a training clinic, all counseling sessions are required to be videotaped/observed.

This clinic caters to people who are:

● Adolescents, adults, older adults
● People from diverse backgrounds
● Students (secondary school, post-secondary, mature students)

Some of the issues that can be addressed are:

● Grief, loss, and bereavement
● Depression, anxiety, and stress
● Transitions (school, moving, retirement)
● Cultural issues (cultural identity, international students, and acculturation)
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Administrative Fees

SERVICES Cost Details

Schedule Change $50 Changing of Day or Evening Schedule at the beginning of the module.

Program
Change/Upgrade or

Downgrade Fee
$100

Changing of Business, Hospitality Management or Global Client Care programs.

Moving from 3+3 to 6+6 months length programs or vice versa

Moving from 6+6 to 12+12 months  length programs vice versa

Payment Plan $100 Payment plans available only for 9 months, 1 year and 2 years programs.Non
Refundable

Program Interruption $200 Taking Program Interruption without valid personal or medical issues.

Late Payment fee $50 Per late payment

Re-enrollment $350 Re-enrollment fee after dispute resolution.
Re-enrollment fee after dismissal, incomplete.

Retaking a module $1,500 Retaking a module due to failure to pass the module.

Registration/
Cancellation fee $350 Non Refundable

Postponement fee $100 Per letter issued after 1st postponement

Co-op reporting delay $100 Late by 4 weeks on co-op reporting

Co-op final report delay $100 Being 4 weeks late on the final reporting for co-op completion

Medical Insurance $2.30
Cost per day (16 days minimum coverage period)

DOCUMENTS Cost Details

Transcript (Official) $10 First copy is free. This fee is for additional copies. Up to 4 days required.

Transcript (Unofficial) $10 Up to 4 days required.
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Letter of Attendance $10 Up to 4 days required.

Mailing of Certificate $10 Fee covers international postage.

Rush Order for
Document $20 Creation of document within 1 day.

Replacement of
Certificate $50 Up to 4 days required.

EXAMS Cost Details

Food Safe $40 Hospitality students have already paid this fee in their program fees, so there will
be no additional charge.

Serving it Right $45 Hospitality students have already paid this fee in their program fees, so there will
be no additional charge.

TOEIC Exam $100 TOEIC exams are held once every 8 weeks.

2nd Rewrite (Final Exam) $100 Fee for the second rewrite.

3rd Rewrite (Final Exam) $150 Fee for the third rewrite.

ACADEMIC Cost Details

Attendance between
80-78% $200 Student must come to school to make up for lost hours

Attendance between
77-70%

$400-$1
000

Must calculate hours and assign the correspondent fee + Student must
come to school to make up for lost hours

Attendance below 70% $1500 Student must retake the course

Course retake
(Attendance 95-100%) $0

Retaking a Course with great attendance but did not achieve a passing
grade

Course retake
(Attendance 90-94%) $500

Retaking a Course with good attendance but did not achieve a passing
grade

Late Co-op Documents
Submission $100 Late Co-op Documents Submission

28
Created: October 22, 2020


