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Conestoga College

Hours of Operation
To verify hours of operation, please check with Facilities Management 
(Doon) or Campus Administration (Cambridge, Guelph, Waterloo). College 
hours of operation are subject to change without notice.

For information regarding access outside hours of operation, please refer to 
the After Hours Access Policy.

Registrar’s Office
Information Centre/Admissions/Student Records/Fees/Registration  
519-748-5220, ext. 3656
OSAP, Financial Aid/ Student Awards Office 519-748-5220, 
ext. 3202 or ext. 3378 or ext. 3626 or ext. 3704
Hours of Operation:  Monday to Friday, 8:30 am to 4:30 pm
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Academic Dates 2011-2012
FALL 2011
Fall Orientation Week..................................................August 29-September 2
Labour Day (no classes)..............................................................September 5
Fall Semester Classes Start............................................................September 6
Thanksgiving Day (no classes).......................................................October 10
Convocation................................................................................. November 5 
Exam Period........................................................................December 12-17*
Intersession (no classes).................................... December 19 – January 6**

WINTER 2012 
Winter Orientation............................................................................ January 5
Winter Semester Classes Start...................................................... January 9***
Family Day (no classes)............................................................... February 20
Study Week...........................................................................February 21-24**
Good Friday (no classes)......................................................................April 6
Exam Period.................................................................................April 23-28*
Intersession (no classes)................................................... April 30 - May 4** 

SPRING/SUMMER 2012
Spring/Summer Semester Classes Start...................................................May 7
Victoria Day (no classes).....................................................................May 21
Convocation............................................................................June 12, 13, 14
Canada Day (no classes)........................................................................ July 2
Tuition fees due.................................................................................... July 11
Civic Holiday (no classes)..................................................................August 6
End period for 12 week semester ....................................................... July 27
End period for 15 week semester....................................................August 17
Intersession (no classes)......................................................August 20 - 31** 
Labour Day (no classes)..............................................................September 3
Fall Semester Classes Start............................................................September 4

*	 Programs with exams outside this time frame will be notified.
**	� Some Apprenticeship and Corporate Training courses and programs, as 

well as programs with irregular start dates, may have classes during the 
intersession periods.

***	� Apprenticeship Programs and Bachelor of Mechanical Systems 
Engineering will resume classes on January 2

BScN and Diploma Registered Practical Nurse to BScN Programs:  
See McMaster calendar for relevant dates or the McMaster website:at:  
http://registrar.mcmaster.ca/registered/index.html

Engineering Degree Programs: 
Foundational module begins August 22, 2011

Semestered Programs (Excluding February Program Starts)

Start date - 	 Fall	 Winter	 Spring	 12wks 
			   15 wks
Semestered Programs 	 Sept. 6	 Jan. 9	 May 7	 May 7
Bachelor Degree - Year One/ 
  Orientation (Technology only)	 Aug. 22	
End date -  
Semestered Programs 	 Dec. 16	 Apr. 27	 Aug. 17 	 July 27
Course add deadline	 Sept. 14	 Jan. 17	 May 15	 May 15
Refund deadline  
  (program withdrawal)	 Sept. 20	 Jan. 23	 May 21	 May 21

Non-Semestered Programs 
(includes Academic Upgrading, continuous intake)
See the Program Coordinator for relevant dates.

BSc Nursing Program
See McMaster calendar for relevant dates.

Food Service Worker
Start Date	 Feb. 6 
End Date	 Mar. 30
One-semester course add deadline	 Feb. 13
Refund deadline (program withdrawal)	 Feb. 17

Hospitality Management - Hotel and Restaurant/Culinary 
Management/Hospitality and Tourism Management
Year 1 (2011/2012)	 Fall	 Winter	 Spring
Start Date	 Sept. 6	 Jan. 9	 Apr. 30
End Date	 Dec. 16 	 April 27	 Oct. 5
Course add deadline	 Sept. 14	 Jan. 17	 N/A
Refund deadline (program withdrawal)	 Sept. 20	 Jan. 23	 N/A
Year 2 (2011/2012)	 Fall	 Winter
Start Date 	 Oct. 17 	 Jan. 9
End Date 	 Dec. 16	 Apr. 27
Course add deadline	 Oct. 25	 Jan. 17
Refund deadline (program withdrawal)	 Oct. 31	 Jan. 23

Culinary Skills - Chef Training 
September 2011 Intake	 Fall	 Winter	 Spring
Start Date	 Sept. 6	 Jan. 9	 Apr. 30
End Date	 Dec. 16	 Apr. 27	 June 22
Course add deadline	 Sept. 14	 Jan. 17	 N/A
Refund deadline (program withdrawal)	 Sept. 20	 Jan. 23	 N/A
January 2012 Intake	 Winter	 Spring	
Start Date	 Jan. 9	 May 7	
End Date	 Apr. 27	 Aug. 17	
Course add deadline	 Jan. 17	 May 15	
Refund deadline (program withdrawal)	 Jan. 23	 May 21

Program Suspension and Cancellation
The College reserves the right to cancel, at any time, a program, course, a 
program major or option, change the location and/or term in which a program 
or course is offered, or change the program curriculum as necessary to meet 
current competencies in the job market or for budgetary reasons, or withdraw 
an offer of admission both prior to and after its acceptance by an applicant or 
student because of insufficient applications or registration, over-acceptance of 
offers of admission, budgetary constraints, or for other such reasons. In the event 
the College exercises such a right, the College's sole liability will be the return of 
monies paid by the applicant or student to the College.

Note:  The Program Withdrawal Without Academic Penalty 
deadline and Course Drop deadline are 75% of program/course 
duration. Grade assigned will be W(ithdrawal) if dropped before 
deadline or F(ailure) if dropped after deadline.
Deadline dates are not applicable to work terms. 
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Co-operative Education Program Design
Co-op program designs listed below are for fall 2011 cohort only.

WT = Work Term

School of Business	 Year	 Fall 	 Winter 	 Spring 
Bachelor of Business Administration –	 1	 Level 1	 Level 2	 --- 
Accounting, Audit and Information Technology	 2 	 Level 3	 Level 4	 ---
	 3	 Level 5 	 Level 6 - WT 1	 Level 7
	 4	 Level 8 - WT 2	 Level 9 - WT 3	 Level 10
	 5	 Level 11
Bachelor of Business Administration –	 1	 Level 1	 Level 2	 --- 
International Business Management	 2	 Level 3	 Level 4	 Level 5 - WT 1
	 3	 Level 6 	 Level 7	 Level 8 - WT 2
	 4	 Level 9 - WT 3	 Level 10	 Level 11
Business Administration – Accounting	 1	 Level 1	 Level 2	 ---
	 2	 Level 3	 Level 4 - WT 1	 Level 5
	 3	 Level 6 - WT 2 	 Level 7	 Level 8 - WT 3
	 4	 Level 9
Business Administration – Marketing	 1	 Level 1	 Level 2	 Level 3
	 2	 Level 4	 Level 5 - WT 1	 Level 6 - WT 2
	 3	 Level 7	 Level 8
Business Administration –  	 1 	 Level 1	 Level 2	 ---
Supply Chain and Operations Management	 2	 Level 3	 Level 4 	 Level 5 - WT 1
	 3	 Level 6 - WT 2	 Level 7	 Level 8 - WT 3
	 4	 Level 9
Business Insurance	 1	 Level 1	 Level 2	 Level 3 - WT 1 & 2
	 2	 Level 4	 Level 5
Culinary Management	 1	 Level 1 	 Level 2	 Level 3 - WT 1 & 2
	 2	 Level  5 	 Level 6
Culinary Skills – Chef Training – Sequence 1	 1	 Level 1	 Level 2	 Level 3 - WT 1 
                                               Sequence 2 	 1	 Level 3 - WT 1	 Level 1	 Level 2	
Hospitality Management –	 1	 Level 1	 Level 2	 Level 3 - WT 1
Food and Beverage Management	 2	 Level 4 - WT 2 & Level 5	 Level 6
Hospitality and Tourism Management	 1	 Level 1	 Level 2	 Level 3 - WT 1
	 2	 Level 4 - WT 2 & Level 5	 Level 6
Human Resources Management – Sequence 1	 1	 Level 1	 Level 2	 Level 3 - WT 1
                                                 Sequence 2	 1	 Level 3 - WT 1	 Level 1	 Level 2
                                                 Sequence 3	 1	 Level 2	 Level 3 - WT 1	 Level 1

School of Engineering 
and Information Technology	 Year 	 Fall	 Winter	 Spring

Bachelor of Applied Technology – 	 1	 Level 1	 Level 2	 Level 3 - WT 1
Architecture – Project and Facility Management	 2	 Level 4	 Level 5	 Level 6 - WT 2
	 3	 Level 7	 Level 8 - WT 3	 Level 9
	 4	 Level 10 - WT 4	 Level 11	 Level 12
Bachelor of Applied Technology – 	 1	 Level 1	 Level 2	 Level 3 - WT 1
Integrated Telecommunication and Computer	 2	 Level 4	 Level 5	 Level 6 - WT 2
Technologies	 3	 Level 7	 Level 8 - WT 3	 Level 9
	 4	 Level 10 - WT 4	 Level 11	 Level 12
Bachelor of Engineering – 	 1	 Level 1	 Level 2	 Level 3 - WT 1
Mechanical Systems Engineering	 2	 Level 4	 Level 5	 Level 6 - WT 2
	 3	 Level 7 - WT 3	 Level 8	 Level 9
	 4	 Level 10 - WT 4	 Level 11	 Level 12
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Bachelor of Interior Design	 1	 Level 1	 Level 2	 --
	 2	 Level 3	 Level 4	 --
	 3	 Level 5	 Level 6 - WT 1	 Level 7
	 4	 Level 8 - WT 2	 Level 9	 Level 10
Civil Engineering Technology	 1	 Level 1	 Level 2	 Level 3 - WT 1
	 2	 Level 4	 Level 5	 Level 6 - WT 2
	 3	 Level 7	 Level 8
Civil Engineering Technology – Environmental	 1	 Level 1	 Level 2	 Level 3 - WT 1
	 2	 Level 4	 Level 5	 Level 6 - WT 2
	 3	 Level 7	 Level 8
Computer Applications Development	 1	 Level 1	 Level 2	 Level 3 - WT 1
Computer Engineering Technology	 1	 Level 1	 Level 2	 ---
	 2	 Level 3	 Level 4	 Level 5 - WT 1
	 3	 Level 6 - WT 2	 Level 7 - WT 3	 Level 8 - WT 4
	 4	 Level 9	 Level 10
Computer Programmer/Analyst	 1	 Level 1	 Level 2	 ---
	 2	 Level 3	 Level 4	 Level 5 - WT 1
	 3	 Level 6	 Level 7 - WT 2	 Level 8
Construction Engineering Technology – 	 1	 Level 1	 Level 2	 Level 3 - WT 1
Architecture	 2	 Level 4	 Level 5	 Level 6 - WT 2
	 3	 Level 7	 Level 8
Electrical Engineering Technology	 1	 Level 1	 Level 2	 Level 3 - WT 1
	 2	 Level 4	 Level 5	 Level 6 - WT 2
	 3	 Level 7	 Level 8
Electronics Engineering Technician	 1	 Level 1	 Level 2	 Level 3 - WT 1
	 2	 Level 4 - WT 2	 Level 5 - WT 3	 Level 6 - WT 4
	 3	 Level 7	 Level 8
Electronics Engineering Technology – 	 1	 Level 1	 Level 2	 ---
Telecommunications Systems	 2	 Level 3	 Level 4	 Level 5 - WT 1
	 3	 Level 6 - WT 2	 Level 7 - WT 3	 Level 8 - WT 4
	 4	 Level 9	 Level 10
Energy Systems Engineering Technology	 1	 Level 1 	 Level 2	 Level 3 - WT 1
	 2	 Level 4	 Level 5	 Level 6 - WT 2
	 3	 Level 7	 Level 8
Environmental Engineering Applications	 1	 Level 1	 Level 2	 Level 3 - WT 1
Food Processing Technician	 1	 Level 1	 Level 2	 Level 3 - WT 1
	 2	 Level 4
Information Technology Support Services	 1	 Level 1	 Level 2	
	 2	 Level 3	 Level 4 - WT 1	 Level 5
IT Innovation and Design	 1	 Level 1	 Level 2	 --
	 2	 Level 3	 Level 4	 Level 5 - WT 1
	 3	 Level 6	 Level 7 - WT 2	 Level 8
Mechanical Engineering Technician – 	 1	 Level 1	 Level 2	 Level 3 - WT 1
Automated Manufacturing	 2	 Level 4	 Level 5 - WT2  	 Level 6
Mechanical Engineering Technology –	 1	 Level 1	 Level 2	 Level 3 - WT1
Automated Manufacturing	 2	 Level 4	 Level 5 - WT2	 Level 6	
	 3	 Level 7 - WT 3	 Level 8	 Level 9
Mechanical Engineering Technology – 	 1	 Level 1	 Level 2	 Level 3 - WT 1
Design and Analysis	 2	 Level 4	 Level 5 - WT 2	 Level 6
	 3	 Level 7 - WT 3	 Level 8	 Level 9	
Mechanical Engineering Technology – 	 1	 Level 1	 Level 2	 Level 3 - WT 1
Robotics and Automation	 2	 Level 4	 Level 5 - WT 2	 Level 6
	 3	 Level 7 - WT 3	 Level 8	 Level 9
Software Engineering Technology	 1	 Level 1	 Level 2	 ---
	 2	 Level 3	 Level 4	 Level 5 - WT 1
	 3	 Level 6 - WT 2	 Level 7 - WT 3	 Level 8 - WT 4



6

	 4	 Level 9	 Level 10
Woodworking Technology	 1	 Level 1	 Level 2	 Level 3 - WT 1
	 2	 Level 4	 Level 5 - WT 2	 Level 6
	 3	 Level 7 - WT 3	 Level 8	 Level 9
Woodworking Technology – 	 1	 Level 1	 Level 2	 Level 3 - WT 1
Architectural Millwork	 2	 Level 4	 Level 5 - WT 2	 Level 6
	 3	 Level 7 - WT 3	 Level 8	 Level 9

School of Health & Life Sciences and  
Community Services 	 Year 	 Fall	 Winter	 Spring

Applied Health Informatics	 1	 Level 1	 Level 2	 Level 3
	 2	 Level 4 - WT 1
Bachelor of Applied Health Sciences – 	 1	 Level 1	 Level 2	 ---
Health Informatics Management	 2	 Level 3	 Level 4	 Level 5 - WT 1
	 3	 Level 6	 Level 7 - WT 2	 Level 8
	 4	 Level 9 - WT 3	 Level 10	 Level 11
Bachelor of Applied Human Services,	 1	 Level 1	 Level 2	 ---
Community and Criminal Justice	 2	 Level 3	 Level 4	 ---
	 3	 Level 5	 Level 6	 Level 7 - WT 1
	 4	 Level 8	 Level 9

School of Media and Design	 Year 	 Fall	 Winter	 Spring
Bachelor of Public Relations	 1	 Level 1	 Level 2	 --
	 2	 Level 3	 Level 4	 Level 5  - WT 1
	 3	 Level 6	 Level 7 - WT 2	 Level 8
	 4	 Level 9 - WT 3	 Level 10	 Level 11

School of Trades and Apprenticeship	 Year 	 Fall	 Winter	 Spring
Basic Machine Operator	 1	 Level 1	 Level 2 - WT 1
Electrical Technician	 1	 Level 1	 Level 2	 Level 3 - WT 1
	 2	 Level 4 - WT 2	 Level 5	 Level 6 - WT 3
	 3	 Level 7
Heavy Equipment Techniques	 1	 Level 1	 Level 2	 Level 3 - WT 1
Mechanical Technician – General Machinist	 1	 Level 1	 Level 2	 Level 3 
	 2	 Level 4 - WT 1	 Level 5 - WT 2	 Level 6 - WT 3
	 3	 Level 7
Mechanical Technician – Tool and Die/Tool Maker	 1	 Level 1	 Level 2	 Level 3 
	 2	 Level 4 - WT 1	 Level 5 - WT 2	 Level 6 - WT 3
	 3	 Level 7
Mechanical Techniques – Millwright	 1	 Level 1	 Level 2	 Level 3 - WT 1
Motive Power Fundamentals – Automotive Service	 1	 Level 1	 Level 2	 Level 3 - WT 1 
Motive Power Fundamentals – Motorcycle and	 1	 Level 1	 Level 2 & 3	 Level 4 - WT 1 
Power Sport Vehicles
Motive Power Fundamentals – Truck and Coach	 1	 Level 1	 Level 2	 Level 3 - WT 1
Powerline Technician	 1	 Level 1	 Level 2	 Level 3 - WT 1
	 2	 Level 4	 Level 5 - WT 2	 Level 6
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Student Records
(FOI) Freedom of Information and Protection of Privacy Act/
Confidentiality
Under current provincial law, a student’s records are considered confidential 
and will be released to a third party only upon the written authorization 
of the student or by exception as noted under the Release of Information 
section of this Guide. Information collected in student records will be used to 
administer the programs and activities of the College. While student records 
are the property of the College, students have the right to view their own 
records upon request. Student records may include personal, academic and 
non-academic information (for example, identification photographs).

General Information
The term “student record” refers to the collection of data dealing with an 
individual who is associated with a program or course of study at the College. 
Most of the data is categorized as academic, personal and/or financial and 
is maintained by the Registrar’s Office. The Official College Record for each 
student is a permanent record consisting minimally of the student’s name, 
student number, personal data, achievement, and academic decisions and 
should be maintained for a minimum of 55 years.
Academic Record: consists of academic activity (program/course registration, 
achievement, transfer credits and academic standing) at the College. 
Personal Record: consists of biographical data and may include previous 
educational achievements such as secondary school records. Students are 
required to update address information through the student portal.  Students 
may also contact the Registrar’s Office to request a Personal Data Information 
Change Form to change their address or update other personal data on their 
Student Record. Please ensure that the address in the Registrar’s system is the 
correct one for mailing purposes.
Financial Record: consists of financial transactions with the College relating 
specifically to tuition and incidental fees.
Accuracy of the Student Record:  The student is personally responsible 
for the completeness and accuracy of their student record, which is 
maintained by the Registrar’s Office. This includes mailing address, personal 
data and achievement. It is also the responsibility of the student to ensure that 
their program requirements are being met.

Registration
Student Status – Full-time, Part-time in a Program
A full-time cohort student is one who has been admitted to and enrolled in a 
minimum of 70 percent of the hours, or 66 2/3 per cent of the courses in the 
current session/level of the program of study.
A part-time cohort student is one who has been admitted to and enrolled in a 
program of study and does not meet the full-time cohort student status. 
Course changes may affect the student’s status which is determined each 
session by the Registrar’s Office and may impact OSAP eligibility.

Course Add/Drop
Students in a full-time program may add or drop course(s) with approval 
from the Program Coordinator.  If a full-time student enrolls in a course that 
is over and above what is normally studied during the session, extra course 
fees will apply (based on an hourly rate).
By adding/dropping courses the student's status (full-time/part-time) may 
be affected.  For students receiving financial aid, a status change may affect 
the student's entitlement and the Financial Aid Office should be consulted for 
clarification.

1. �The Course Add/Drop Form (available on the College website or from the 
Program Coordinator) must be completed with all the required signatures.

2. �The student is required to meet with the Program Coordinator or Chair 
to discuss the course load and for approval to add or drop courses.  
Normally, this is done at registration or by the deadline dates for the 
session.  See ‘Academic Dates’.

3. �The signed form must be presented or sent to the Records Officer for 
processing.  Requests for adding a course will be processed only if space 
is available, applicable pre-requisites are met and no timetable conflicts 
exist.

Note: A course may be repeated in the case of a failure or to improve 
competency or upgrade a mark.  However, the original mark remains on the 
student record. 

Course Audit
Audit status must be clearly specified at the time of registration in the course.
Students auditing a course are restricted solely to the role of observers in the 
class. They must not write examinations, have course evaluations performed 
for them, or make comments during class. A credit standing will not be 
granted for an audited course.
Permission to audit a course will not be granted until the number of students 
taking the course for credit is known. Priority will always go to students 
taking a course for credit.  The student in a full-time program is required to 
follow the same process as adding a course.

Course Exemption/Transfer Credit
For additional information, refer to the Advanced Standing and Transfer 
Credit Procedure.

Completion of Verification Letter
Students may require a letter verifying acceptance, or current or previous 
enrollment at the College to be used for purposes other than income taxes.  
This letter is usually used for items such as insurance, day care, credit card 
application, job application, or scholarship purposes. The student is required 
to complete the Request for Letter Form (available from the Registrar’s Office 
or online) and submit the form to the Registrar’s Office.  Applicable fee will 
apply.  Allow 3 to 5 days for processing.

Student ID Cards
Students are required to have their photographs taken by the Registrar’s Office, 
as the College needs the photographs to administer academic programs, 
courses, and activities that require student identity. For example, Conestoga 
uses the photographs for student ID cards that students use to pick up OSAP 
funds, write tests/exams, receive course marks, borrow materials from the 
Library Resource Centre, use the Recreation Centre, and which may be required 
for access to open computer labs. This card is issued in the student's first 
semester and is valid for their entire enrolment. Validation stickers are issued 
for subsequent semesters. An additional fee for a replacement student card is 
payable in advance at the Registrar’s Office. 

Student Withdrawal from a Full-time (Cohort) Program
Registered students wishing to terminate studies must initiate an official 
withdrawal from their program in writing or by completing and submitting the 
Withdrawal Form to the Office of the Registrar.  Students who do not officially 
withdrawal are still responsible for outstanding fees and may not be eligible for 
a refund.  Non-attendance does not constitute official withdrawal and academic 
records may reflect failures.  
For additional information, refer to the Program/Course Withdrawal Cohort 
Procedure listed under the Academic Policies/Procedures section of this guide 
or on the website. 

Academic Regulations
Student Records, Registration, Achievement & Fees
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1.	 Program Withdrawal  (First-Year/First-Level Student)
	 a. �If withdrawal is received by the Admission Officer after the fees due 

date and prior to course enrollment: 
 i. student will be deregistered;  
ii. fees paid will be refunded. 

	 b. �If withdrawal is received by the Admission Officer after course 
enrollment and prior to the program withdrawal refund deadline: 
 i. student will be withdrawn;   
ii. fees paid will be refunded less the withholding fee.

	 c. �If withdrawal is received by the Records Officer after the program 
withdrawal refund deadline and prior to the academic penalty deadline:  
  i. student will be withdrawn;  
 ii. no refund will be given for fees paid for the current level; 
iii. tuition fees paid for subsequent level(s) will be refunded. 

2.	 Program Withdrawal (Student in Levels Beyond Level One)  
	 a. �If withdrawal is received by the Records Officer after the fees due date 

and prior to course enrollment: 
 i. student will be withdrawn from the current and future levels; 
ii. fees paid less the withholding fee will be refunded.

	 b. �If withdrawal is received by the Records Officer after course enrollment 
and prior to the program withdrawal refund deadline: 
 i. student will be withdrawn from the current and future levels; 
ii. fees paid less the withholding fee will be refunded.

	 c. �If withdrawal is received by the Records Officer after the program 
withdrawal refund deadline and prior to the academic penalty deadline: 
  i. student will be withdrawn from current and future level(s); 
 ii. no refund will be given for fees paid for the current level; 
iii. fees paid for future level(s) will be refunded. 

	 d. �If withdrawal is received by the Records Officer after the academic 
penalty deadline: 
  i. student will be withdrawn from the current and future level(s); 
 ii. no refund will be given for fees paid for the current level; 
iii. fees paid for future level(s) will be refunded; 
iv. an academic penalty will apply. 

3.	 Course Withdrawal (Full-time Cohort Student)
	 a. �If a student drops a course before Course Add/Drop date: 

 i. enrollment is not recorded on the student record;  
ii. �fees for the course are refunded if the student’s status changes to part-

time.  
	 b. �If a student drops a course after the Course Add/Drop date and prior to 

the academic penalty date: 
  i. fees are not refundable, nor will they be reduced if outstanding;  
 ii. a ‘W’ will appear on the student record;  
iii. the status (full-time/part-time) of the student will not be affected.

	 c. �If a student drops a course after the Course Add/Drop date and after the 
academic penalty date: 
  i. fees are not refundable, nor will they be reduced if outstanding;  
 ii. a grade of  ‘F’ will appear on the student record; 
iii. the status (full-time/part-time) of the student will not be affected.

4.	 Course Withdrawal (Part-time Cohort Student) 
	 a. �If a student withdraws from a course before Course Add/Drop date there 

is no record of enrollment and fees for the course are refunded less the 
withholding fee.   

	 b. �If a student withdraws from a course after the Course Add/Drop date and 
prior to the academic penalty date: 
  i. fees are not refundable, nor will they be reduced if outstanding;   
 ii. a ‘W’ will appear on the student record;  
iii. the status (part-time) of the student will not be affected.

	 c. �If a student withdraws from a course after the Course Add/Drop date and 
after the academic penalty date: 
  i. fees are not refundable, nor will they be reduced if outstanding;  
 ii. a grade of  ‘F’ will appear on the student record; 
iii. the status (part-time) of the student will not be affected.

Discontinuance (College Withdrawal) from a Full-time Program
The College may discontinue or require a registered student to withdraw from a 
program based on course failures, misconduct, irregularities, medical criteria 
not met/maintained, failure to pay fees or, in some sponsored programs, 
for lack of attendance. The action is initiated by the College. For additional 
information, refer to the Discontinuance Policy and Discontinuance Procedure 
found at www.conestogac.on.ca/about/policies/academics.jsp.

Re-Admission to a Program
Students are required to apply for re-admission when they have been absent 
from their program for one semester or longer unless an Intention Form has 
been completed, or the student has withdrawn or been discontinued. Upon 
re-admission, students are placed into the current program of study. 
Students applying for re-admission to Level 1 must do so through the Ontario 
College Application Centre. Students applying for re-admission for a level 
beyond Level 1 must do so using the Program Application Form.  Applicable 
fees will apply. The academic team will review of the student’s academic 
eligibility based on the program re-admission requirements and space 
availability. 
Before being re-admitted, the student’s progress related to re-admission 
requirements will be reviewed by the Academic team. Depending on the 
reason for interruption of studies, this review may include but is not limited 
to an interview and examination of any of the following: 
• Health Records and current health assessment 
• Transcripts – All Post-Secondary Transcripts must be submitted 
• Diagnostic and/or Academic Testing 
• �Documents related to any self-directed learning activity that has occurred 

since interruption of studies. 
For additional information, refer to the Re-Admission Procedure-Post 
Secondary found at www.conestogac.on.ca/about/policies/academics.jsp

Part Time Studies (Day Courses)
Part-time Studies (Day Courses) is not a program.  However, it allows a 
student to register in courses that are normally part of a full-time program 
without being admitted or registered into that program.  Not all courses 
are available through Part-time Studies and space may be limited in those 
that are.  Registration is based on space availability and prerequisites (if 
applicable) being met.  Further information regarding registration is available 
on the College website at the start of each semester.

Recognition of Prior Learning
Adults with significant life and work experience may receive credits toward a 
college certificate or diploma program through a prior learning assessment 
process. Prior learning assessment and recognition (PLAR) is a process 
that uses a variety of tools to help learners identify, reflect on, articulate and 
demonstrate past learning acquired through formal and informal study, work 
and other life experience.  Prior learning must be measurable at the college 
level and meet Conestoga College standards of achievement for current courses.  
Typically, evaluation is done through a challenge exam or portfolio 
development.  Other methods of evaluation may be available depending on the 
nature of the course objectives. Successful completion results in a credit on a 
Conestoga College transcript.  Obtaining credits for courses linked to a specific 
program does not guarantee entrance into a program; all applicants must meet 
the admission requirements for the program of their choice.

Achievement 
Conestoga requires a fair and consistent approach to evaluating and 
documenting the academic achievements of students. 
Different grading systems exist and reflect the different philosophies and 
practices both within Conestoga as well as those standards that we are 
required to implement (e.g. Apprenticeship Branch, Postsecondary Education 
Quality Assessment Board).  For additional information, refer to the Grading 
Procedure found at www.conestogac.on.ca/about/polices/academics.jsp
The approved grading standards will be employed by faculty in reporting 
student achievement and applies to all courses where a formal assessment is 
required.
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Grading System  
The minimum passing grade for a course is 55% unless otherwise stated on 
the course outline or in the Grading Procedure.
Grading System - From September 2005
Grade                Grade Point          Range
A+............................4.0...................90-100%
A..............................3.75.................80-89%
B+............................3.5...................75-79%
B..............................3.0...................70-74%
C+............................2.5...................65-69%
C..............................2.0...................60-64%
D..............................1.0...................55-59%
F ..............................0......................Below passing grade for the course
EX............................Advanced Standing/Exemption
I...............................Incomplete
P..............................Passed
AU............................Audit
AT.............................Attended an ungraded course
W.............................Withdrawal from course (before the drop deadline)
Y..............................Discontinued by the College
DNA..........................�Registered but did not attend  

(only to be used for ungraded courses)
I/P............................Course remains in process at end of term

Notes:
OntarioLearn Courses 
The passing grade for an OntarioLearn course not hosted by Conestoga will 
be determined according to what the respective host college has identified as 
the passing grade.
Pass/Fail Courses will be recorded as either:
Pass (P)	 The course outcomes are satisfactorily met 
Fail (F)	 Failure to meet course outcomes
Ungraded Courses  will be recorded as either:  
AT	 Attended an ungraded course
DNA	 Registered but did not attend as per course requirements
Grade Point (GP) 
Assigned to each course, the Grade Point is a numeric representation aligned 
to an alpha grade and/or a percentage range. 
Session Grade Point Average (GPA) 
Represents the courses taken within a program session. The session GPA is 
printed on transcripts and achievement records for cohort based programs. 
It is calculated by averaging the grades achieved and credit weighting by the 
credits assigned to each course. 
Program Grade Point Average (GPA) 
Represents all courses taken for the specified program code/version. These 
courses may have been taken either via the cohort or through part-time 
studies (non-cohort). The program GPA is not related to a given session. It is 
based on the program code/version and all the courses the student took that 
are part of the program, including electives. 
Procedure: 
•  �At the end of each course, the final grade earned or other notation is 

recorded. 
• �Final grades are released through the Student Portal at the end of each 

session/semester or upon completion of a program of study.
• �The Session Grade Point Average and/or the Program Grade Point Average 

will be displayed on the transcript/achievement record and calculated as 
follows:
• The enrolled course must have a credit value.

• �The grade scale associated to the course must be included in the GPA 
calculation. (Pass/Fail courses are not included.)

• �Alpha grades not assigned a grade point value (AU and DNA) do not 
have a grade point value.

• Transfer Credits are not included in the calculation of GPA. 
• �The grades of I/P (In Process) and I (Incomplete) are not included in the 

GPA calculations. 
• �If a course is repeated (including equivalencies) the most recent grade will 

always be used to compute the program GPA. 
• �If the first course taken is a failure and the same course is repeated 

(including equivalencies) and it is a failure, only one failure will be used in 
the calculation of the GPA. 

• �Course failures associated to an enrolment status of PLA will not be 
included in any GPA calculation. 

Student Achievement Report
The Student Achievement report is an unofficial student record which 
includes:
• all courses with or without a formal assessment 
• interim marks/final grades 
• academic decisions  
Grades are considered confidential information and, therefore, are not given 
over the telephone under any circumstances.  

Transcript  
An official academic record produced by the Office of the Registrar which 
includes all courses with a formal assessment taken by a student.  The official 
transcript details a student’s permanent academic record and bears the 
official seal and signature of the Office of the Registrar.
Note:  Applicable fees will apply for transcript requests.  Allow at least two 
weeks for processing.  Due to volume, transcripts will not be faxed, nor will 
special arrangements be made for delivery.  

Academic Standing  
and Promotion Requirements
Upon registration, students are assigned to a cohort and into the current 
version of the program of study.  
Academic decisions are based on a student’s academic achievement with 
respect to the promotion standards of the program of study.  Academic 
decisions are entered on the student’s permanent academic record and will 
appear on the transcript.  Progress from one level to the next is dependent 
upon successful completion of courses and/or meeting program promotion 
standards.
The following is a list of the Academic Decisions with explanations.
Graduate - Allowed to graduate.
Met Requirement - Met requirements of program.
Eligible to Continue - Promoted to the next academic level of the program.
Special Timetable – Same Level - Not promoted, or allowed to graduate 
due to missing/failed course(s). However, student is allowed to return to the 
program to repeat/complete the missing/failed course(s).
Academic Probation - Promoted to next level with a special timetable and 
academic conditions.
Decision Pending - A temporary decision, pending receipt of final marks.
Discontinued - Conestoga initiated termination due to student failing to meet 
program objectives.
Required to Withdraw - Conestoga initiated termination of studies due to 
non-academic performance.
For additional information, refer to the Academic Standing and Promotion 
Requirements Procedure found at  
www.conestogac.on.ca/about/policies/academics.jsp.
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Document of Recognition
Depending on the program, the official documents awarded by the Board of 
Governors in recognition of successful completion of a program are: 
Certificate	 Ontario College Advanced Diploma 
Ontario College Certificate	 Ontario College Diploma 
Degree 	 Ontario College Graduate Certificate  

Other documents include:
Certificate of Achievement  
Awarded by the Office of the Registrar to students who have successfully 
completed outcomes of a prescribed program, typically less than 180 hours.
Affirmation 
An Affirmation for courses with a formal assessment component may be 
obtained by completing the General Request Form and submitting to the 
Registrar’s Office with the applicable fee.  This document is suitable for 
framing.  
Statement of Participation 
A Statement of Participation to indicate the student’s attendance and 
participation in a course in which there is no formal assessment (provided 
the course is eligible) may be obtained by completing the General Request 
Form and submitting to the Registrar's Office with the applicable fee. This 
document is suitable for framing.
Recognition of Learning 
Awarded by the program team for the purposes of recognizing learning that 
does not quality for a credential/document as outlined in the definitions.

Convocation 
Official graduation ceremonies take place in June and November at the 
Recreation Centre and feature presentation of Diplomas, Certificates, Degrees 
and presentation of special College-wide awards. 
To be eligible to participate, the student must have successfully completed all 
program requirements by a specific date (which permits the Registrar’s Office 
to process your records) and the program must qualify for participation in 
the ceremonies, see note below.  If program requirements are not completed 
until after the date set, the student would be eligible to participate in the next 
scheduled Convocation. Information on Convocation is mailed to all eligible 
students.
Application to Graduate: If a student is not registered in a full-time 
program, and is completing the final course(s) of the program on a part-time 
basis, the Application to Graduate Form (available on College website and in 
the Registrar's Office) must be completed and submitted to the Registrar's 
Office.  Applicable fee will apply. 
Note: In programs where an Academic Standing Decision of "Met 
Requirements" is assigned upon completion of the program, the students are 
not eligible to participate in convocation ceremonies.

Fee Information
For detailed fee information, refer to  
www.conestogac.on.ca/registrar/tuitionfee/feeschart.jsp

Student Fees Policy
Policy Statement:  
The Board of Governors annually approves tuition fees and ancillary fees for 
all funded programs and courses offered.  Tuition for funded programs and 
courses follow the Ministry of Training, Colleges and Universities (MTCU) 
tuition fee framework.  All full and part-time students whose enrolment is 
eligible and reported for funding and who are enrolled at the same time in 
the same year of the same program level are assessed the same tuition and 
ancillary fees.  
Note: The collaborative BScN program fees are established outside the 
standard to coordinate with the partner institution. 

Scope: 
This policy defines how Conestoga approves fees.   

Definitions:  
Ancillary Fees
Fees for items not covered by the tuition fees established for a course or 
program that students are required to pay upon enrolment.
Full Cost Recovery Course or Program of Instruction
A course or program of instruction for which the college does not report 
enrolment for funding through the general purpose operating grant.
Funded 
Activity for which the Ministry of Training, College and Universities (MTCU) 
provides funding support.
High Demand Program of Instruction (Formerly “additional cost 
recovery” or ACR)
A program of instruction eligible for general purpose operating grant funding 
for which colleges have the discretion to charge fees above the maximum 
permitted for regular-fee programs.  This discretion is allowed for degree, 
post-basic or Baccalaureate of Nursing programs and/or for basic programs 
which have been determined to meet each of the following criteria:
1.	 there is high demand for instructional space;
2.	� graduates have above-average prospects for employment; and graduates 

have the potential to earn an above average income.
International Student
A foreign national who meets the requirements that authorize enrolment in 
an educational institution in Canada established under the Immigration and 
Refugee Protection Act.
Post Secondary Program
A group of related courses leading to one of the following credentials:
•  College Certificate
•  Ontario College Certificate
•  Ontario College Diploma
•  Ontario College Advanced Diploma
•  Ontario Graduate Certificate
•  �Baccalaureate Degree in an applied field of study or a joint college/

university program that leads to the awarding of a degree by the university 
partner.

Student Status
•  �Full-time Cohort Student  

-  �Admitted to and enrolled in a minimum of 70 percent of the hours, 
or 66 2/3 per cent of the courses in the current session/level of the 
program of study.

•  �Part-time Cohort Student 
- �Admitted to and enrolled in a program of study and does not meet the 

full-time cohort student status. 
•  �Part-time Non-Cohort Student 

- �Enrolled in course(s) but not admitted/enrolled in a full-time program 
of study.

Tuition Fee Payment  
and Deferral Procedure
Procedure Statement  
Students are billed for tuition and ancillary fees and are required to pay full 
fees by the due date. 
A Tuition Fee Payment Deferral is available for students who are unable to 
pay full fees by the due date noted on the Student Fees Invoice.  Tuition Fee 
Payment Deferrals are considered a privilege, not a right and are extended 
to those in good financial standing with Conestoga.  If a student has been 
permitted a deferral in the past and has not adhered to the agreed upon 
payment schedule, a subsequent deferral will be denied. 
If a student provides evidence satisfactory to Conestoga that he/she is 
sponsored by a third party, Conestoga may invoice the third party at its 
discretion. Proof of sponsorship must be provided to the Office of the 
Registrar. 



11

Scope 
This procedure applies to all full-time cohort students registered in full-time 
delivered programs. Part-time non-cohort students are not permitted to defer 
fees. Payment of fees is required at the time of course registration. 

Definitions
Cohort  
An intake of a group of students to a specified program of study with a 
defined start and completion date.
Ontario Student Assistance Program (OSAP) 
The OSAP Program is designed to supplement student resources by helping 
meet the cost of post secondary education. It provides assistance for 
educational costs (tuition, books, and supplies) and living allowance (food, 
shelter, etc.). Assistance is based on financial need as determined by the 
federal and provincial government, through an assessment of the OSAP 
application form.
Program of Study 
A planned and coordinated selection of courses delivered to an identified 
student body leading to a certificate, diploma, degree or other document 
awarded by the Board of Governors.
Student Fee Invoice 
An accounting record of charges for tuition and incidental/ancillary fees.
Student Status
• �Full-time Cohort Student  

- �Admitted to and enrolled in a minimum of 70 percent of the hours, or 66 
2/3 percent of the courses in the current session/level of the program of 
study.

• �Part-time Cohort Student 
- �Admitted to and enrolled in a program of study and does not meet the 

full-time cohort student status. 

Responsibilities  
Associate Registrar 
• Ensures adherence to procedures, processes and timelines. 
• �Maintains the processes and procedures in order to ensure accuracy and 

confidentiality of all student records. 
Fees Clerk  
• �Enter payment information and payment deferrals following established 

procedures and processes while ensuring accuracy and confidentiality of 
student financial records.

Statistical/Fees Officer 
• �Coordinates the fee billing process and is the primary contact for fee 

related issues.
• Primary contact for sponsor agencies. 
Student 
• Access fee and payment information through the student portal.
• �Ensure that he/she is in good financial standing by adhering to payment 

due dates and/or deferral agreement. 
• �Be aware of fee payment processes and procedures related to registration 

and withdrawal.

Procedure:
1. �Students must access their Student Fee Invoice through the Student Portal 

and choose their method of payment.  
    �Full fee payment is due by the payment due date indicated on the Student 

Fee Invoice. (A student will not be considered registered and his/her 
place in a program is not guaranteed until all fees are paid or a valid fee 
payment arrangement has been made.) 

    �Students who choose to make a payment arrangement will be charged a 
non-refundable deferral fee and must select from one of the two options 
below: 
a. Semester Payment Deferral Agreement 
    �To be eligible for the semester payment deferral agreement, a student 

must be registered in two or more semesters within an academic year. 
	   �First payment covers the first semester fees including the Conestoga 

Student Incorporated Health Plan Fee and a non-refundable fee. 

Subsequent payment(s) cover(s) second and third semesters if 
applicable. 

    b. �OSAP Tuition Payment Deferral Agreement 
Students who are paying fees by OSAP must make an OSAP Tuition 
Payment Deferral Arrangement which includes a non-refundable fee.  

        �The request for an OSAP Tuition Payment Deferral Agreement must be 
completed through the student portal and submitted by the fees due 
date.  Approval of the deferral agreement will occur upon notification of 
sufficient OSAP entitlement.

Note:  Submission of an Ontario Student Assistance Program (OSAP) 
application does not constitute an OSAP Tuition Payment Deferral Agreement.  

Tuition Fee Deferral Default
In the event that the student fails to comply with his/her agreed payment 
deferral, Conestoga has the right to withdraw registration, deny release of 
academic information (transcript), place the student on financial hold, and/
or forward the outstanding fee information to a Collection Agency.
A student will be considered in default when the payment due date is not 
adhered to which will result in:
1. The payment deferral is considered null and void. 
2. �All outstanding fees will be due immediately. (This will be reflected on the 

student’s financial status.)
3. �Fees Office will send a letter and/or statement to the student regarding 

outstanding fees.
4. �If account remains unsettled the account information will be forwarded to 

Finance Office for further action. (i.e. Hold placed on student’s record and 
account forwarded to collection agency.)

Program/Course  
Withdrawal (Cohort) Procedure
Procedure Statement  
This procedure defines the process for and consequences of a student-
initiated withdrawal. The timing of these actions determines the student’s 
enrollment status and the effect on the student academic record.  

Scope 
This procedure applies to all cohort students except students registered in 
McMaster programs through Conestoga.

Definitions
Ancillary Fees 
Fees for items not covered by the tuition fees established for a course or 
program that students are required to pay upon enrollment.
Cohort Program 
An intake of a group of students registered in a specified program of study 
with a defined start and completion date.  
Program of Study 
A planned and coordinated selection of courses delivered to an identified 
student body leading to a certificate, diploma, degree or other document 
awarded by the Board of Governors.
Student Status 
Full-time Cohort Student  
- �Admitted to and enrolled in a minimum of 70 percent of the hours, or 66 

2/3 percent of the courses in the current session/level of the program of 
study.

Part-time Cohort Student 
- �Admitted to and enrolled in a program of study and does not meet the full-

time cohort student status. 
Voluntary Withdrawal 
Termination of studies initiated by the student.

Responsibilities
Associate Registrar 
Ensure procedures, processes and timelines are adhered.  Maintain the 
accuracy and confidentiality of all student records. 
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Records Officer 
Enter withdrawal information following established procedures and processes 
ensuring accuracy and confidentiality of student records.
Student 
To be aware of the program withdrawal and refund dates and act accordingly.

Procedure:
1. �Program Withdrawal  (First-Year/First-Level Student) 

a. �If withdrawal is received by the Admission Officer after the fees due date 
and prior to course enrollment: 
 i. student will be deregistered;  
ii. fees paid will be refunded. 

   b. �If withdrawal is received by the Admission Officer after course 
enrollment and prior to the program withdrawal refund deadline: 
 i. student will be withdrawn;   
ii. fees paid will be refunded less the withholding fee.

   c. �If withdrawal is received by the Records Officer after the program 
withdrawal refund deadline and prior to the academic penalty deadline:  
  i. student will be withdrawn;  
 ii. no refund will be given for fees paid for the current level; 
iii. tuition fees paid for subsequent level(s) will be refunded.

2. �Program Withdrawal (Student in Levels Beyond Level One)   
a. �If withdrawal is received by the Records Officer after the fees due date 

and prior to course enrollment: 
 i. student will be withdrawn from the current and future levels; 
ii. fees paid less the withholding fee will be refunded.

   b. �If withdrawal is received by the Records Officer after course enrollment 
and prior to the program withdrawal refund deadline: 
 i. student will be withdrawn from the current and future levels; 
ii. fees paid less the withholding fee will be refunded.

   c. �If withdrawal is received by the Records Officer after the program 
withdrawal refund deadline and prior to the academic penalty deadline: 
  i. student will be withdrawn from current and future level(s); 
 ii. no refund will be given for fees paid for the current level; 
iii. fees paid for future level(s) will be refunded. 

   d. �If withdrawal is received by the Records Officer after the academic 
penalty deadline: 
  i. student will be withdrawn from the current and future level(s); 
 ii. no refund will be given for fees paid for the current level; 
iii. fees paid for future level(s) will be refunded; 
iv.  an academic penalty will apply. 

3. �Course Withdrawal (Full-time Cohort Student) 
a. �If a student drops a course before Course Add/Drop date: 

 i. enrollment is not recorded on the student record;  
ii. �fees for the course are refunded if the student’s status changes to 

part-time.  
   b. �If a student drops a course after the Course Add/Drop date and prior to 

the academic penalty date: 
  i. fees are not refundable, nor will they be reduced if outstanding;  
 ii. a ‘W’ will appear on the student record;  
iii. the status (full-time/part-time) of the student will not be affected.

   c. �If a student drops a course after the Course Add/Drop date and after the 
academic penalty date: 
  i. fees are not refundable, nor will they be reduced if outstanding;  
 ii. a grade of  ‘F’ will appear on the student record; 
iii. the status (full-time/part-time) of the student will not be affected.

4. �Course Withdrawal (Part-time Cohort Student)  
a. �If a student withdraws from a course before Course Add/Drop date there 

is no record of enrollment and fees for the course are refunded less the 
withholding fee.    
b. �If a student withdraws from a course after the Course Add/Drop date 

and prior to the academic penalty date: 
  i. fees are not refundable, nor will they be reduced if outstanding;  
 ii. ‘W’ will appear on the student record;  
iii. the status (part-time) of the student will not be affected.

   c. �If a student withdraws from a course after the Course Add/Drop date and 

after the academic penalty date: 
  i. fees are not refundable, nor will they be reduced if outstanding;  
 ii. a grade of ‘F’ will appear on the student record; 
iii. the status (part-time) of the student will not be affected.

Note: For OSAP recipients, the refund will be directed to the National Student 
Loans Centre (NSLC) to reduce indebtedness. For sponsored students, the 
refund will be directed to the sponsoring agency.

Exceptions to the Withholding of Fees (Refunds)
A student who withdraws from a program after the refund deadline date and 
wishes to petition for consideration for the withholding of fees may do so by:  
• �Submitting a written request within 14 calendar days of the program 

withdrawal refund deadline to the Associate Registrar clearly articulating 
the reasons why a refund of fees should be considered. 
- �The submission should detail facts: particularly dates, circumstances 

and how these circumstances affected the student’s ability to continue in 
his/her program.  Substantiation verifying these circumstances must be 
provided.

The Associate Registrar will review the submission and consult with the 
academic division as necessary.  In certain cases, the Associate Registrar may 
request additional information from the student and will delay a decision 
until receipt of the information.  
The request may be granted based only on these circumstances:
a. �Documented medical cause where the student was under direct medical 

care (e.g. surgery, accident, depression).  This documentation may take 
the form of a letter from a certified medical practitioner and must include 
the dates where the student was under his/her care as well as identifying 
the medical condition or circumstances.

b. �Documented personal cause (e.g. tragic personal event).  Documentation 
will be based on the nature of the event but may take the form of an 
obituary in the case of bereavement.

c. A final decision will be will communicated to the student.
In the event that the student’s submission is accepted, tuition fees may be 
refunded in full or may be prorated based on the length of time the student 
was actively involved in the program.  The Conestoga Student Incorporated 
(CSI) Health Plan fee and ancillary fees will not be refunded.

Payment Deferral – Full-Time Programs
It is the student's responsibility to make adequate preparations to finance 
their education and to have funds available to pay fees by the due date.  As 
Conestoga does not wish to disadvantage students experiencing temporary 
financial difficulty, payment arrangements may be requested by completing a 
Tuition Fee Deferral Agreement form.  This request may be granted through 
the Registrar's Office in cases of extreme financial difficulty and may take the 
form of a split payment arrangement or an OSAP payment deferral.
Submission of an OSAP application does not constitute a payment deferral.  
The request for an OSAP Tuition Fee Deferral Agreement must still be 
completed and submitted by the fees due date.  Approval will be based on 
receipt of sufficient OSAP funds.

Outstanding Fees
Outstanding fees may result in:
• Loss of a place in the program
• The withholding of academic results
• Deactivation/withdrawal from the program
• The withholding of credential at the time of graduation
• Late fee charge of $50
Overdue accounts will be sent to a collection agency.
Note: Official Transcripts will not be issued to students with outstanding 
tuition, residence or incidental fees.

Tax Receipt - (T2202A)  
Tuition and Education Credit Certificate 
The Registrar’s Office provides a Tuition and Education Credit Certificate 
(T2202A) on line to each eligible student for eligible fees in late February 
each year. 
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Tuition for Full-Time Semestered Programs
Tuition is normally calculated and billed on a two-semester basis if both 
semesters fall within the same academic year.  In programs scheduled for 
more than two semesters the length of the program determines the amount of 
tuition.  Students must access their Student Fee Invoice through the Student 
Portal and choose their method of payment.

Tuition for Full-Time Non-Semestered Certificate and Vocational 
Preparation Programs
Students in these programs are expected to complete in less than one year.  
Program length is indicated in weeks.  Fees are not reduced for statutory 
holidays, but no fees are charged for the December holiday break.

Tuition for Part-Time Courses
Tuition for part-time courses is calculated on a rate per hour.  Some 
incidental fees may apply.

International Student Fees
If an international student acquires Canadian citizenship or permanent 
residence status during a semester in which he/she is registered in a 
program, the fees for international students continue to be applicable for that 
semester.  The fees payable by Canadian citizens and permanent residents 
apply only to the next semester in which the student is registered.

Incidental Fees for Full-time Programs
Incidental fees are billed to the student each academic year at the same 
time as tuition is billed.  All fees on the Student Fee Invoice are mandatory; 
however, CSI Health Plan Fees will be refunded with proof of alternate 
coverage.  (See Conestoga Students Inc. (CSI) Fees - Opting Out/Premium 
Refund)

Administration Fee  
This fee is assessed to students in full-time programs and courses.  It pays for 
items such as:
• �Accident insurance plan providing coverage 24 hours per day, seven days 

per week within Canada, as long as the student is enrolled at the College.
• �Student ID cards, a student identification card for access both to various 

College services and to the student's own academic and non-academic 
information.  This card is issued in the first semester and is valid for 
entire College enrolment.  Validation stickers are issued for subsequent 
semesters.  An additional fee for a replacement student card is payable in 
advance at the Registrar's Office.

• �Access Copyright (Under Canada's Copyright Act, it is illegal to copy 
most published materials without permission.  The College has signed a 
license with, a non-profit organization established by Canadian writing 
and publishing associations.  This license permits incidental copying of 
materials by students through this yearly fee.)

Graduation/Alumni Services Fee
This per semester fee provides for all services related to graduation, 
Convocation, and the Alumni Association.

Immunization Fee
This fee supports the process of ensuring students in certain programs 
meet all medical criteria requirements for participation in work experience 
placements.  This includes medical reviews by college nurses and access 
to on-campus testing/immunization clinics.  Hepatitis B immunization for 
students who require it is available at an additional cost.

Program Services Fee
All students in co-op programs pay a non-refundable fee to offset costs 
involved with the wide variety of co-op services provided including marketing 
of students to potential employers, job search assistance, and monitoring of 
the work terms. 

Program Specific Fee
Some programs levy this fee for specific purposes such as special supplies, 
uniforms, etc.

Recreation/Athletic Fee
All full-time, fee-paying students at the Doon campus must pay this fee, which 
assists in offsetting the costs of the intercollegiate athletics program, the 
intramural program, and provides access to the Recreation Centre for the 
academic year.  Full-time students at other campuses, who are not obliged 
to pay the compulsory athletic fee, may purchase a student membership at a 
student rate equal to the athletic fee or buy a day pass.  

Student Priority Fee
This fee funds services, projects, and initiatives of direct benefit to students.  
The priorities are set jointly by the College and the CSI.

Technology Enhancement Fee
This fee assists in ensuring that students have a competitive advantage in 
securing employment through their knowledge and skill in applying current 
information technology. Fees are applied to support hardware and software 
which complements the technology available in their academic programming.

Conestoga Students Inc. (CSI) Fees
Association Fees
This fee, levied by Conestoga Students Inc., allows the CSI to provide 
representation, services, and organize activities for students at the Doon, 
Guelph, Stratford and Waterloo campuses.  Fees are collected by the College 
on behalf of the Conestoga Students Inc.  Fees vary per campus/course load.

Capital Development Fee
This fee applies to all CSI members depending upon campus/course load and 
is allocated for capital purchases and other initiatives deemed of benefit to 
students.

CSI Fee
This fee applies to all CSI members and provides membership in the College 
Student Alliance.

CSI Health Plan
Conestoga Students Inc. offers a comprehensive health plan to all students 
enrolled in full time, government funded programs.
Note: This plan is not available for Corporate Training students, International 
Visa students or part-time students.  
Opting Out/Premium Refund
Students who already have similar coverage through another plan can opt out 
of the CSI Health Plan.  Detailed Information is available on the CSI website:  
www.conestogastudents.com   
Co-op Students: If the co-op work term starts in September, opt out deadline 
is September 30 at 2:00 pm.
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2011/2012 Fees Information
September 1, 2011 - August 31, 2012 Full-time Programs

Tuition Fees
Full Time Semestered Programs (see exceptions below*)  
   Year 1........................................................................... $2420.00 for two semesters
   Year 2, ......................................................................... $2412.00 for two semesters
   Years 3 and 4................................................................ $2400.00 for two semesters
Degree - International Business Management ................. $6100.00 for two semesters
Degree - Accounting, Audit and IT .................................. $6100.00 for two semesters
Degree - Community & Criminal Justice .......................... $6100.00 for two semesters
Degree - Health Informatics ............................................ $6100.00 for two semesters
Degree - Interior Design.................................................. $5314.00 for two semesters
Degree - Public Relations................................................. $5314.00 for two semesters
Degree – Technology........................................................ $6100.00 for two semesters
Professional Accounting Practice....................................$5000.00 for three semesters
Financial Planning Services.............................................. $4500.00 for two semesters
Advanced Care Paramedic................................................$10,485.00 for the program
Applied Health Informatics..................................................$9150.00 for the program
Human Resources Management ...................................... $5100.00 for two semesters
Nursing - BScN  Year 1..................................................... $5382.00 for two semesters
                        Year 2.................................................... $5356.20 for two semesters
                        Year 3.................................................... $5330.70 for two semesters
                        Year 4.................................................... $5305.50 for two semesters
Diploma RPN to BScN  Year 1.......................................... $5356.20 for two semesters
                                 Year 2.......................................... $5330.70 for two semesters
                                 Year 3.......................................... $5305.50 for two semesters
Pre-Service Firefighter Education and Training................... $8060.00 for the program
Respiratory Therapy Technician  Year 1 .......................... $2740.00 for two semesters
                                               Year 2.......................  $3910.00 for three semesters
                                               Year 3.............................$1270.00 for one semester
Paramedic  Year 1............................................................ $2744.00 for two semesters
                 Year 2............................................................ $2644.00 for two semesters
Information Management for Health Care Year 1 ............ $6100.00 for two semesters
Advanced Police Studies................................................... $4800.00 for two semesters
Teaching English as a Second Language .............................$3950.00 for the program
Career Development Practitioner..............................................$1395.00 per semester
Computer Applications Development ............................... $3380.00 for two semesters
Community & Social Service Management........................ $4800.00 for two semesters
Global Business Management........................................... $4500.00 for two semesters
Videography - Broadcast/Journalism................................ $4680.00 for two semesters
Integrated Marketing Communications............................. $4500.00 for two semesters
Media Sales...................................................................... $3100.00 for two semesters
New Media Convergence................................................... $4680.00 for two semesters
Pressure Systems Welding................................................ $7600.00 for two semesters
Public Service................................................................... $3800.00 for two semesters
Sports Photography & Vidography.................................... $4500.00 for two semesters
Heavy Equipment Operator..................................................$5450.00 for the program

Full Time Non-Semestered Certificate and Preparation Programs.....  $65.50 per week
Part Time courses.........................................    $5.59 per hour, with some exceptions

International Student Tuition (*based on two semesters)
ESL Program................................................................................................... $9,800* 
For Diploma/Post Graduate/Certificate Programs  
(excluding Practical Nursing)....................................................................... $10,500*
For Degree Programs.................................................................................... $12,500*
For RPN 1st Year........................................................................................... $12,500*
For Short Term Certificate Programs............................................... $327.00 per week
For Part-Time Courses........................................................................$28.50 per hour
(Incidental fees are additional. Contact the Registrar's Office for exact fees for above 
programs)

Incidental Fees for Full Time Programs
Administration Fee.......................................................................$20.60 per semester
Graduation/Alumni Services Fee...................................................$18.56 per semester
Program Services Fee...................................................................... Varies by program 
Program Specific Fee....................................................................... Varies by program
Recreation/Athletics Fee...............................................................$63.17 per semester
Student Priority Fee......................................................................$45.46 per semester
Technology Enhancement Fee.....................................................$117.05 per semester
Conestoga Student Inc. (CSI) 
Association Fee 
Doon / Cambridge Campus..........................................................$77.50 per semester
Waterloo Campus.........................................................................$25.00 per semester
Guelph / Stratford / Ingersoll Campuses........................................ $9.00 per semester
Conestoga Student Inc. (CSI) Capital Development Fee - 
     Doon Campus ........................................................................$52.77 per semester
Conestoga Student Inc. (CSI) CSA Fee............................................$4.50 per semester
Conestoga Student Inc. (CSI) Health Plan - 
     for more information go to www.conestogacstudents.com
Conestoga Student Inc. (CSI) Health Plan  - 
     Optional Family coverage please contact the CSI

Incidental Fees for Part Time Courses  See fees description
Note: Incidental fees are mandatory.  (A refund for Health Plan Fee is 
possible.  See CSI opt. out information)

Other Fees
Audit Fee............................................... $5.59 per course hour, with some exceptions
Prior Learning Assessment & Recognition (PLAR) Fee. $128.70, with some exceptions
Completion of Forms/Verification Letters Fee........................... $15.00 (includes GST)
Continuing Education Graduation/Alumni Services Fee......................................$37.12  
Duplicate Copies of Course Outlines................................................Minimum of $5.00
Duplicate Documents of Recognition - Degree, Diploma, Certificate.................$30.00
Affirmation and Statement of Participation........................................................$15.00 
General Education Late Fee...............................................................................$25.00
Late Fee.............................................................................................................$50.00
Parking Fee (in effect from September 1/11 - August 31/12) 
     Available from the College website
Processing Fee..................................................................................................$25.00
Replacement Photo ID card .............................................................................$10.00
Returned Cheque Fee........................................................................................$30.00
Supplemental Fees.............................................................................................$25.00
Tax Receipt (T2202A) Duplicate.......................................................................$20.00
Testing Fee for Applicants......................................................$30.00/test - $20/rewrite
Transcript Fee......................................................... $10.00 (taxes included)

Program Withdrawal/Refund
For information regarding program withdrawal and/or refunds, refer to 
Program/Course Withdrawal (Cohort) Procedure.
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Registration 
Transfer to Another Course 
A course transfer fee will be charged and payable at the time request is made. 
Students who wish to request a course transfer must contact the Registrar's 
Office and provide their student identification number. Transfers cannot be 
processed if the course prerequisite/co-requisite requirements or the course 
registration deadline/refund policy period has expired. 

Application to Graduate
If a student has met all of the requirements for completion of a part-time 
program, the “Application to Graduate” form must be completed and 
submitted to the Registrar’s Office.  Forms are available at Campuses, CE 
Offices, College website and the Registrar’s Office. Applicable fee will apply.

Student Withdrawal/Dropping a Course
Students wishing to withdraw from a course after the start date must contact 
the Registrar’s Office. A mark of "W" will be assigned if withdrawal is prior 
to 75% of course completion.  A mark of "F" (academic penalty) will be 
assigned if withdrawal is after 75% of completion.  Failure to attend does not 
constitute a withdrawal.

Withdrawal with a Refund 
To withdraw and request a refund from a course, the Registrar’s Office must 
be notified within the time period specified in the “Refund Policy” on your 
Confirmation of Registration and student identification number must be 
provided. See further information under "Refunds".
We regret that exceptions to the refund policy cannot be made for applicants 
who register late in a course. After the start of the first class, refunds for 
supplies and/or association fees may not be issued.

Fees Information
Please refer to the College website or a current copy of the Continuing 
Education Catalogue for detailed information.

Tuition Fee
Tuition fees are subject to review on an annual basis. Tuition fees are not 
transferable from one semester to another. Many courses and seminars 
offered through Continuing Education are subject to the H.S.T.

Resources Enhancement Fee
Continuing Education students pay a fee which is used to enhance and 
upgrade the equipment and facilities for all CE students at the College. A fee 
of $0.46 per student credit hour is charged to a maximum of $22.08 per 
course.

Student Priority Fee
This fee funds services, projects and initiatives of direct benefit to students. The 
priorities are set jointly by the College and Conestoga Student Incorporated 
(C.S.I.). The fee applies to courses that are part of the certificate/diploma/ 
degree programs as well as general education electives. Fees are charged at 
$0.22 per credit hour to a maximum of $10.56 per course.

Continuing Education  
(Part-time Studies)

Administrative Fee
Continuing Education students enrolled in courses and programs pay an 
administrative fee of $0.44 per student credit hour to a maximum of $21.12. 
If the College cancels a course, the full administrative fee will be refunded.

Course Transfer Fee
A $25 Course Transfer Fee will be charged to students requesting to change 
courses in which they are registered within the refund period/registration 
deadline for the course. The fee must be paid at the time the transfer is 
requested. If request is made by telephone, students must supply their credit 
card information as payment. If request is made in person, payment will be 
accepted by cash, debit, cheque or credit card.

Post-Dated Cheques
Do not submit post-dated cheques.  The registration form and cheque may be 
returned to the student.

Reduced Fees for Senior Citizens
Part-time students, age 60 or over, may take most courses for a reduced 
tuition fee. This discount applies to tuition fees and does not apply to 
supplies, equipment, tuition, fees for seminars and tuition fees for some 
specialty courses. Please contact the Registrar’s Office at 519-748-5220,  
ext. 3465, to confirm tuition fee discount.

Refunds
• �If the College decides a course cannot be given, the full amount of fees paid 

will be refunded if the student is registered at time of cancellation.
• �If a student withdraws from a course by the refund policy date, the 

full course fee less a $25 administration fee will be refunded. In some 
instances, supply fees etc. will be held.

• �It is the responsibility of students to be aware of the refund policy for their 
specific course(s), as there are various refund policies depending on the 
type and duration of the course. The refund policy is indicated on the 
Confirmation of Registration form.

• �A refund cheque will be issued and mailed for any type of payment.  
Refunds require approximately 3 weeks for processing. (Refunds under $5 
are issued only upon request).

• �The Recreation Centre’s program refund policy is found in the Conestoga 
Recreation section.

• �Normal refund deadlines apply to sponsored students. A student’s failure to 
complete/pass a course does not void the invoice.
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College Services
Aboriginal Services
Be-dah-Bin Gamik (Place of New Beginning) is located in room 1A103, 
below the Tim Hortons, in the Doon Student Life Centre. Aboriginal Services 
offers counselling, employment and community support along with various 
Elders to support your valued educational commitment. We will meet students 
at any of our campuses. We are committed to assist Aboriginal Students in 
their academic success and personal growth. 
Phone Be-Dah-Bin Gamik……..519-748-5220 ext. 2470 or 2251

Alumni Services
Doon Campus	 Student Client Services Building 2nd Floor 
	 Tel. 519-748-5220, ext. 3463 
Hours	 Monday to Friday, 8:30 am - 4:30 pm
Conestoga graduates can maintain links with Conestoga College through the 
Alumni Association. Graduates automatically become lifetime members. As a 
current student or a Conestoga grad, you may wish to take advantage of our 
products and services including discount tickets, travel and insurance. After 
graduation, keep your address and e-mail current with the Alumni Services 
Department to receive your free copy of Connections - Conestoga's annual 
alumni magazine and your monthly e-connections newsletter - your window 
to up to date news and updates on events and other Alumni related activities, 
benefits and services. For more information, please visit  
www.conestogac.on.ca and select 'Giving & Alumni'.

Bookstores
Doon Campus	 Main Building, Room 2A215
In addition to textbooks and school supplies, we carry a wide range of 
Conestoga College crested clothing, giftware, computer software with special 
academic pricing for students, greeting cards, postage stamps, GRT bus 
tickets, snack foods and more!
Save time, ORDER ONLINE! Please visit www.conestogac.on.ca/bookstore for 
information on pricing, availability, online ordering, and approximate cost for 
textbooks by program. Alternatively log into the Student Portal and access the 
online Bookstore via the Services tab to place your order (Doon, Cambridge 
and Waterloo campuses only). 
We accept VISA, MasterCard, American Express, cash or your debit card.  We 
do not accept personal cheques. Credit cards cannot be accepted over the 
telephone.

Hours and Contact Information
Monday to Thursday, 8:00 am - 8:00 pm 
Friday, 8:00 am - 5:00 pm 
For any additional information please feel free to contact us! 
Email: bookstore@conestogac.on.ca  
Online: www.conestogac.on.ca/bookstore 
Doon Telephone: 519-748-5220, ext. 3241 
Guelph Telephone: 519-748-5220, ext. 6126 
Stratford Telephone: 519-748-5220, ext. 7221 
Waterloo Telephone: 519-748-5220, ext. 5238
Cambridge Campus 
Textbooks and materials for programs offered at the Cambridge campus are 
available in-store at the Doon Campus Bookstore and online through the 
Bookstore website or via the Services tab on the Student Portal.
Guelph, Waterloo & Stratford Campuses
Textbooks and materials will be available at these campuses only at the start 
of classes as these campuses do not have Bookstore facilities that operate 
year round.
IMPORTANT Riverside Glen Students are required to purchase their 
textbooks online via the Bookstore website or in-store at Doon campus 
only (textbooks are not available for purchase at the Guelph campus).

Continuing Education – Textbooks and Supplies 
Unless otherwise indicated in the course description, the cost of textbooks 
and/or supplies for Continuing Education programs and courses are not 
included in the course fee.  Your instructor will advise all students at the first 
class whether you will be required to purchase a textbook and/or supplies 
and where these may be obtained.

Conestoga Career Centre
Students are encouraged to access Co-op and Career Services for career and 
employment support.
The Conestoga Career Centre is a FREE resource open to the public. 
Information is available on careers and occupations, the local job market, 
assistance with program registration, training opportunities and job search 
strategies. Customer Service staff are available to guide your educational and 
career goals. 
The Conestoga Career Centre is your one stop for:   
• Career and Academic Advising  
• Labour Market Information  
• Program Registration  
• Career Advising for Internationally Trained Individuals 
• �Summer Jobs Services for students (15-30 years of age) available through 

Conestoga at the Stratford Campus
• �Employment and Training Supports (Available at the Guelph, Cambridge 

and Waterloo Campuses and 285 Weber Street, Waterloo)
Employment Ontario services are funded in part by the Government of 
Canada.
The Centre is a FREE resource open to the public and Conestoga students.  
Information is available on careers and occupations, the local job market, 
assistance with program registration, training opportunities and job search 
strategies.  
For more information, contact or drop-in to a Career Centre nearest you:
Doon Campus: (Student Client Services Building) 
299 Doon Valley Drive, Kitchener, 
Email: careercentre@conestogac.on.ca or call 519-748-3535 or  
1-877-748-3535
Guelph Campus: 460 Speedvale Avenue West, Guelph 
Email: guelphcareercentre@conestogac.on.ca  or call 519-824-9390,  
ext. 6156  Toll free 1-866-585-4008
Waterloo Campus: (Serving Wellesley, Elmira and New Hamburg)  
108 University Avenue East and 285 Weber Street, Waterloo  
Email: waterloocareercentre@conestogac.on.ca or call: 519-885-0300,  
ext. 5226
Stratford Campus: (Serving Listowel, St. Marys, Wingham, Exeter, Seaforth, 
Clinton and Goderich) 130 Youngs Street, Stratford 
Email:  stratfordcareercentre@conestogac.on.ca or call: 519-271-5700 
Toll free 1-800-463-0796

Co-operative Education  
and Career Services
Career Services
Career Advisors and Employment Advisors provide students with resources, 
workshops and one-on-one assistance in career and education investigation 
and employment preparation.  Career Advisors assist students in the 
development of meaningful educational and career plans.  They also provide 
guidance on academic policies, transfer processes, articulation agreements 
and alternative access routes within Conestoga College and other post-
secondary institutions in Canada and abroad. 
Each Employment Advisor is responsible for a specific group of co-op 
students by program.  Advisors deliver the Co-op and Career Preparation 



17

course, assist co-op students with job search activity and monitor work term 
progress. They also mediate when workplace issues arise.  Additionally, the 
Advisors meet with non-co-op students in one-on-one appointments as well 
as in clinics and workshops.  
Students are provided access to MyCareer - Conestoga's online career 
solutions system via the "Services" tab in the Student Portal.  Use MyCareer to 
search summer, part-time, on-campus and graduate job postings, register for 
upcoming workshops and employer events, and access valuable career and 
employment-related resources.
To book an appointment or for more information: 
Cambridge Campus: visit the Administration Office for services and office 
hours or call 519-748-5220, ext. 2298.
Doon Campus: visit Co-op and Career Services in the Student Life Centre, 
Room 1A105, or call 519-748-5220, ext. 2298.
Waterloo Campus: visit the Administration Office in Room 1C04, or call  
519-885-0300
Guelph Campus: for General Inquiries for Co-op and Career Services, 
call 519-748-5220 ext. 2298.  To make a Co-op or Employment Advising 
appointment, email Kitty Runstedler at krunstedker@conestogac.on.ca.  
To make a Career Advising appointment, contact Karen Shoemaker at 
kshoemaker@conestogac.on.ca or ext. 2389.

Co-operative Education
All co-op students take a comprehensive Co-op & Career Preparation course 
that aids in preparing them for co-op as well as lifelong employment.  This 
includes assistance with resumes, cover letters, interviews and job search 
techniques required for work term recruitment.  Employment Advisors 
provide personal assistance to co-op students.  Student Employment 
Services Officers facilitate the student application and selection process, 
including advertising job openings, providing employers with applications 
and arranging interview schedules.  During the term prior to each co-op 
term, co-op students will be able to access and apply to co-op jobs via the 
MyCareer system.  Additionally, all co-op students are required to conduct a 
job search independent of the opportunities generated by the co-op office.  
For more information we invite you to drop in or call.
Cambridge Campus: visit the Administration Office for services and office 
hours or call 519-748-5220, ext. 2298.
Doon Campus: Student Client/Services Building, Room 216 and Student Life 
Centre, Room 1A105, or call 519-748-5220, ext. 3438.
Guelph Campus: visit the Administration Office in Room A3, or call  
519-824-9390.
Waterloo Campus: visit the Administration Office in Room 1C04, or call  
519-885-0300.

Conestoga Residence  
and Conference Centre
99 Conestoga College Blvd., Kitchener, N2P 2N5  Tel. 519-895-2272
The Conestoga Residence, directly across from the Doon and Cambridge 
Campus, has traditional and private accommodation from September 
through April. Fees are due mid-June and include rent, cable TV, telephone, 
internet, and all utilities. There is an option of a fee installment plan/semester 
(additional fees apply). For details on occupancy, availability, facilities and 
costs, contact the Conestoga Residence and Conference Centre –  
www.conestogarez.ca

Conestoga Students Incorporated (CSI)
Location:	 Doon Campus, Main Building, Tel. 748-5131 
Hours 	 Monday to Thursday, 9:00 am - 4:00 pm,  
	 Friday, 9:00 am - 2:00 pm 
Website	 www.conestogastudents.com
The CSI is the official student association of all full-time students at 
Conestoga.

The core competencies CSI provides are services, activities and 
representation.  Services such as the health plan, clubs, etc. are designed to 
make student lives easier.  Moreover, activities are offered to help improve 
student life on campus.  Activities like comedians, guest speakers, pub nights, 
talent shows, game shows, bus trips, etc. are designed to cater to a variety of 
social desires that a Conestoga student may have.
Representation is very important to CSI.  CSI acts on the student’s behalf with 
the administration of the college and also to governments facing issues such 
as financial aid, transferability of credits and college funding issues.  At the 
satellite campuses CSI offers representation, not services and activities, to 
students for a reduced association fee.  
• Self-serve area 
• Movie pass, event ticket sales 
• Massage Therapy Service 
• Photo Studio 
• Photocopying 
• Online Student Housing 
• Food Bank

Counselling Services
Our professionally trained counsellors can work with you to ensure you 
achieve your educational goals. Arrange to see a counsellor quickly if 
academic or personal problems stand in the way of your College success. 
Counselling is free, voluntary and confidential. Counsellors can refer you to 
other College and community resources that can help. Counsellors provide 
workshops and groups on a variety of topics e.g. public speaking anxiety, test 
anxiety, self esteem, stress, relaxation, suicide prevention.   Counsellors can 
also assist with screening for learning disabilities.  
To make an appointment, visit or call the following locations, Monday to 
Friday, 8:30 am – 4:30 pm: 
Cambridge - Room A2219, 519-748-5220, ext. 3232 
Doon - Room 1A101, 519-748-5220, ext. 3360  
Guelph - �Conestoga Career Centre and Student Services 519-824-9390, ext. 

6156
Waterloo - Campus Administration Office, 519-885-0300, ext. 5224
For more information visit the Counselling Services website  
www.conestogac.on.ca/counselling

Disability Services
Students with documented disabilities are encouraged to book an 
appointment with a Disability Counsellor as soon as you receive College 
acceptance. Please bring documentation to the first appointment. For more 
information on documentation guidelines, visit our website at  
www.conestogac.on.ca/disability
Disability Counsellors will share information about the full range of supports 
and services and will set up academic accommodations for the coming 
semester.  Orientation and training sessions can be arranged in the Adaptive 
Technology Lab at all campuses where staff are available to demonstrate a 
variety of specialized equipment and adaptive computer software. Books in 
alternate formats are available for students with a documented print disability. 
To make an appointment, visit or call the following locations, Monday to 
Friday, 8:00 am – 4:30 pm:
Cambridge - Room A2219, 519-748-5220, ext. 3360 
Doon - Room 1A101, 519-748-5220, ext. 3232  
Guelph - �Conestoga Career Centre and Student Services 519-824-9390, ext. 

6156
Waterloo - Campus Administration Office, 519-885-0300, ext. 5224 
For more information visit Disability Services website at  
www.conestogac.on.ca/disability
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Financial Aid and Student Awards
Doon Campus, Student/Client Services Building, Tel. 519-748-5220, ext. 3378
Hours: Monday to Friday, 8:30 am - 4:30 pm

Ontario Student Assistance Program (OSAP)
The Ontario Student Assistance Program (OSAP) is a needs based program 
designed to help Ontario students cover the cost of post-secondary education. 
Funded by the federal and provincial governments, OSAP is intended to 
promote equality of opportunity for post-secondary studies through direct 
financial assistance for educational costs and living expenses. These interest-
free loans are intended to supplement your financial resources and those of 
your family. The majority of students apply for loan assistance via the OSAP 
website: http://osap.gov.on.ca. Students can also print the application booklet 
through the OSAP website. 
How you will receive your OSAP funds: 
The Financial Aid Office (or designated location) will issue the loan 
certificate to you. In order to pick up your loan certificate, you will need the 
following documentation.
1. A government issued Social Insurance Number Card
2. A government issued photo ID (i.e. driver’s license; passport, etc.)
3. �A void cheque from your personal savings or chequing account (so that 

the National Student Loans Service Centre can direct deposit your funds 
into your bank account.)

Amount of Funds Available: 
60% of funding is released at the start of classes.
40% of funding is released at the start of the next semester.
If you are in a one semester program, or a Co-op program in which your 
next semester is a work term, the second portion of your funding will be 
available approximately 3-4 weeks after the initial loan was released.
National Student Loans Service Centre 
The National Student Loans Service Centre is the agency responsible for 
performing the following functions:
1. Processing your student loan certificate.
2. Arranging for the deposit of your student loan into your bank account.
3. Forwarding payment for any outstanding fees owing to the College.
4. �Tracking all of your student loan information and notifying you of the 

payment schedule and amount owing once you cease being a full time 
student.

Important Notes
1. �Students must pick up loans in the Financial Aid Office or designated 

location each time a student loan certificate is issued.
2. �Students are required to provide their Social Insurance Number card 

and a government issued photo ID each time they pick up a student loan 
certificate.

3. �Students must provide a void cheque or banking information (i.e. account 
and transit number) each time a student loan certificate is issued.

4. �Outstanding fees owing to the College will be deducted from your student 
loan certificate, based on your Payment Deferral Agreement. The National 
Student Loans Service Centre will deduct the amount of tuition owing from 
the proceeds of your loan and forward it directly to the College on your 
behalf.

It is your responsibility to ensure the accuracy of the information on 
your loan document. Should an error occur, you are responsible for any 
outstanding fees.

Academic Awards
The College recognizes exceptional academic achievement by its students 
both during their studies and upon graduation. To this end, as set out below, 
there will be four categories of academic recognition upon graduation. 
President's Honour List  
Graduation with High Distinction  
Graduation with Distinction  
Conestoga Honour List 

For additional information on the Honours Policy and Honours Procedure 
refer go to www.conestogac.on.ca/about/policies/academics.jsp 
Governor General’s Academic Medal  A bronze medal goes to the 
graduating student with the highest academic grade average for all courses in 
a diploma program.
President’s Scholar Award  An inscribed College Coat of Arms is 
presented by the President at the fall Convocation to the student who achieves 
the highest academic standing in all courses, with no failed courses, upon 
graduation from a four-year Conestoga baccalaureate program.
The James W. Church Award  This award honours Dr. James W. Church, 
founding president of Conestoga College. 
To be eligible students must: (1) graduate with a minimum program/cohort 
GPA of 3.75 of a Diploma, Ontario College Diploma or Ontario College 
Advanced Diploma or Degree  (2) demonstrate concern for the dignity of the 
individual in society and (3) make a contribution of benefit to society.
The award in the amount of $1000.00 and a framed Program Guild Shield is 
presented annually at Convocation.
Conestoga College Mastercraft Award  In 1980, past- president 
Kenneth E. Hunter established the Mastercraft Award to recognize student 
achievement of excellence in program-related skills. To qualify for final 
judging, entries must first be selected as winners at the program level.
Projects are judged on first impression, innovation, creativity, skill and 
quality. 
The winner of the Mastercraft Award receives a cash award and is recognized 
with a program Guild Shield bearing the winner’s name inscribed in silver.
The Mastercraft Award is presented at Conestoga College’s June and 
November Convocation ceremonies.

Student Awards, Bursaries and Scholarships
Students – Please read this very important information! 
Links to information and application forms for all awards, bursaries and 
scholarships administered by the Financial Aid and Student Awards Office are 
emailed to all students at the beginning of every month to their College email 
accounts. Students should check their College email addresses frequently. 
In addition to the awards offered through the Financial Aid and Student 
Awards Office there are also many program-specific awards administered 
by individual programs. Students should talk to their faculty or program 
co-ordinators about additional awards co-ordinated by their programs.
CCSAF Bursary Program  The Conestoga College Student Assistance Fund 
(CCSAF) Bursary is a non-repayable award given on the basis of financial 
need. The CCSAF Bursary Program is established on a yearly basis with 
revenue generated from tuition fee increases. It is designed to assist with 
second semester costs. 
Students who are registered in a two-semester program, in which the 
“in-school” study periods occur consecutively, may apply. In order to qualify 
you must meet the residency requirements as defined by the Ontario Student 
Assistance Program (OSAP). 
Application information and forms are emailed to students' Conestoga 
email accounts. The information is also available at the Financial Aid Office 
and Campus Administration (Cambridge, Guelph and Waterloo) by early 
September. Application due dates will be advertised – students must apply by 
the deadline date. 
The Conestoga College Entrance Award  
The Conestoga College Entrance Award has been established to recognize 
academic achievement and assist first -year students who demonstrate 
financial need.
To qualify for this award students must: 
• �have attained an overall average of 75% from a recognized secondary or 

post-secondary educational institution
• �be registered in the first year of a ministry-approved Conestoga College 

certificate, diploma, or degree program – the duration of the program 
must be greater than 21 weeks.

• �demonstrate financial need 
• �have lived in Ontario for at least 12 consecutive months 
Award Value: $500 – 75.0% - 84.9%    $1000 – 85% - 89.9% $1500 – 90%+
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The Conestoga College Achievement Award  
This award has been established to promote academic excellence for those 
students who have a demonstrated financial need. 
In order to qualify for this award, students must:
• �have an overall GPA of 3.75 at end of the 2009-10 academic year of a full 

time Conestoga College program
• �have no incompletes, failing grades or Did Not Attends (DNA) 
• �be full-time 
• �be registered year two, three or four of ministry-approved program in 

current academic year 
• �be promoted and registered into year two, three or four  of ministry 

approved diploma or degree program 
• �demonstrate financial need 
• �have lived in Ontario for at least 12 consecutive months 
Award Value: $500.00 
Conestoga also has many more entrance awards and scholarships.

How to Find Out 
All students are provided with a Conestoga email account. At the beginning 
of every month an email is sent to all students with a link to the awards, 
bursaries and scholarships that are being offered that month. This link 
provides you with all the information you need to determine if you are 
eligible and how to apply.
By checking your Conestoga email account frequently you will never miss 
out on information about the awards, bursaries and scholarships offered by 
Conestoga’s Financial Aid Office.
In addition, ask your faculty or program co-ordinator about awards 
administered directly by your program.
Where to Ask  For information about awards, bursaries and scholarships 
contact the Financial Aid and Student Awards Office 519-748-5220, ext. 3378 
and talk to your program faculty or program chair.

Food Services
Cafeteria hours are posted at Cambridge, Doon, Guelph and Waterloo 
campuses, please consult posted hours but range from 7:30 am - 7:00 pm to 
include dinner service.  
If you require information pertaining to a specialized or restricted diet, please 
make an appointment with our Dietetic Technician, Karen Bryant, to discuss 
your personal requirements. 
Check out our Website for detailed information regarding Hours of Operation, 
daily menus and promotions, Health & Wellness, Nutritional Journal Creation, 
Sustainability and Environmental Initiatives, Declining Balance Meal Cards , 
or Catering  at www.dineoncampus.ca/conestoga.  We are always available to 
answer any questions by contacting us directly at (located in the Main Cafe of 
the Doon Campus) by phone at 519-748-5039 or chartwells@conestogac.on.ca 
At the Doon campus there are four food service areas.  Services range from Just 
like home Hot meals, Stir-fry & Pasta Station, Coyote Jack's Grille,  Sandwich/
Wrap/Panini  Deli bar, Soup & Cereal Station, On-The-Go (readily prepared 
sandwiches, salads & snacks), Fresh Sushi,  Starbucks & Seattle’s Best Coffees, 
Tim Hortons, 2 Pizza-Pizza locations and Mr. Sub.

Health Services
Doon Campus Student Life Centre, Room  1A102 
Tel. 519-748-5220 ext. 3679 
Website:  www.conestogac.on.ca/health 
Hours:  Monday to Friday, 8:30 am - 4:30 pm, August through June 

Doctor’s Clinic and Health Promotion
Health Services provides quality health care and health education to all 
current Conestoga College students. Health Services includes a medical clinic 
with a full range of services.  Resources are available on a wide variety of 
health topics.

Complementary Health Care:
Chiropractic Services are available through Health Services on a fee for services 
basis. These services may be covered by your extended Health Care Plan.

Accidents/Injuries
Any injury that occurs on College premises should be immediately reported to 
Security Services. Students need to complete an Accident/Incident Report with 
their faculty and submit it to Health and Safety.

First Aid
If you require first aid at Doon Campus, contact Security Services in Room 
2B10, telephone 519-748-5220, ext. 3357. 
At campuses other than Doon, staff trained in first aid are on call. Emergency 
telephone number (for all campuses) 911 - Police, Fire, and Ambulance.

International Education Office/ 
International Student Advising
Doon Campus  Student/Client Services Building, Second Floor, Room #220
International Education Office hours  Monday to Friday, 8:30 am - 4:30 pm
The International Education Office provides a wide range of services and 
assistance to international students with regard to Study Permit and Visa 
renewals as well as Off-campus and Post-graduate Work Permit applications. 
The International Office also strives to integrate international students to the 
campus and to Canadian culture through monthly activities and social events. 

Library Resource Centre  (LRC)
Doon Campus Main Building, Room 2B18; Tel: 519-748-5220, ext. 3361
Cambridge Campus  Room A1109 
For details regarding hours of operation, contacts, library resources and 
services, online access, renewals, and other LRC information, please visit our 
website at:  www.conestogac.on.ca/lrc, or email us at LRCinfo@conestogac.
on.ca or call the Doon LRC Public Service Desk at 519 748-5220, ext. 3361.
Library Resource Centre services and resources are accessible to students at 
all campuses.  The collections include books, electronic full-text databases, 
periodicals, and audio-visual resources and equipment.  To borrow materials, 
full-time students must present their current student ID card; part time 
students must present their current Confirmation of Registration.  Registered 
students will be issued a four-digit PIN that allows 24/7 access to a wealth 
of online resources.  Print resources can be shipped to any campus upon 
request.

The Learning Commons 
The Learning Commons provides students with academic supports and 
strategies to improve their learning effectiveness.  
You can find information or make appointments at the following locations: 
Cambridge: Room A1103
Doon: Student Life Centre, Room 2A103; 519-748-5220, ext. 2308
Guelph: �Conestoga Career Centre and Student Services; 519-824-9390,  

ext. 6156
Waterloo: Campus Administration Office; 519-885-0300, ext. 5224 
Visit our website: www.conestogac.on.ca/learningcommons 
Our services include:

Peer Tutoring (minimal fee for service)
• Subject-specific tutoring by senior students 
• One-to-one or group tutorials
• Request a tutor through our website

Peer-Supported Learning Groups (free)
• Weekly group study sessions led by an experienced student
• Compare notes, discuss concepts, and practice test-taking strategies 

Peer Conversation Partners (free)
• For students with English-as-a-second-language 
• �Practice your English conversation skills with a peer; learn about Canadian 

culture
• One-to-one or groups
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Learning Skills Services (free)
• �Assistance with identifying learning styles, time management, textbook 

reading, memory tips, multiple-choice test taking, and preparing for exams
• Handouts available on our website

Writing Centre (free)
• Assistance with all writing processes: structure, grammar, referencing 
• Handouts available on our website

Math Centre (free)
• Appointments available with a Math Specialist
• Math drop-ins 

Computer Support (free)
• Computer assistance provided by student helpers

Lockers
The Cambridge and Doon Campus have a limited number of lockers available 
for student use each semester. Lockers are available on a first come first 
serve basis. Full-time students can access the locker assignment file on-line 
via the College website using their computer account. Students may only 
occupy one locker each semester, and it must be assigned to them. Under 
certain conditions, the College may choose to enter your locker. Lockers 
must be cleared at the end of the semester; otherwise any possessions left 
in lockers are removed and disposed of after 30 days. The College is not 
responsible for lost, stolen or damaged articles. Combination locks can be 
purchased at the Doon Bookstore.
Guelph and Waterloo campus students will be able to get their locker 
assignments the day of Orientation.
Lockers - Entry  There are certain occasions/circumstances when the 
College may exercise the right to enter a locker:
1. When a student terminates student status at the College.
2. When there is clear and present danger to health or safety.
3. During a police investigation, with appropriate warrants.
The college does not have the combinations to locks used on lockers, so 
entry under the above conditions requires cutting the lock. 

Public Transportation
Doon, Waterloo and Cambridge campuses are served by Grand River Transit 
You may contact GRT by phone at 519-585-7555.  Visit the College website 
for a link to GRT or view their Web site at www.grt.ca
Guelph Campus is served by Guelph Transit.  Contact Guelph Transit by phone 
at 519-882-1811 or visit their website at www.transit@city.guelph.on.ca
Stratford Campus is served by Stratford Transit.  Stratford Transit can be 
reached by phone at 519-271-0250 ext. 264, or visit the City of Stratford 
website and link to Stratford Transit at www.city.stratford.on.ca 

Recreation Centre
Doon Campus
Hours  �Monday to Friday, 7:00 am – 11:00 pm 

Saturday & Sunday 7:00 am – 8:00 pm
Information Hotline:  519-748-3565
The Recreation Centre offers a vast array of activities for students.  You 
can workout in our fabulous fitness club, play intramural or varsity sports, 
take part in specialized fitness classes, play squash or shoot some hoops.  
The best part is… if you’re a full-time student at the Doon and Cambridge 
campuses, it is all covered by your student recreation fee.  All you need is 
your student card to get in.  If you are a full-time student at another campus, 
you can purchase a student membership by visiting the Recreation Centre 
reception desk.  “Activate Your Life” at the Recreation Centre.

Safety and Security Services
Cambridge Campus 519-748-5220, ext. 4557 
Doon Campus Main Building, Room 2B10-6, 519-748-5220, ext. 3357 
Guelph Campus  519-824-9390, ext. 6357 
Waterloo Campus  519-885-0300, ext. 5357 
Safety and Security Services provides 24-hour security at the Doon and 
Cambridge campuses, and daytime/evening/ weekend security at the Guelph 
and Waterloo campuses. Concerns or offences may be reported to Safety and 
Security Services. 
Emergency Number:  911 - for fire, ambulance and police from all 
campuses (Doon, Guelph, Waterloo, Cambridge, and Stratford)

Lost and Found
A “Lost and Found” service is provided by Safety and Security Services at 
the Doon and Cambridge Campuses and in the Administration Office at the 
Guelph and Waterloo Campuses.

Parking
A system of paid parking is in place at Doon, Cambridge, Guelph and 
Waterloo. Parking rates are posted on the College website. Parking Permits 
are not required after 4:00 pm or on weekends at Doon, Cambridge, Guelph 
and Waterloo

Walk Safe Escort and Patrol Service
Walk Safe is a Safety and Security Services initiative at Doon for students, 
employees and visitors. Escorts are available Monday to Thursday, 6:45 pm 
- 10:45 pm, October through April. Escort stations are strategically situated 
near Door 1 and Door 6, or you can pre-arrange for an escort by contacting 
Safety and Security Services. For information, call ext. 3357. At Cambridge, 
Guelph and Waterloo escorts can be requested/arranged through the Security 
office.

CCTV Camera System
A comprehensive CCTV system is in place at the Doon, Guelph and Waterloo 
campuses, which includes cameras strategically located internally and in the 
parking lots.

Emergency Telephones
A total of seventeen (17) Emergency Telephones are located throughout the 
Doon campus including several in the parking lots. The telephones are linked 
directly to Safety and Security Services.
Emergency Telephone locations 
Doon Main Building 
1.  Near the elevator in 4B
2.  Near the elevator in 3B
3.  Beside the Bookstore
4.  Near the A Wing rear exit (beside room 2A621)
5.  Adjacent to 3A621
6.  In the hallway near 1B20
7/8.  At the end of D Wing, both levels
9.  E Wing, 3rd floor, west end
ATS Complex 
10.  Front hallway
Student Client Services Building
11.  Near the front entrance
12.  Second floor hallway
Woodworking Centre
13.  At the entrance to shop area
Exterior Phones
14.  Parking lot 1
15.  Parking lots 8/9
16.  Parking lots 11/12
17.  Parking lot 14
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Fire Procedures
Learn the location of the nearest fire exit (as well as one alternate exit) and 
the nearest fire alarm. In the event of fire, pull the nearest alarm. This alerts 
the Fire Department and Security Services. When the fire alarm sounds: 
1. Leave the building at once by the nearest exit. 
2. Do not stop to gather books or belongings. 
3. Do not run or panic. 
4. Consider less mobile individuals. 
5. Close all doors when leaving, if possible. 
6. Do not use an elevator. 
7. �Move a safe distance away from the building to allow firefighters to 

function. 
8. �Do not return to the building until the fire department or the College 

sounds all clear.
It is the responsibility of all instructors to ensure their students vacate the 
premises when an alarm sounds.

Student Life
Shape your experience with the Student Life Department!
shape what you do! 
• Connect by participating in your Orientation. 
• �Find out what’s happening via the Student Life Website, Condor Monthly 

Calendar, and campus LCD screens.
shape who you are! 
• �Explore your potential and meet new people by participating in the Connect 

Leadership Workshop Series. 
• �Apply your learning with student committees, campus service learning, paid 

leadership opportunities, and academic placements.
• Build your employability skills by getting involved.
shape your community!
• Discover how you can Be the difference with the Respect Campaign. 
• Impact your campus, local, and global communities by volunteering.
Shape your future with the Student Life Department!

Visit us:
Cambridge Campus - Student Services Office: Room A1103
Doon Campus - Student Life Department, 2A101-2 
Guelph Campus - Conestoga Career Centre and Student Services 
Waterloo Campus - Campus Administration Office  
www.conestogac.on.ca/studentLife
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Student Rights and Responsibilities
Introduction
Upon registration, each student at Conestoga College becomes a member of 
the College community, which is composed of students, faculty and staff, as 
well as the Board of Governors of the College. Conestoga College attempts 
to provide for all students an environment that is conducive to academic 
endeavour, skills development, personal development and individual self-
discipline. Enrolment at Conestoga College also requires from each student 
acceptance of, and conformity to, such rules and regulations as may be 
required by the College.

Rationale
As guides for individual action within this community, the College affirms the 
following general principles of student rights and responsibilities.
1. �Each individual must accept responsibility for his/her own actions and 

values, and for recognizing that such actions and values reflect upon the 
whole community.

2. �Each person should endeavour to maintain self-conduct in a manner 
consistent with respect for others, a thoughtful consideration for the needs 
of the academic community and society in general.

3. �The educational function depends upon honesty, integrity and respect for 
the preservation, communication and pursuit of knowledge.

4. �Each person is encouraged to learn and practice the art of thoughtfully 
examining issues, expressing views both individually and as a group 
member, in a manner that is consistent with the educational purposes of 
the College.

5. �The College community recognizes the need for the development of 
personal ethics, and moral standards and philosophies. The members 
of this community should be committed to broad personal growth and 
development, realizing that each individual has both the freedom, and the 
obligation, to make ethical and moral choices, and to accept the attendant 
responsibilities.

Student Rights
Students at the College shall have and may exercise their individual rights 
and freedoms subject to the rules, regulations and discipline of the College 
and subject, always, to the need to respect and protect the rights of other 
members of the College community. Subject to these qualifications, the 
following rights and freedoms of students are recognized by the College:
1. �Freedom of Speech — The right to express themselves on any subject 

without hindrance, but subject always to the general law and the laws of 
defamation;

2. �Freedom to Publish — The right to publish and distribute their views 
on campus, either personally, or through the student press, free from 
censorship, but subject to the general law and the laws of defamation;

3. �Assembly — The right to organize and take part in orderly assemblies on 
campus, so long as such assemblies are not contrary to College rules and 
regulations;

4. �Organizations — The right to form, join and take part in any lawful 
group or organization, subject to College rules and regulations;

5. �Student Organization — The right to form, elect and maintain a 
democratic student organization for the purpose of organizing and 
administering the proper affairs of students;

6. �Impartial Grading — The right to be graded on academic performance 
and to be protected against prejudice or capricious evaluation by faculty;

7. �Academic Appeal — The right to request an Appeal regarding those 
matters which may affect academic status and/or promotion (reference: 
Appeal Policy);

8. �Information — The right to enquire into, and be informed about, 
the reasons for College rules and regulations, and the right to make 
representation for changes in such rules and regulations;

9. �Use of Facilities/Equipment — So long as College facilities are not 
required for College purposes and are generally available for use, any 
recognized student organization may apply for the use of College facilities 
upon agreement to abide by such uniform regulations as may be laid 
down, including the payment of fees or expenses;

10. �Security of Person — The right to be secure from harassment, 
including sexual harassment. Sexual harassment shall be defined as:

	   a. �Vexatious comment(s) or conduct that is known, or ought reasonably 
to be known, to be unwelcome (i.e., sexual remarks, allegations or 
physical contacts that are degrading).

	   b. �Unwelcome sexual advance(s) or solicitation made by a person who is 
in position to grant or deny a benefit to another.

	   c. �When a person who is in a position to grant or deny a benefit threatens 
or institutes a reprisal against the person who rejected his or her 
sexual advance;

11. �Privacy of Records — The right to access their personal academic or 
non-academic records, including the right to request a correction of any 
personal information believed to be in error or incomplete;

12. �Release of Information — Student records are considered to be 
confidential personal information and will not released without the 
consent of the student except for the following circumstances: 

	   a. �the administrative or statistical purposes of the College and/or the 
Ministries and Agencies of the Government of Ontario and Canada, 

	   b. �to meet provincial or federal government data requirements regarding 
grants or financial assistance benefits to be paid to the student by the 
government

	   c. for investigation leading to law enforcement, and/or 
	   d. �for compassionate circumstances to facilitate contact with next of kin;
13. �Discipline — The right to have the enforcement of all disciplinary 

matters follow the procedures laid down in the College Policy and 
Procedures documents;

14. �Policies and Procedures — Policies and procedures of the College 
shall be published and made available to any student upon request. 
Students are advised that departments/programs within the College may 
have rules and regulations that are specific to their areas;

15. �Complaints and Petition — The right to make a reasonable complaint 
or petition to the appropriate authority;

16. �Academic Information — The right to obtain, in writing, and have 
access to, appropriate instructional information such as course outlines, 
grading/evaluation systems and notice of standing on request.

Student Responsibilities
The right to attend the College carries with it responsibilities, and each 
student must adhere to the rules and regulations of the College if the student 
wishes to remain enrolled at the College. A student’s responsibilities shall 
include, but not be limited to, the following:
1. �Written or other work which a student submits in a course shall be the 

product of his/her own efforts. Plagiarism, cheating, or other forms of 
academic dishonesty are prohibited. Cheating means the misrepresentation 
by the student of his/her performance in a college setting. Actions which 
are considered cheating include, but are not limited to, the following:

	 a. Copying from another student’s or students’ paper or work assignment;
	 b. Using materials not authorized by the person giving the test;
	 c. �Collaborating with another student or students during a test without 

permission;
	 d. �Plagiarism, which means representing the work of others as one’s own, 

inclusive of purchases of a commercial nature;
	 e. �Falsification, which means modifying, without authorization, an 

assignment, examination paper, record, report or other written material;



23

	 f. �Using, buying, selling, stealing or soliciting contents of a test or 
examination or other written work;

	 g. �Taking a test for another student or permitting another student to take a 
test for oneself; or 

	 h. �Attempting to bribe an instructor to obtain a passing grade or better 
grade on an assignment.

2. A student shall:
	 a. �Furnish accurate and honest information to College officials or on 

official College records. Furthermore, he/she shall not forge, alter or 
misuse the College name, the name of any College employee, documents, 
records or identification.

	 b. �Not attempt to obstruct or disrupt teaching administration, disciplinary 
procedures or other College activities.

	 c. �Not enter, or attempt to enter, closed College facilities; not to disrupt, or 
attempt to disrupt, the scheduled use of College facilities; not to block, 
or attempt to block, access to or from College facilities; or not remain 
within, or attempt to remain within, College facilities after closing, unless 
authorized to do so by the President’s designated representative.

	 d. �Take no action which may threaten or may endanger the safety, health or 
life, or may impair the freedom of any person; nor shall a student make 
any verbal threat of such action.

	 e. �Take no action which may damage, or may tend to damage, property not 
the student’s own.

	 f. �Not appropriate for the student’s own use, sale or other disposition, any 
College property not the student’s own, without consent of the owner or 
the person legally responsible for it.

	 g. �Not engage in disorderly conduct as defined by provincial statute, nor 
engage in disturbing the peace, as defined by law, on College-owned or 
controlled property, or at College-sponsored or supervised functions.

	 h. �Not possess, use, manufacture, produce, distribute or aid in the use, 
manufacture, production or distribution of any controlled substance 
involving alcohol or drugs, except as expressly permitted by law.

    i. �Not possess, consume, furnish or aid in the consumption or furnishing 
of alcoholic beverages on College property, except as permitted by 
College policy.

	 j. �Not possess or use firearms, explosives (including fireworks), dangerous 
chemicals, or weapons of any kind on College-owned or controlled 
property. (See page 23)

	 k. �Not ignite a fire on College-owned or controlled property; in addition, 
a student shall not make, or cause to be made, a false fire alarm or 
tamper with, damage or otherwise misuse fire safety equipment.

	 l. �Not use or possess any College access key without proper authorization, 
and not duplicate a College key under any circumstances.

	 m. �Adhere to, and co-operate with, emergency evacuation procedures 
prescribed for any building, and shall not fail to follow those procedures 
nor disregard emergency or fire alarm signals.

	 n. remove, without authorization, nor willfully mutilate library materials.
	 o. �Comply with the directions of College staff acting in the performance of 

their regular or delegated duties, and must identify himself or herself to 
those staff upon request.

	 p. Pay fines or restitutions levied by College-designated authority.
	 q. �Observe rules and regulations concerning the use of campus buildings 

and other College-owned or operated facilities and services (Note: 
Conestoga is a smoke-free college).

	 r. �Comply with the directions of College staff regarding the wearing of safety 
equipment in shops and labs, and shall follow all safety or controlled 
property.

3. �If a student is implicated in the violation of any College rule or regulation, 
whether he or she directly committed the act or omission constituting the 
violation, or aided and abetted in the violation, the student may be treated 
as if he or she had directly committed such violation.

Student Concerns/Issues
Policy
The College recognizes that disputes between members of the college 
community are bound to occur from time to time. A student who wishes to 
pursue a concern that does not fall under the Academic Dispute Resolution 
policy and procedure outlined in the Student Guide, is asked to adhere to the 
following process.  
A concern may be voiced by students currently registered at Conestoga 
College. In order to ensure timely resolution, a concern must be made within 
fifteen (15) business days of the incident(s) giving rise to the concern except 
in extenuating circumstances which, in the opinion of the College, would 
justify an extension. 
This policy recognizes that a group of students may delegate one or more of 
its members to voice a concern on its behalf. However, no one shall initiate 
a concern on behalf of another person or persons without the permission 
of the person(s). The decision whether to hear from other members of the 
group or to deal only with the delegate rests with the administrator(s) to 
whom the concern is addressed. For a formal concern, permission to initiate 
a concern on behalf of another person or persons must be in writing. 
The purpose of this policy is to establish internal procedures so that 
concerns of students can be addressed appropriately without fear of reprisal 
and so that concerns by students concerning College policies, procedures or 
members of staff can be resolved. 
A concern in the context of this policy is understood to mean the expression, 
either oral or written, of some discontent or dissatisfaction with the College, 
its operation or its students and employees, made to the appropriate 
administrator in good faith and in the expectation that some remedy or 
corrective action may be available. All employees of the College who deal with 
a concern shall respect the student’s right to confidentiality. 
Students wishing to deal with matters not included in this policy should refer 
to the following: 
• �For student appeals of a grade or other academic decision, see Academic 

Dispute Resolution and Appeal Procedure 
• �For student concerns of a violation of human rights (e.g., sexual 

harassment), contact Human Resources; 
• �For appeals of a Student Code of Conduct sanction, see Violation of Student 

Code of Conduct Appeal Procedure 

Procedure (Informal and Formal) 
1. Informal Procedure 
	 1.1. �A student must attempt an informal resolution of a concern before 

proceeding with the formal concern procedure. 
	 1.2. �If the concern is of a general nature, for example a concern about 

divisional procedures or the application of a college policy, the 
student should speak directly with the appropriate administrative 
supervisor (Chair or Dean, Manager or Director) of that department. 

	 1.3. �If the concern involves a member of staff, the student must discuss the 
matter with the member of staff whose action gave rise to the concern. 
Failing resolution, the student should discuss the concern with 
the immediate administrative supervisor (Chair or Dean, Manager 
or Director) of the member of staff whose action gave rise to the 
concern. 

	 1.4. �Coordinators are members of faculty and therefore are not 
administrative supervisors. 

	 1.5. Administrative Responsibilities 
	 1.5.1. �An administrator, upon hearing an informal concern, will 

oversee the informal process, and shall meet with the 
complainant to resolve the issue within ten (10) business days 
of receiving the concern or, within a longer period of time 
mutually agreed to by the administrator and the student. The 
administrative supervisor shall discuss the concern with the 
complainant and resolve the issue as appropriate.  

	 1.5.2. �In every case where an administrator hears an informal 
concern about a member of staff with whom there is a direct 
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reporting relationship, the administrator shall determine/
confirm whether the complainant has approached the staff 
member.

	 1.5.3. �If in the judgment of the administrative supervisor (Chair, Dean, 
Manager or  Director), a student concern can only be dealt 
with by giving the name of the complainant to the member 
of staff against whom the concern has been made, then the 
administrative supervisor will so inform the student. In such 
cases, the administrative supervisor will not deal with the 
concern unless the complainant gives permission in writing for 
her/his name to be given to the member of staff. Once granted, 
the administrative supervisor will advise the complainant that 
the concern will be shared/given to the member of staff against 
whom the concern has been made, and provide the member of 
staff with an opportunity to reply to the concern expeditiously.

	 1.5.4 �Where it appears to the administrator that the concern is one 
that could or should be more appropriately dealt with under 
another policy, the administrator shall direct the complainant 
in writing to the proper policy and procedures (e.g. academic 
appeal policy/procedure). Where the concern should be 
addressed by another administrator, it will be forwarded to her/
him and the student so advised in writing. 

	 1.5.5 �The administrative supervisor shall provide a written statement 
to the complainant when the concern has been dealt with, 
advising, to the extent possible, the decision and/or action 
resulting from the concern which has been or shall be taken by 
the College. A copy of this written statement should be kept on 
file.

	 1.5.6 �If a complainant is not satisfied with the decision of the 
administrator or has not received a written response within 10 
business days of registering the concern with the supervisor 
(or in extenuating circumstances, within a longer period of 
time mutually agreed to by the student and the administrator) 
the student may proceed to the formal concern process.   The 
student must submit a completed Student Concerns/Issues form 
to the Office of the Vice-President, Student Affairs. 

2.  Formal Procedure 
2.1. Procedure 

	 2.1.1 �A formal concern under this policy can be initiated if the 
informal process was not successful. At that time, the 
complainant(s) shall submit a copy of a completed  Student 
Concerns/Issues Form to the Office of the Vice-President 
Student Affairs. The form must indicate what actions have 
been undertaken/implemented by the student and appropriate 
administrator during the Informal process.  

	 2.1.2. �The Vice-President Student Affairs office will contact the student 
within five business days of receipt, to arrange a meeting to 
discuss the proceedings. 

	 2.1.3 �The Vice-President, Student Affairs shall review the matter 
with the persons concerned and make such inquiries as are 
necessary to deal with and resolve the issues raised in the 
formal concern. The Vice-President shall deal with and advise 
on the matter with the appropriate administrative supervisor, the 
student and/or other departments as appropriate. 

	 2.1.4. �The Vice-President may appoint a committee of review, to 
investigate the concern and issue a written report of findings to 
the applicable administrative supervisor.

	 2.1.5. �The Vice-President shall inform, within a reasonable time, the 
complainant and other persons concerned of the decision 
in writing, including the person to whom the concern was 
originally made. 

	 2.1.6. Any decision of the Vice-President is final. 

3. Records 
	 3.1 �The administrator(s) responsible for hearing the concern will keep 

records of any relevant documentation for a period of one academic 
year. 

	 3.2 �The Office of the Vice-President Student Affairs will keep Formal 
Concern Process records for a period of one academic year. 

4. Protection from Reprisals 
In order to protect individuals who make use of this policy or participate in 
proceedings as part of the concern procedure, the college prohibits reprisal 
or threat of reprisal against these individuals. 

5. Advocacy 
A student may request procedural information from the Counselling office, 
the Conestoga Students Incorporated  (CSI) office or the individual academic 
offices. The complainant or where the concern is against a member of staff, 
the respondent, may choose to have a representative attend all meetings 
with her/him. The executive of the student association can provide such 
a representative for the student if requested. The College shall not be 
responsible for any costs incurred by any party who retains legal counsel nor 
for other costs incurred in having representation.

Hard copies of the form are available at:
• Student Services - Counselling office 
• Registrar’s Office
• Academic Chair/Dean’s Offices
• Conestoga Students Inc. (CSI)  Office
• Administration Offices at Guelph, Waterloo & Stratford Campuses
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The College recognizes that disputes between students and members of the college community are bound to occur from time to time.  Complaints should be raised 
as soon as possible after the occurrence giving rise to the complaint.  A complaint must be made within 15 business days of the incident(s) except in extenuating 
circumstances which, in the opinion of the College, would justify an extension. 

PLEASE READ BEFORE YOU COMPLETE THIS FORM

Informal Process
Students must deal directly with the person(s) and/or department perceived to be causing the problem. Many issues can be solved informally by this method.  If assistance 
is needed at this stage, the College encourages students to consult with a third party, such as a counsellor at Student Services. If the individuals who are party to the 
dispute agree, the counsellor, as a neutral party, can act as a resource and provide support. Hopefully the majority of issues can be solved to your satisfaction at this early 
stage.
If the above strategy does not produce a satisfactory result, the student must pursue resolve through their school and meet with an appropriate faculty or Chair or the 
manger of the appropriate college administrative unit. Contact information for the supervisor can be obtained by inquiring at the Chairperson/Manager's office or with 
a counsellor. It is hoped that the assistance of these individuals can help resolve the issue(s) under dispute.  Please keep written notes of your efforts to resolve the 
matter through the informal process.

Formal Process –  Office of the Vice President Student Affairs 
If, despite efforts to seek resolve under the informal process, the matter remains unresolved, or if the student is not in agreement with the outcome after meeting with 
the appropriate individuals, the student should submit a completed  Student Concerns/Issues form to the Office of the Vice President, Student Affairs.  The office of 
the Vice-President Student Affairs will contact the student within five (5) business days of receipt of the form to meet with the student and begin formal resolve of the 
issue.  Please refer to the Student Concerns and Issues Policy and Procedure.

Where to Direct Your Concern/Issue

Academic Program, classroom or course 
related issues ➙ Contact the Chair or Dean of your academic school. 

Human Resources/Human Rights issues ➙ Contact Human Resources Employee Services Building, extension 3399.

Other issues ➙ As a starting point, contact a counselor in Student Services. S/he will refer you to 
the appropriate staff member.

 
PLEASE PRINT CLEARLY 

Your Name_ _______________________________________________________ Student ID#_ ________________________________________________

Program__________________________________________________________ Telephone number_ ___________________________________________

Email_ ___________________________________________________________ Date:_ _____________________________________________________

Please describe situation in clear, simple terms. Attach a separate sheet of paper if necessary.

__________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________

When and where did this occur? Location, date, time: _ _________________________________________________________________________________

Who was involved?   ___________________________________________________________________________________________________________

Did anyone else see/hear what happened?  Please provide names and telephone numbers, if possible.

_________________________________________________________________________________________________________________________

Student Concerns/Issues Form
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What do you think is a reasonable resolution to this issue?	

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

Describe what actions you undertook to resolve the situation:  Please complete this section before forwarding to the VP Student Affairs office.  Include measures that 
were implemented in attempting to resolve the issue, including all meeting dates and attendees, and why the outcome isn’t satisfactory.   Attach separate sheets if 
required.  Please ensure Academic/Administrator section (below) is completed.

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

By signing below, I acknowledge that the statements made herein, to the best of my knowledge, are accurate, complete and truthful.

Student Name______________________________________________________   Student Signature: __________________________________________
                                                                               (Please print clearly)

Date:_____________________________________________________________

ATTENTION ACADEMIC/ADMINISTRATOR – PLEASE COMPLETE IF RESOLVE WAS NOT REACHED WITH STUDENT:
Describe what actions you undertook to resolve the situation with the student including all meeting dates and attendees.   
Attach separate sheets if required.  Please complete this section and return to the student. 

 
 

  
FOR VICE PRESIDENT’S OFFICE USE ONLY

Date Received: ____________________________________________________   Meeting Date(s) _____________________________________________

Attendants:_______________________________________________________  Resolve Attained:  r Yes   r No

Actions taken:_______________________________________________________________________________________________________________

_ ________________________________________________________________________________________________________________________

_ ________________________________________________________________________________________________________________________

_ ________________________________________________________________________________________________________________________

_ ________________________________________________________________________________________________________________________

_ ________________________________________________________________________________________________________________________

Next Steps: _ _______________________________________________________________________________________________________________

_ ________________________________________________________________________________________________________________________

_ ________________________________________________________________________________________________________________________

_ ________________________________________________________________________________________________________________________
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Academic Policies/Procedures
For more information regarding academic policies and detailed procedures, 
please refer to the college website at  
www.conestogac.on.ca/about/policies/academic.jsp

Advanced Standing and  
Transfer Credit Procedure
Procedure Statement: 
Conestoga recognizes that applicants to programs may possess a variety of 
backgrounds, experiences, and formal education qualifications. Learning can 
occur in all aspects of life. This procedure pertaining to advanced standing 
and transfer credit ensures that program standards are met. Students applying 
to a Conestoga certificate, graduate certificate, diploma, advanced diploma or 
degree program (whether by bridging or not) fall under this procedure. 
Courses successfully completed in post-secondary institutions will be 
recognized when appropriate documentation is provided, and equivalency is 
established. In this regard, responsibility for assessment and recognition of 
equivalency rests with the academic team. 
When a Conestoga course number is identical, credit will automatically be 
granted and the grade achieved will stand. 
Note: Conestoga reserves the right to limit the time that a course will be 
considered current and therefore eligible for transfer credit. This will be 
determined by the academic team at the time of application for credit. 
The maximum credit allowed through transfer of credits and credits obtained 
through (RPL) Recognition of Prior Learning is 75% of the program credits. 
Therefore, at least 25% of the program credits must be taken under the 
direct supervision of Conestoga faculty. 
Degree programs are required to follow Post Education Quality Assessment 
Board guidelines and standards. 

Scope: 
This procedure provides guidelines for the academic team to make decisions 
regarding a student’s request for advanced standing and/or transfer credits. 

Definitions:
Academic Team 
Heads of schools, program chairs, program coordinators and faculty 
members who are responsible for academic content and delivery.
Advanced Standing 
Placement of a student in a program (usually but not always in a level beyond 
level one) on the basis of previous documented educational studies. 
Articulation Agreements 
Agreements between post-secondary institutions whereby learning 
achievements are recognized.  
Credit Value 
Credits provide a weight for a course in the calculation of grade point average 
(GPA).  For a course delivered in a traditional (e.g. classroom) mode over 
a single semester, the credit value would be the same as the hours per week. 
(e.g. Course scheduled for 3 hours per week for one semester is weighted at 
3 credits.)  
Educational Institution 
An institution empowered by the Ministry of Training, Colleges and 
Universities (MTCU), Ministry of Education (MOE) or an equivalent governing 
body to award credentials.
Equivalent Learning 
The learning outcomes in one course or a combination of courses are 
comparable if; 80% or greater of the course outcomes of the Conestoga 
course are covered and credits are equivalent to or greater than the 
Conestoga course.  Evaluation and assessment criteria may also be 
considered.

Official Transcript   
An official academic record produced by the Office of the Registrar which 
includes all courses with a formal assessment taken by a student. The official 
transcript details a student’s permanent academic record and bears the 
official seal and signature of the Office of the Registrar. 
Postsecondary Education Quality Assessment Board (PEQAB) 
An advisory agency that makes recommendations to the Minister of Training, 
Colleges and Universities of Ontario on applications for ministerial consent 
under the terms of the Post-secondary Education Choice and Excellence Act, 
2000.
Program of Study 
A planned and coordinated selection of courses delivered to an identified 
student body, at the successful conclusion of which an appropriate credential 
is awarded by the board of governors.  
Transfer Credit   
Granted in situations when a student has already earned academic credit at 
Conestoga or at another recognized post secondary educational institution 
which is equivalent to the learning requirements for a specific course taught 
at Conestoga. 

Responsibilities:
Admission Officer 
Follow established procedures for the processing of applications for 
advanced standing.  
Applicant/Student 
Submit appropriate documentation to support request for advanced standing/
transfer of credit. 
Adher to the published academic schedule/dates.
Degree Programs Administrator 
Ensure transfer credit/exemption process meets PEQAB standards.
Program Coordinator  
Review applications for advanced standing with academic team and make 
decisions regarding acceptance into a program and level. 
Communicate decisions to the Admission Officer in a timely manner.
Records Officer 
Follow established procedures and processes ensuring accuracy and 
confidentiality of student records.

Procedure:  
1. �Advanced Standing (Block Transfer Credit)  

a. �Applicant submits an application (including post secondary transcripts) 
to OntarioColleges for admission to a level greater than one except for 
one of the following:  
 i. �Former Conestoga students may apply using the Program Application 

Form (applicable fee applies)
       ii. �When the application process is otherwise specified in the Articulation 

Agreement.
    b. �Admission Officer generates a turnaround document and attaches post-

secondary transcripts and forwards to the Program Coordinator.
    c. �The Program Coordinator in consultation with academic team, reviews 

the application and supporting documentation, makes a decision 
regarding acceptance into the program/level or rejection and forwards 
the signed turnaround document to the Admission Officer. 
i.  �Programs with approved pathways:  

1. �The Program Coordinator completes the Transfer Credit Block 
Exemption Table and forwards to the Records Officer.

           2. �Records Officer enters exemptions (EX) to the student record and 
distributes copies of the form. 

       ii. �Programs without a defined pathway:  
1. �Students are directed to meet with their Program Coordinator by 

the Admission Officer.
          2. �The Program Coordinator completes the Transfer Credit Block 
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Exemption Form or the Exemption Request Form and forwards 
to the Program Chair. In doing so the Program Coordinator 
must complete an Equivalent Learning: Learning Outcomes 
Map and forward to the office of the Executive Dean, Academic 
Administration.   

          3. �The Program Chair approves the request for Transfer Credit Block 
Exemption/Exemption Request Form and forwards to the Records 
Officer in the Registrar’s Office.  

          4. �Records Officer enters the exemption(s) (EX) to the student record 
and distributes copies of the form.  

     iii. �The Admission Officer communicates the decision to the applicant 
through an offer of admission or a rejection letter.

2. �Individual Course Transfer Credit   
a. �A student who believes that they have met the learning outcomes of a 

course or courses at Conestoga may complete and submit an Exemption 
Request Form following the guidelines set out in the program handbook. 
 i. �The Exemption Request Form requires the signatures of the Faculty 

and the Program Chair.  
       ii. �An official transcript and course outline(s) for the equivalent 

course(s) must be attached.  
   b. �The application must be received by the academic team before the 

course drop deadline. The academic team makes a determination, 
completes the Exemption Request Form, and forwards it with the official 
documents to the Program Chair. 

   c. �Program Chair reviews and if approves, signs the form and forwards it 
with the official documents to the Records Officer.  
 i. �Pending the review of the request, the student must continue to attend 

the course(s) for which the request for credit has been made.
       ii. �Records Officer enters the exemption (EX) to the student record.  

1. �If denied, the student will be notified by the Program Chair through 
their Conestoga email account.

          2. �The Chair, Communications and Liberal Studies is responsible for 
approving requests for general education/breadth credits. 

Academic Integrity Policy 
Policy Statement:  
Academic integrity is expected and required of all Conestoga students. 
Students are responsible and accountable for personally upholding that 
integrity and for maintaining control of their own work at all times so that 
breaches of this policy are less likely to occur. Academic dishonesty will 
not be tolerated, and students found guilty in any way will be disciplined in 
accordance with this policy.

Scope:  
This policy applies to all students, full time and part time and to all clients of 
Conestoga.

Policy Elaboration: 
Offences include, but are not limited to, the following:
• Copying from another student in any evaluation situation. 
• �Copying and submitting, in whole or in part, the work of another person in 

an assignment, report, project, etc. as one’s own.
• �Copying and submitting, in whole or in part, electronic files or data created 

by another person without permission.
• �Using unauthorized material or aids in the preparation of an assignment or 

other method of evaluation.
• Possessing unauthorized material or aids in a test or examination situation.
• �Claiming to have completed assigned tasks that were, in fact, completed by 

another person.
• Plagiarizing materials or works, in whole or in part. 
• Allowing another person to take a test or examination in one’s place.
• Altering or falsifying academic records in any way.

• Submitting false medical, academic or other documentation. 
• �Improperly obtaining through theft, bribery, collusion or otherwise, any test 

or examination paper prior to the date and time for writing such test or 
examination.

• Aiding or abetting anyone in an act of academic dishonesty.
• �Submitting the same work in one course which has also been submitted 

or presented in another course without the prior written agreement of all 
involved faculty members.

• �Fabricating information or other types of material to meet course or 
program requirements.

• Misrepresenting the reasons for deferring an exam or assignment.
• �Unauthorized collaboration, for example, working together without 

permission.
• �Submitting work prepared collaboratively with (an)other person(s) without 

explicit permission from the faculty member.

Violation of Academic Integrity Procedure
Procedure Statement:
Academic integrity is expected and required of all Conestoga students. This 
procedure directs the actions to be taken in the event of a violation of this 
policy.

Scope:
This procedure applies to all students, full time and part time, and all clients 
of Conestoga.
For a list of offences, see the Academic Integrity Policy.

Responsibilities:
Students are responsible and accountable for personally upholding their own 
integrity and for maintaining control of their own work at all times so that 
breaches of this policy are less likely to occur.
All members of the College community are responsible to report any breach 
of academic integrity to a member of facultyi or to a member of the College 
academic team.ii
Faculty members and academic team have the right and the responsibility to 
assess sanctions against students who violate the Academic Integrity Policy.

Procedure:
Section 1
1.1 �When a student is suspected of academic dishonesty, the faculty member 

assigned the course in which this has or may have occurred will, at the 
earliest opportunity, investigate the situation, discuss with the student(s) 
involved, come to a decision regarding the student’s guilt or innocence 
and consult with the chair / associate vice-president (as appropriate).

1.2 �In the event a decision is made that the student is guilty, but before 
determining an appropriate penalty, the faculty member will ascertain 
from the registrar’s office whether the student has been found guilty of 
any previous offence while enrolled at the College.

1.3 �If it is determined that this is a first offence, the faculty member will apply 
an appropriate penalty as set out in Sections 2 and 3 below, complete the 
Academic Offences Form and notify the student promptly, either through 
e-mail, in person or by telephone.

1.4 �Where the instructor has determined that this is not a first offence, the 
faculty member will complete the College’s Academic Offences Form, 
excluding the penalty portion and forward all copies of the form to the 
Chair (or designate) responsible for the course in which the violation 
occurred.

Section 2
Penalties
A student guilty of violating the Academic Integrity Policy will be subject to 
a penalty appropriate to the nature and seriousness of the offence. A record 
of all such cases will be kept in the registrar’s office. Subsequent offences by 
the same individual will be subject to a more serious penalty than the one(s) 
previously imposed.
The following penalties may be applied:
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a. �A reprimand or a requirement to repeat/re-submit an assignment will 
be given if the member of faculty believes that the student committed the 
offence through ignorance of correct procedure or through carelessness 
(e.g. puts quotes around a passage but fails to cite the author in the 
footnotes). The member of faculty will also give instruction on correct 
practice to avoid this happening again. A subsequent violation will be 
treated as a subsequent offence.

b. �A mark of "0" will be given for the assignment, with no opportunity to 
re-submit. This may result in failure of the course.

c. A failing grade (F) may be assigned for the course.
d. �Immediate suspension from the College for a period not less than the end 

of the current semester in which the student is enrolled nor more than 
one year. This penalty will result in automatic failing (F) grades in all 
courses in which the student is registered, and no fees will be refunded 
for that semester. This penalty may only be imposed by the student’s 
Chair or Associate Vice-President (or designate) upon consideration of 
the recommendations put forward by the staff members investigating the 
incident.

e. �Discontinuance from the College, permanently recorded on the student’s 
record. This penalty will result in automatic failing (F) grades in all 
courses in which the student is registered, and no fees will be refunded for 
that semester. This penalty will only be imposed by the student’s Associate 
Vice President on the recommendation of the staff member involved in 
investigating the incident.

Section 3
Appropriate Penalties
To ensure as consistent a treatment as possible, consideration should be 
given to the extent to which the student was aware, or ought to have been 
aware, that what he/she was doing was a violation of academic integrity.
The following penalty ranges for academic offences under this policy must be 
followed:

Academic Offence Appropriate Penalty

A violation of the Academic Integrity Policy that 
occurred as a result of student ignorance of 
appropriate practice or procedure

A

Submitting the work of another as one’s own and/
or plagiarism and/or unauthorized resubmission 
of work

B, C

Submitting false documentation B, C, D

In a test or examination situation, copying from 
others or possessing unauthorized materials or aids

C, D

Improperly obtaining a test or examination D, E

Allowing another person to take a test or 
examination in one’s place

E

Altering or falsifying academic records E

Any second offence under this policy Second offences by 
the same individual 
will attract a more 
serious penalty than 
the one previously 
imposed

Any third offence under this policy E

Aiding or abetting anyone in any offence The academic 
penalty imposed will 
apply to both/all 
parties

Academic Dispute  
Resolution and Appeal Policy
Policy Statement:  
The College recognizes that disputes regarding academic decisions may 
occur between members of the College community. Every attempt must be 
made to resolve issues or concerns informally at the program level prior to 
proceeding to a formal appeal. 

Scope:  
This policy applies to all applicants, registered and former students, faculty, 
registrar/designate and academic team of the College

Policy Elaboration: 
Appellants may only appeal on their own behalf. During the process, the 
appellant may wish to consult with a third party but representations can only 
be made by the appellant. 
The registrar/designate may request from the appropriate parties information 
which may have a bearing on any aspect of the appeal. 
Academic team includes heads of schools, program heads, program 
co-ordinators and faculty members who are responsible for the academic 
content.
Faculty are person/s responsible for the teaching/learning process. This 
includes Technologists who, under the direction of faculty, perform specific 
functions related to the academic process.

Academic Dispute  
Resolution and Appeal Procedure
Procedure Statement:
The College recognizes that disputes regarding academic decisions may occur 
between members of the College community. The College has established 
procedures to deal with student disputes in an effective, timely, fair and 
impartial manner.
This procedure defines how students can appeal an academic decision in the 
event that the dispute is not resolved informally.

Scope:
This procedure applies to all registered and former students, faculty, 
registrar/designate and academic teamii of the College.
Registered students and former students may dispute the following:
• a decision to deny evaluations through the portfolio or challenge process;
• �an academic promotion decision, including discontinuance for academic 

reasons;
• a final grade, including a failed PLAR challenge;
• an in-process evaluation;
• a penalty assessed under the Academic Integrity Policy.

Definitions:
Academic decision:  
A grade or status assigned to the student record indicating progress and/or 
promotion at the end of each unit/module/course/semester/level/ or at the 
end of an academic year.
Final grade:  
Final indicator of a student’s performance in a course, as submitted by the 
faculty member(s).
In-process evaluation:  
A mark that is not weighted at less than 25% of the final grade.
Recognition of Prior Learning (RPL) 
Adults with significant life and work experience may receive credits toward 
a college certificate or diploma program through an assessment process. 
The learning may have taken place through employment, non-credit courses, 
independent study, conferences and seminars or volunteer activities. Prior 
learning must be measurable at the college level and meet Conestoga's 
standards of achievement for current courses. Evaluation is conducted 
through a challenge exam or portfolio development. Successful completion 
results in credit on a Conestoga College transcript.
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School:  
The College is organized into a number of schools e.g. School of Business.

Responsibilities:
Faculty members will: 
• �provide students with the basis that will be used to calculate the final grade 

(evaluation strategy) for the course in the first week of class;
• �grade promptly all assignments, quizzes, test and other forms of evaluation 

and return evaluated materials where appropriate;
• �in accordance with Step 1 of the procedure, reply to and attempt to resolve 

student concerns regarding a dispute within five working days;
• �participate in the inquiry conducted by the chair in accordance with Step 2 

of this procedure;
• �if required, participate in the hearing conducted by the registrar/designate 

in accordance with Step 3 of this procedure
Students will: 
• �retain and provide, in the event of an appeal, all relevant work which has 

been returned to him/her;
• �initiate informal process in accordance with Step 1;
• �in the event of a formal appeal, provide required documentation in 

accordance with Step 3.1 of this procedure.
Academic team will: 
• �participate in the informal process in accordance with Step 2 of this 

procedure;
• �participate in the inquiry conducted by the registrar/designate in 

accordance with Step 3 of this procedure;
• �discharge their respective responsibilities fairly and according to 

established time frames.
Registrar/designate will: 
• make Appeal Request Forms available to students;
• �discharge his/her respective responsibilities fairly and according to 

established time frames;
• facilitate orientation for members of the appeal panel;
• ensure that the policy and procedures are published;
• administer pre-hearing matters in accordance with the guidelines;
• �act in an advisory role to faculty members, chairs, associate vice presidents 

and members of the appeal panel;
• �direct the response of an appeal panel decision to the student and the 

appropriate College personnel.
Note: Students who have received a penalty assessed under the Academic 
Integrity Procedure or an academic decision directly from a Chair or 
Associate Vice-President should begin the appeal procedure at Step 3.

Procedure
1.0 �Informal Process – Step 1 

1.1 �A student who is seeking a review of an academic decision is 
expected to discuss his/her concerns with the appropriate faculty 
member within five (5) working days of receipt of the grade or 
academic decision (i.e. the posting of the grade via the student portal 
or receipt of the official notice of a final grade/academic decision).

	 (a) �Unless an issue of liability, safety and/or behavior that interferes 
with the teaching/learning of others has been identified, the 
student may attend classes/labs/work experience and/or 
placements, pending conclusion of the process.

	 1.2 �It is the student’s responsibility to provide the faculty member with 
a well documented statement of the issues and the outcome he/she 
desires. The faculty member shall respond to the student within five 
(5) working days of receipt of the concern unless an extension has 
been mutually agreed to by both parties.

2.0 Informal Process - Step 2
	 2.1 �In the event that the student receives no reply from his/her faculty 

member within the time frame or if the student wishes to pursue 
the request for a review after receiving a response from the faculty 
member, he/she must present the matter in writing to the chair or 
member of the academic team of the program in which the course 
is offered within five (5) working days of the deadline for faculty 
response or within five (5) working days of receipt of the faculty 
member’s response.

	 2.2 �Upon consideration of the information provided by the student and 
the faculty member, the chair or member of the academic team has 
the authority to determine a resolution in any of the following ways: 
(a) �decide that the grade or academic decision will remain 

unchanged;
	 (b) direct that a re-evaluation of the student’s work be completed;
	 (c) �direct that the grade be changed to an ‘I’ (Incomplete) and that 

the student be allowed to do specific items of work.
The decision must be communicated to the student and the faculty member 
in writing within five (5) working days unless an extension has been mutually 
agreed to by both student and member of the academic team.

3.0 Formal Appeal – Step 3
	 3.1 �A student who is either (a) not satisfied with the outcome reached in 

Step 2, or (b) in receipt of an academic decision or penalty assessed 
under the Academic Integrity Policy directly from an Associate Vice-
President, may request a formal appeal by submitting an Appeal 
Request Form.

	� The criteria for a formal appeal are that new and significant evidence/
information which was not considered or available to the academic team 
during the informal process.

	� The student’s submission of a request for a formal appeal must include 
a letter setting out the reason(s) why he/she disagrees with the decision 
by the chair or member of the academic team in Step 2 of the process. 
All documentation provided and received by the student must be 
submitted with the appeal request to the registrar/designate. No additional 
documentation will be accepted during the formal process.

	 3.2 �The registrar/designate reviews the request, and WITHIN 10 WORKING 
DAYS of receipt of the student’s request, informs the student in writing 
whether or not the College intends to proceed with an appeal hearing. 
If the request is denied, written reasons are to be given.

	 3.3 �WITHIN 15 WORKING DAYS of notifying the student of the intent to 
proceed, the registrar/designate will convene an appeal hearing. The 
appeal will be heard by a panel, chaired by the registrar/designate, 
and composed of three persons chosen by the registrar/designate as 
follows: 
• member of the academic team; 
• a faculty member or counsellor; 
• a student. 
�None of the panel members may be from the appellant’s program or 
school. No panel members will have been involved previously with the 
matter in question.

	 3.4 �Submissions for the appeal hearing will be provided by the registrar/
designate to all parties at least ONE WORKING DAY prior to the 
meeting. If the student desires an external adviser to attend the appeal 
hearing, the registrar/designate must be notified at least THREE 
WORKING DAYS prior to the meeting.

	 3.5 �At the appeal hearing both the student and a representative of the 
program may present oral arguments in support of their respective 
positions. After the presentation of arguments the panel will meet in 
camera to consider the facts and to render a decision. The decision 
will include a written explanation of the reasons for the decision and 
will be given to the registrar/designate.

	       The decision of the panel is final and binding.
	 3.6 �Within FIVE WORKING DAYS the registrar/designate will communicate 

the decision in writing to the student, associate vice-president and/or 
chair.

	 3.7 �All documents used by the panel will be delivered to the registrar/
designate.

	 3.8 �The panel may also make recommendations regarding changes to the 
academic policies and procedures of the College/school/program.

4.0 Protection From Reprisals
The College prohibits reprisals or threats of reprisal against students who 
have raised matters of concern under this procedure. Individuals who violate 
these provisions shall be subject to discipline or other correction action.
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Faculty are person/s responsible for the teaching/learning process. This 
includes Technologists who, under the direction of faculty, perform specific 
functions related to the academic process.
Academic team includes heads of schools, program heads, program 
co-ordinators and faculty members who are responsible for the academic 
content. 

Academic Recognition Policy
Policy Statement:
Conestoga requires an accurate record that reflects a student’s academic 
achievement during the time they are registered. Conestoga recognizes the 
successful completion of studies in accordance with the credential framework 
as established by the Ministry of Training, Colleges, and Universities policy 
directives and Conestoga policies and procedures. 

Scope: 
This policy applies to all students in all programs and courses. As of 
September 2005 a student transcript reflects the use of Grade Point and 
Grade Point Average. 

Definitions: 
Student Achievement  
An unofficial student record which includes: 
• all courses with or without a formal assessment 
• interim marks/final grades 
• academic decisions 
Transcript  
An official academic record produced by the Office of the Registrar which 
includes all courses with a formal assessment taken by a student. The official 
transcript details a student’s permanent academic record and bears the 
official seal and signature of the Office of the Registrar. 
Credentials  
Awarded upon completion of a program of study as set out by the Ministry of 
Training, Colleges and Universities as defined in the Credential Framework 
found in the binding policy directive for Programs of Instruction, April 1, 2004. 

Approved credentials are as follows: 
Certificate 
Ontario College Certificate 
Ontario College Diploma 
Ontario College Advanced Diploma 
Ontario College Graduate Certificate 
Baccalaureate Degree 

Conestoga Approved documents 
Affirmation 
A document available for student’s in courses which include a formal 
assessment component. 
Statement of Participation
Indicates the student’s attendance and participation in a course in which 
there is no formal assessment. 
(The document below should be referred if the Academic Credential 
Procedure is approved) 
Recognition of Achievement for Learning
A document to be used for recognizing achievement of learning that does not 
qualify for a credential/document as outlined in the definitions. 
Grade Point 
Assigned to each course, the Grade Point (GP) is a numeric representation 
aligned to an alpha grade and/or a percentage range. 
Session Grade Point Average 
Represents the courses taken within a program session. This GPA is only 
printed on transcripts and achievements for cohort based programs. The 
semester/term Grade Point Average (GPA) is calculated by averaging the 
grades achieved and weighting by the credits assigned to each course. 
Program Grade Point Average 
Represents all weighted courses taken for the specified program code/
version. These courses may have been taken either via the cohort of through 
part time studies (non-cohort). This GPA is not related to any session, but 

rather the program code/version. Based on all courses the student took that 
are part of the program including electives. 
Transfer Credit 
Transfer of Credit is granted to students who have previously achieved the 
learning outcomes at post-secondary institutions (including Conestoga) and 
have proven that they have comparable or equivalent learning. The notation 
of "EX" is used for the grade. 
Transfer credits/exemptions are not granted to Information Technology (IT) 
courses completed more than two years previously. For all other courses the 
time limit is seven years, unless otherwise noted in the Program Outline. 
The maximum credit allowed through Transfer of Credits and credits obtained 
through (RPL) Recognition of Prior Learning are 75% of the program credits. 
Therefore, at least 25% of the program credits must be taken under the 
direct supervision of Conestoga faculty. 

Responsibilities 
The Board of Governors 
Authorizes the Executive Committee to approve and maintain the grading 
system to document student achievement. 
Executive Director, Enrolment Services and Registrar 
Maintains the integrity of the institution by ensuring the accuracy in the 
recording of academic achievement and the awarding of documents. 

Policy Elaboration: 
The appropriate credential/document and/or honours to be awarded to 
a student in recognition of achievement are detailed in the applicable 
procedure, curriculum records, and in accordance with the Board of 
Governors and the Ministry of Training, Colleges, and Universities.

Academic Credential Procedure
Procedure Statement:  
In keeping with the directive to Colleges from the Ministry of Training, 
Colleges and Universities, credentials awarded after September 2004 by 
Conestoga reflect the provincial credential framework as well as documents 
by the Conestoga Board of Governors.
Scope: This procedure applies to all students registered in courses or 
programs for which a credential or document is issued.  

Definitions:  
Baccalaureate Degree  
Awarded by the Office of the Registrar to students who have successfully 
completed outcomes of a prescribed degree program, typically eight (8) 
academic semesters or 2400-3200  equivalent instructional hours in 
duration, approved by the Conestoga’s Board of Governors in accordance 
with degree level standards established by the Ontario Postsecondary 
Education  Qualifications Review Board.  This degree will include the logo 
and seal of Conestoga and will be signed by the President, Chair, Board of 
Governors, and Registrar. 
Ontario College Graduate Certificate 
Awarded by the Office of the Registrar to students who have successfully 
completed outcomes of a prescribed graduate studies program, typically two 
(2) academic semesters or 600-700 equivalent instruction hours in duration, 
approved by Conestoga’s Board of Governors which meets all specific 
vocational learning outcomes as defined by provincial program standards, 
where these exist.  Admission to these programs requires a post-secondary 
diploma or degree or equivalent (as determined by Conestoga).  This 
certificate will include the logo and seal of Conestoga and will be signed by 
the President, Chair, Board of Governors, and Registrar. 
Ontario College Advanced Diploma
Awarded by the Office of the Registrar to students who have successfully 
completed outcomes of a prescribed advanced post-secondary program, 
typically six (6) academic semesters or 1800-2100 equivalent instruction 
hours in duration, approved by Conestoga’s Board of Governors which meets 
all specific vocational learning outcomes as defined by provincial program 
standards, where these exist.  This diploma will include the logo and seal of 
Conestoga and will be signed by the President, Chair, Board of Governors, 
and Registrar. 
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Ontario College Diploma
Awarded by the Office of the Registrar to students who have successfully 
completed outcomes of a prescribed post-secondary program, typically four 
academic semesters or 1200-1400 equivalent instruction hours in duration, 
approved by Conestoga’s Board of Governors which meets all specific 
vocational learning outcomes as defined by provincial program standards, 
where these exist.  This diploma will include the logo and seal of Conestoga 
and will be signed by the President, Chair, Board of Governors and Registrar. 
Ontario College Certificate
Awarded by the Office of the Registrar to students who have successfully 
completed outcomes of a prescribed post-secondary program, typically two 
(2) academic semesters or 600-700 equivalent instruction hours in duration, 
approved by Conestoga’s Board of Governors which meets all specific 
vocational learning outcomes as defined by provincial program standards, 
where these exist.  This certificate will include the logo and seal of Conestoga 
and will be signed by the President, Chair, Board of Governors, and Registrar. 
College Certificate 
Awarded by the Office of the Registrar to students who have successfully 
completed outcomes of a prescribed program, typically a minimum of three 
courses and between 180-600 hours, approved by Conestoga’s Board of 
Governors.  This certificate will include the logo and seal of Conestoga and 
will be signed by the President, Chair, Board of Governors and Registrar. 
Certificate of Achievement
Awarded by the Office of the Registrar to students who have successfully 
completed outcomes of a prescribed program, typically less than 180 hours, 
approved by Conestoga’s Board of Governors.  This certificate will include the 
logo and seal of Conestoga and will be signed by the Registrar. 
Affirmation 
For courses where a formal assessment component has occurred.
Statement of Participation
For courses in which there is no formal assessment (indicates the student's 
attendance and participation).
Recognition of Learning 
Awarded by the program team for the purposes of recognizing learning that 
does not qualify for a credential/document as outlined in the definitions. 
Cancelled Program 
A program that is no longer offered and no students are enrolled. A 
credential may not be granted from a program that has been cancelled.

Responsibilities:  
Executive Director Enrolment Services and Registrar   
Record, report, retain and ensure the confidentiality and accuracy of all 
student records.
Program Team 
Ensure that academic decisions regarding program completion are in 
accordance with program promotion policies/standards.
Student   
Notify the Office of the Registrar by submitting appropriate form(s) when  
requesting documents   

Procedure: 
1. Awarding of Credentials
	 a. �Students are awarded diplomas, degrees and/or certificates by the 

Registrar at Convocation in June for students who complete their 
program of study at the end of the winter semester (April) or November 
for students who complete their program of study at the end of the 
spring semester (August). 

	 b. �Students who complete their program of study at the end of the fall term 
(December) must notify the Office of the Registrar by completing the 
Application to Graduate Form RO420. Credentials will be mailed and 
students will be invited to attend the June Convocation.

	 c. �Students who do not attend Convocation will have their credentials 
mailed.

	 d. �Students must submit the General Request Form RO425 to request a 
Statement of Participation or an Affirmation.  Applicable fees apply 
i. �A credential may not be granted from a program that has been 

cancelled.

2. Alternate Credential
	 a. �Students who leave the Conestoga in good academic standing before 

completing their full program may be awarded an alternate credential 
(e.g. two-year diploma instead of a three-year advanced diploma, or 
a one-year certificate instead of a two-year diploma), assuming all 
requirements of the credential have been met. 

	 b. �Students who wish to graduate with an alternate credential must 
complete the Application to Graduate Form RO420 and submit it to the 
Registrar’s Office. 

	 c. �The Office of the Registrar will forward request to the Program Team of 
the program for an academic decision.

3. Multiple Credentials (Concurrently)
	 a. �Students who wish to pursue a multiple program of study concurrently  

leading to  multiple credentials must complete a minimum of 25% of the 
program hours and all the graduation requirements for those programs 
by fulfilling the following criteria:  

	 i   The student must apply for the primary program desired.   
	 ii  �The student must meet with the Program Team in order to have an 

academic plan approved and develop.
	 iii �Students who wish to graduate with multiple credentials must apply 

for the concurrent program by submitting the Program Application 
Form RO428 to the Office of the Registrar.

4. Replacement Credential/document
	 a. �A fee will be charged should a graduate/student request a replacement 

credential/document.  
	 b. �Documents that can be requested are Certificate, Ontario College 

Certificate, Ontario College Diploma, Ontario College Advanced Diploma, 
Ontario College Graduate Certificate, Baccalaureate Degree, Affirmation 
and Statements of Participation. Applicable fees apply.

5. Joint Credential
	 a. �In certain circumstances, Conestoga may issue a joint credential 

that includes the name and logo of both the Conestoga and partner 
organization.  Joint credentials will be recommended by the Executive 
Dean and approved by the Office of the Academic Vice President in 
cooperation with the Registrar.  

	� Note:  Bundling of credentials is not permitted outside of the above 
definitions.

6. Recognition of Learning 
	 a. �A program team of Conestoga may request this document to be used 

for recognizing achievement for learning that does not qualify for a 
credential/document as outlined in the definitions through the Office of 
the Registrar.  

	 b. �The program team will be responsible for issuing the document.  
Documents will be made available through the Office of the Registrar 

	 i   �The document will not include the verbiage used on the official 
Conestoga credentials as noted in the definitions.

	 ii  �The document will not be produced on the same paper or use the 
same colour ink as the official Conestoga credentials.

	 iii �The signatures of the President, Chair of Board of Governors and the 
Registrar will not appear.

	 iv The official seal will not appear on the document.

Academic Standing  
and Promotion Requirements Procedure
Procedure Statement 
Upon registration, students are assigned to a cohort and into the current 
version of the program of study. 
Academic decisions are based on a student’s academic achievement with 
respect to the promotion standards of the program of study. Academic 
decisions are entered on the student’s permanent academic record and will 
appear on the transcript. Progress from one level to the next is dependent 
upon successful completion of courses and/or meeting program promotion 
standards. 
Students are informed in advance of the standards which will determine 
successful progression through the program of study to program completion. 
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Students who require longer than the designed program duration to 
complete their studies are accountable for completing any new and/or 
additional courses or program requirements that may result due to changes 
in the program of study. In such cases, the Chair of the program may grant 
exemptions where it is deemed appropriate.

Definitions: 
Academic Decision  
The status of a student’s academic achievement within a program at a given 
period of time. 
Cohort  
An intake of group of students registered in a specified program of study with 
a defined start and completion date. 
Co-requisite Course  
A course which must be taken concurrently with the related course. 
Course  
A distinct and discrete teaching and learning framework, containing 
content that has been approved by an expert source, usually structured to 
be delivered over an identified period of time, with measurable learning 
outcomes, and formal evaluation. 
Equivalent Course 
A course deemed to meet a minimum of 80% of outcomes of the identified 
course(s). 

Academic Decision Chart

DECISION (Cohort Standing) DESCRIPTION

Program Complete Graduate

Met Requirements Met requirements of program

Eligible to Continue Promoted to next level

Special Timetable – Same Level Student is not promoted to the next level of the program or allowed to graduate due to missing/
failed course(s). (Cannot be used for first level of a program.)
Student is allowed to return to the program to complete and/or repeat the missing/failed course(s).

Pending (A temporary decision pending the 
outcome of a supplemental, rewrite, incomplete 
or Continuing Education course.)

Potential graduating students:
Must complete courses and an academic decision made and communicated to the Records Officer 
no later than 2 weeks prior to Convocation.
Returning Students:
To be used when the outcome of the incomplete/supplemental/rewrite results in a decision of 
discontinued or special timetable-same level. (Contact the Records Officer for further clarification 
if required.) 

Discontinued from program Student is no longer permitted to remain in the program due to his/her failure to meet program 
standards.

Required to Withdraw Student is no longer permitted to remain at Conestoga due to non-academic performance.

Academic Probation Permitted to continue with academic conditions.

Must Repeat Applies to specific non-semestered programs only. (Contact the Records Officer for further 
clarification.)

Transfer to Non Co-op Student cannot academically continue in the co-op program.

Exemption 
Transfer credits given in situations when a student has already earned 
academic credit(s) at Conestoga or at another recognized educational 
institution which is/are equivalent to the learning requirements for a specific 
subject taught at Conestoga. The course(s) must have been of similar credit 
hours and with similar outcomes or descriptions. 
Prerequisite Course 
A course which must be taken prior to the identified course. 
Program of Study 
A planned and coordinated selection of courses delivered to an identified 
student body leading to a certificate, diploma or degree or other document 
awarded by the board of governors.
Promotion Standards 
The minimal acceptable academic performance standards or expectations 
that must be met as the student progresses through the years of a program. It 
includes both the theoretical and applied aspects of the program content. 

Student Status 
Full-time Cohort Student 
- �Admitted to and enrolled in a minimum of 70 percent of the hours, or 66 

2/3 per cent of the courses in the current session/level of the program of 
study. 

Part-time Cohort Student 
- �Admitted to and enrolled in a program of study and does not meet the full-

time cohort student status. 
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Responsibilities:
Academic Team 
• �Establish, publish and communicate program standards to students at the 

beginning of the program. 
• �Document student progress making use of formative and summative 

evaluations. 
• �Keep students informed of progress throughout the semester. 
• �Determine the academic decision. 
• �Inform active students of changes that are made to the program of study 

after a cohort’s admit term. 
Associate Registrar 
• �Ensure policies and procedures relating to the recording/reporting of 

student records are maintained and followed. 
Records Officer 
• �Ensure the accurate and timely processing of the academic decision to a 

student record. 
Student 
• �Be aware of all progress, promotion and graduation standards for their 

program of study. 

Procedure: 
1. �The Academic team communicates the promotion standards to students at 

the beginning of the program. 
2. �The Academic team, at specified intervals, reviews student achievement 

and makes academic decisions. 
3. �The Academic team communicates academic decisions to the Registrar’s 

Office. 
4. �The Records Officer enters the academic decision for the purpose of 

registration and determination of student status.  
a. �In the event a student has been given an academic decision of 

discontinued, an official letter of discontinuance will be forwarded to 
the student. (See Discontinuance Procedure.) 

5. �Academic decisions are made available to students through the Student 
Portal. 

Clearance of Academic Deficiency Policy
Policy Statement: 
During a student’s academic career, there may be occasions when the 
student’s performance results in a failing grade for a course. Conestoga 
grants students the opportunity to raise this grade to the minimum passing 
grade under specific circumstances.

Scope: 
This policy applies to all students in post secondary programs and courses. 
It is the responsibility of the academic team to publish the documentation 
associated with the clearance of academic deficiencies relating to their 
program areas, in accordance with Conestoga policies and procedures.

Definitions:
Academic Team 
Academic team includes heads of schools, program chairs, program 
coordinators and faculty members who are responsible for the academic 
content and delivery.
Evaluation  
Any evaluation contributing marks toward a student’s final grade. This includes, 
but is not limited to, assignments, tests, exams, quizzes, and projects.
Program Handbook 
A reference guide containing academic information pertinent to the student's 
program of study including contact information, promotion standards, 
academic rules and regulations specific to that program and any other 
information that the program's academic team or school identifies as being 
useful the students in that program.
Supplemental 	
May be an exam or additional work required to clear an academic deficiency.
Supplemental Evaluation	
An evaluation of any type that assesses the ability of a student to clear an 
academic deficiency (i.e. supplemental work, supplemental exams – see 
definition below).

Supplemental Work
The opportunity for a student to complete a final assignment, project or other 
evaluation which would replace the final assignment, project or other evaluation 
for which the student received a failing grade.
Supplemental Exams
Exams which, although the questions/directions may be different, cover the 
same content and with the same emphasis as an original final or term exam. 

Policy Elaboration
Opportunities for the clearance of an academic deficiency will arise after 
the submission of a final failing grade for a student in a course. Since 
the supplemental evaluation opportunity is triggered by a failing grade, 
the supplemental will take the form appropriate to the failed course. The 
supplemental may be comprehensive in nature or require the student to 
repeat failed parts of the course. 
The student must indicate an intention to clear an academic deficiency within 
five working days after the final grade is posted for the course provided the 
student meets the eligibility requirements to complete supplemental work or 
examination as outlined in the policy and in program handbook.
Supplemental exams will be administered within a timeframe established by 
the academic team. If the student is required to do supplemental work, a 
member of the academic team will establish and communicate the deadline 
and the conditions under which the work needs to be completed.
Student will be required to pay the supplemental fee as established by the 
Registrar's Office.
Criteria for the opportunity to clear an academic deficiency:
1. �The acceptable range for a supplemental will be established and 

communicated to students through their program handbook.
2. �There is to be only one supplemental opportunity granted for a course.
3. �The number of supplemental opportunities permitted in a program will be 

determined by the academic team and communicated to students through 
their program handbook.

4. �There must be evidence of passing at least one evaluation in the course.  
5. �There must not be any registered academic offences in the semester. 

a. �In exceptional circumstances this criteria may be waived by the 
academic team.

6. �Failure in the supplemental will result in no change to the original course 
grade. Successful completion of the supplemental evaluation will result in 
the minimum passing grade being awarded.

7. �The final grade as a result of the supplemental will be automatic and is 
ineligible for appeal.

Clearance of Academic  
Deficiency Procedure
Procedure Statement: 
Students may be eligible for a supplemental opportunity. According to the 
Clearance of Academic Deficiency policy, supplemental work or examination 
will be granted on the following conditions: 
• �The failing grade must be no less than 50% unless otherwise stated by the 

school. 
• �If the minimum passing grade for the course is 60% or higher, the 

minimum failing grade must be no less than 10% below that grade. 
Supplemental opportunities occur at the end of an academic semester once a 
final grade has been posted for a course. 

Scope: 
This procedure applies to all students registered in Conestoga programs and 
courses. 

Definitions: 
Academic Team  
Heads of schools, program chairs, program coordinators and faculty 
members who are responsible for academic content and delivery. 
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Faculty Member 
Person(s) responsible for the teaching/learning process. This includes 
Technologists who under the direction of faculty perform specific functions 
related to the academic process. 
Program Handbook 
A reference guide containing academic information pertinent to the student’s 
program of study including contact information, promotion standards, 
academic rules and regulations specific to that program and any other 
information that the program’s academic team or school identifies as being 
useful to the students in that program. 

Responsibilities 
Academic Team 
• �Establish and publish the standard associated with the clearance of 

academic deficiencies. 
• �Communicate the standards to students through the program handbooks. 
• Post the final grade for the course. 
• �Make the academic decision as to whether the student meets the stipulated 

standards/requirements for a supplemental opportunity. 

Procedure 
1. �The student completes the Supplemental Authorization and Terms Form 

(RO 479) within the deadline established by the academic team. The 
student submits the form to the faculty responsible for the course or the 
designate determined by the academic program. 

2. �The faculty member or their designate determines the student’s eligibility to 
clear an academic deficiency. 

3. �The faculty member/designate determines the terms of the supplemental 
evaluation whether it is a supplemental exam or requires the student to do 
supplemental work.  
a. �Supplemental exams will be administered within the timeframe 

established by the academic team. 
   b. �If the student is required to do supplemental work, the faculty member 

will establish the deadline and the conditions under which the work 
needs to be completed. 

4. �The terms of the supplemental are documented on the Supplemental 
Authorization and Terms Form (RO479). The form is signed by the student 
and the approved member(s) of the academic team. 

5. �The student registers for the supplemental with the Registrar’s Office by 
submitting the form, with approved signatures, and the supplemental fee 
within the five working days stipulated above. 
a. �Pending the conclusion of the supplemental process, the student may 

continue to attend classes in the course(s) for which the course (in 
which the supplemental is being done) is a prerequisite. 

   b. �If unsuccessful, the student will be required to drop the subsequent 
course. 

6. �The faculty member communicates the outcome of the supplemental to the 
student. If the student is successful, a Marks/Academic Decision Change 
Form (RO 477) will be completed by the faculty member. The original 
mark will be changed to the minimum passing grade for the course. 

Co-operative Education Policy
Policy Statement
All co-operative education students are required to familiarize themselves 
with the Co-operative Education Policy and submit a signed Student Co-op 
Contract indicating their agreement to adhere to this policy throughout the 
course of their co-op program.  This policy is provided to all co-op students 
through the Career Development course, a prerequisite to any co-op work 
term at Conestoga, and is accessible on the College website at:  
www.conestogac.on.ca/studentsvc/coop/forms/policiesprocedures.pdf

Scope
This policy applies to all students currently or previously registered in any 
co-operative education program at Conestoga.

Policy Elaboration
The Co-op Office offers NO GUARANTEE of a co-op job.  The Co-op Office 
develops and posts co-op employment opportunities and students are 

required to apply to and compete for these postings.  Additionally, all co-op 
students are required to conduct an independent job search in order to 
increase their employment prospects.    

Discontinuance Policy
Policy Statement: 
Students who fail to meet the specified academic program standards will be 
discontinued from the program.
Students may also be discontinued for failure to meet the standards of 
conduct set by Conestoga.

Scope:  
All students registered in Conestoga programs and courses.

Policy Elaboration: 
Conestoga has documented standards, which define the academic 
performance required as students progress through their programs. The 
academic teamiv establishes these standards, publishes and interprets them 
to students enrolled in their programs.

Discontinuance Procedure
Procedure Statement:
A student may be discontinued from a program/course for any of the 
following:

Academic
• Failure to meet specified academic program/course standards
• Violation of the Academic Integrity Policy

Non-academic
• Violation of the Student Code of Conduct Policy
Discontinuance based on academic failures, will normally occur at the end of 
an academic year or semester as determined by the program.
Discontinuance for other reasons (e.g. violation of the Academic Integrity 
Policy, misconduct, attendance etc.) may occur at any time during the 
academic year.

Scope:
This procedure applies to all students registered in Conestoga programs and 
courses.

Procedure
1. Academic Discontinuance
	 The Academic Team
	 • establishes and publishes program/course standards;
	 • �communicates the standards to students at the beginning of the program/

course;
	 • �documents student progress making use of formative and summative 

evaluations;
	 • keeps the student informed of progress throughout the semester;
	 • �finalizes the academic decision as to whether the student meets the 

stipulated standards/requirements.
	� The chair/program co-ordinator, at a time when an academic decision is 

required:
	 • communicates with the student to review reason(s) for discontinuance;
	 • �reports discontinuances to the registrar using the Academic Decision 

Form or the Student Discontinuance Form RO 175A .
	� The chair/program co-ordinator, at a time other than when an academic 

decision is required:
	 • communicates with the student to review reason(s) for discontinuance;
	 • �finalizes discontinuance of the student failing to meet program standards;
	 • completes Student Discontinuance Form RO 175A;
	 • forwards the form to the registrar.
	 The Registrar:
	 • �forwards an official letter of discontinuance and any other relevant 

correspondence to the student, and a copy to the chair.
Special note: Notification of student discontinuances at the end of the 
fall semester should be forwarded to the registrar prior to the end of the 
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semester so that the discontinuance letter is mailed to the student prior to 
the start of the next semester. For those programs with a spring semester, 
the same practice should be followed prior to the end of both the winter and 
spring semesters.

2. Non-Academic Discontinuance
	 See the policy and procedure for violation of the Student Code of Conduct.
	 The Registrar:
	 • �forwards an official letter of discontinuance and any other relevant 

correspondence to the student, and a copy to the chair.

Baccalaureate Degree  
Promotion and Graduation Policy
Policy Statement: 
This policy is defined to meet the requirements of the Post-secondary 
Education Quality Assessment Board (PEQAB), and to guide Schools in 
decision making related to promotion and graduation in PEQAB approved 
degree programs. 

Scope: 
This policy applies to all the students in degree programs approved by PEQAB 
(i.e. does not include B.Sc. – Nursing). 

Definitions:
Session Grade Point Average (GPA) 
�Represents the courses taken within a program session. The session GPA is 
printed on transcripts and achievement records for cohort based programs. 
It is calculated by averaging the grades achieved and credit weighting by the 
credits assigned to each course.
Program Grade Point Average (GPA) 
Represents all courses taken for the specified program code/version. These 
courses may have been taken either via the cohort or through part time 
studies (non-cohort). The program GPA is not related to a given session. It is 
based on the program code/version and all the courses the student took that 
are part of the program, including electives.

Policy Elaboration:
1. �Graduation from a Baccalaureate Degree program requires a minimum 

program GPA of 2.5 and completion of all courses and modules including 
required Co-op semesters.

2. �For programs with a Foundation Module, the requirement for passing 
the Foundation Module is successful attainment of the course outcomes 
(Pass). The Foundation Module must be passed before starting the third 
semester of academic coursework.

3. �In degree programs where there is the opportunity for eligible students 
to bridge/transfer into an upper year of the program and where bridging 
modules/courses are an entrance requirement to the upper years of the 
program, students must successfully complete the bridging modules/
courses to be admitted into the upper years of the degree. Definition of 
successful completion, either as a percentage or a Pass, is determined by 
the respective Schools.

4. The minimum passing grade for a course/module is 60%.

Academic Standing Decision 
Based on a student’s academic achievement and following the promotion 
guidelines established by the program, an academic standing decision is 
assigned to the student record indicating progress/promotion/graduation.
• �Program promotion guidelines will be communicated to students in writing 

by the respective program
• Academic teams will communicate the conditions for probation.

Procedure: 
1. �Academic decisions will be made at the end of each academic semester. 

The academic decision will be one of the following:
	 a. �A student with a program or sessional GPA greater than or equal to 2.50 

with two or less failed and/or dropped courses will be promoted to the 
next level. 

	 b. �A student with a program or sessional GPA greater than 2.50 with more 
than two failed and/or dropped courses will be placed on probation. 

	 c. �A student with a program or sessional GPA less than 2.50 will be placed 
on probation or be discontinued according to the program standards.

2. �Students required to repeat a semester will not be expected to repeat 
liberal studies elective courses in which they have achieved a mark of 60% 
or greater.

3. �A course that has been failed is considered un-cleared until the student 
receives a passing grade for it. A previously failed course or module must 
be cleared through one of the following methods: 
a. Repeat the course or module. 
b. Take a supplemental examination. 
c. �Complete supplemental work as per the Clearance of Academic 

Deficiency Policy.

Graduation Requirements  
and Convocation Procedure 
Procedure Statement:
Students are eligible to graduate and participate in convocation upon 
completion of all academic requirements in their program of study, including 
co-op placements (if applicable).
Students actively registered in cohort delivered programs who take longer 
than the designed program length of time to complete their studies are 
accountable for completing any new or additional courses that may result due 
to changes in the program of study.
Unless otherwise stated, students registered in non-cohort delivered 
programs must complete the program of study within seven years of being 
admitted to the program.
Scope: This procedure applies to all students registered in programs 
for which a credential is issued and programs which are included in the 
convocation ceremonies.
Conestoga reserves the right to determine the programs which are included 
in the Convocation ceremonies.
• �Programs awarded a College Certificate, Certificate of Achievement, and/or 

Recognition of Learning are not included in Convocation ceremonies.
Note: A credential may not be granted for a program that has been cancelled.

Definitions:
Academic Team 
Heads of schools, program heads, program co-ordinators and faculty 
members who are responsible for the academic content and delivery.
Convocation 
A formal ceremony for the conferment of academic credentials and awards.
Program of Study 
A planned and coordinated selection of courses delivered to an identified 
student body leading to a certificate, diploma or degree or other document 
awarded by the board of governors.
Cohort 
An intake of group of students to a specified program of study with a defined 
start and completion date.
Non-Cohort 
Represents activity where the student decides when he/she wishes to start 
and which courses to enroll in. Conestoga non-cohort activity is typically 
categorized as Continuing Education.
Cancelled Program 
A program that is no longer offered and no students are enrolled.

Responsibilities:
Academic Team
• �Establish, publish and communicate program standards to students at the 

beginning of the program.
• �Keep students informed of progress throughout the semester.
• �Determine the academic decision.
• �Inform active students of changes that are made to the program of study 

after a cohort’s admit term.
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Executive Director, Registration Services and International 
Education
• �Ensure policy and procedures are in place, accessible and communicated.
• �Coordinate the Convocation planning committee.
Associate Registrar
• �Ensure adherence to policies, procedures, processes and timelines.
• �Maintain the accuracy and confidentiality of all student records.
Records Officer
• �Enter achievement and academic decisions following established 

procedures and processes ensuring accuracy and confidentiality of student 
records.

• �Ensure convocation invitation and program information is accurate.
• �Ensure convocation invitations are sent.
• �Ensure documents/letters/awards are prepared.
Student
Complete all program requirements for their program of study.
• �If program completion takes longer than the designed program length, 

student must complete and submit an Application to Graduate Form to the 
Registrar’s Office.

• �Apply for readmission if student has been absent from the program for one 
semester or longer, has withdrawn, or has been discontinued.

• �Upon re-admission, student will be placed into the current version of the 
program of study.

• �Register attendance for convocation.

Graduation Procedure
1. �Academic team reviews Achievement Profile reports for students eligible 

to graduate and makes academic decisions based on an evaluation of the 
student’s academic record against the Program of Study version assigned 
to the student.

2. Academic team communicates academic decisions to the Records Officer.
3. Records Officer enters decisions on the student record.
For those Cohort students who wish to graduate from a program to which 
they have not been admitted, the following needs to occur:
1. �Student completes the Application to Graduate Form for the new program 

and submit (including payment) to the Registrar’s Office.
2. �Records Officer generates and forwards the Achievement Profile report to 

the Academic Team for an academic decision.
3. �Academic team reviews Achievement Profile report and makes academic 

decision based on completion of program requirements.
4. �Academic team returns approved Achievement Profile report to the 

Records Officer.
5. �Records Officer enters the academic decision on the student record and 

communicates decision to student.

Convocation Procedure:
1. Records Officer will:
	 a. �Ensure eligible students are invited to the appropriate convocation 

ceremony.
	 b. �Prepare student achievement, award letter(s), program letter and 

credential for presentation at convocation and/or mailing.
	 c. �Mail documents to: 

• Apprenticeship students 
• Students who do not attend their convocation 
• Students who complete their program of study at the end of the Fall  
   semester

Note:  Students who complete their program of study requirements, (ie. 
part-time diploma and/or certificate programs) but do not apply to graduate 
in time for their respective convocation will be invited to the next convocation 
ceremony.

Recognition of Prior Learning Policy
Policy Statement:  
Conestoga College recognizes prior learning of skills, knowledge or 
competencies that have been acquired through work, formal, informal, and 
non-formal education or training, experiential learning or self study in the 
form of Recognition of Prior Learning (RPL). RPL can take various forms, 
and the associated outcomes can be used for a variety of purposes relevant 
to the individual’s educational program at Conestoga College or to enhance 
his/her employment opportunities. Prior Learning must be measurable at 
the college level and meet Conestoga College standards of achievement for 
current courses. Evaluation is done through a challenge exam or portfolio 
development.
RPL is not available for registered Conestoga students who have completed 
but failed a course of study.  Students who find themselves in this situation 
may be able to access privileges to address this problem under the Clearing 
of Academic Deficiency Policy.
RPL is not available for students looking to upgrade marks for completed 
Conestoga College courses.
Only ONE attempt per course is allowed through the process of RPL. 
Successful completion of a PLAR assessment results in a credit on a 
Conestoga College transcript.  A failed attempt would require the student to 
take the course.

Scope:  
This policy applies to adults 19 years or older with significant life and work 
experiences who wish to pursue new career opportunities or to earn credits 
for learning/skills achieved in their current work field toward a college 
certificate or diploma.  
Candidates for recognition of prior learning are bound by the College’s 
residency policy which requires that for any credential, a minimum of twenty-
five percent of the hours of instruction must be undertaken at Conestoga.
This policy also applies to all College personnel who are involved with the 
assessment of these applicants.

Policy Elaboration: 
RPL is an ideal tool to use in responding to the learning needs of Canadians 
because it supports continuous engagement in learning activities at home, 
at school and in the workplace throughout our lifetimes. It is based on the 
premise that significant learning takes place in a wide variety of contexts 
throughout a person’s life, and that it is beneficial to both organizations 
and individuals to recognize that learning wherever possible. Examples 
of recognition gained are educational credits, occupational certification, 
employment and access to advanced training.
RPL has several benefits. It improves access to education when formal 
credentials are not well understood. It helps place learners at appropriate levels 
within educational programs. It eliminates the need for students to study things 
they already know. It helps learners develop clear educational goals and plans. 
Research indicates that RPL also improves learner confidence, self-esteem, and 
motivation to learn. If an institution’s course offerings are flexible, RPL can 
reduce students’ program workloads and costs.
RPL increases access to professions by providing important information to 
licensing and certification bodies about what applicants already know and 
can do. It can help determine if applicants are eligible to write qualifying 
exams or undertake placements. RPL can help to determine if individuals 
need additional training, and it can reduce costs by pinpointing training 
needs more accurately.

Student Code of Conduct Policy
Policy Statement:
Conestoga is committed to an environment that is conducive to academic 
skills development, professionalism, personal development, and individual 
self-discipline. Enrolment at Conestoga requires each student to comply with 
the rules and regulations that support this environment. Breaches by students 
of the standard of behaviour required of them will result in disciplinary 
action.
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Scope:
The College community is composed of students, faculty and staff, and 
members of the Board of Governors. Students become members of the 
Conestoga community upon registration. This policy applies to all students, 
full time, and part time, and to all corporate clients of Conestoga, while on 
College premises or engaged in a College activity at any location.

Policy Elaboration:
The College affirms the following general principles of rights and 
responsibilities as guides for individual action within this community.
a. �Each individual must accept responsibility for his/her actions and values, 

and for recognizing that such actions and values reflect upon the whole 
community.

b. �All persons must endeavour to conduct themselves in a manner consistent 
with respect for others and a thoughtful consideration for the needs of the 
academic community and society in general.

c. �The educational function depends upon honesty, integrity and respect for 
the preservation, communication and pursuit of knowledge.

d. �Each person is encouraged to learn and practice the art of thoughtfully 
examining issues, expressing views, both individually and as a group 
member, in a manner that is consistent with the educational purposes of 
the College.

e. �The College community recognizes the need for the development of 
personal ethics, and moral standards and philosophies. The members 
of this community should be committed to broad personal growth and 
development, realizing that each individual has both the freedom and the 
obligation to make ethical and moral choices and to accept the attendant 
responsibilities.

Student Code of Conduct Offences refer to any conduct on the part of a 
student that has, or might reasonably be seen to have, an adverse effect on 
the reputation or the proper functioning of the College, or the health, safety, 
rights or property of the College, its members or its visitors, is subject to 
discipline under this Code.
Without limiting the generality of the foregoing, the following list sets out 
some specific examples of prohibited conduct. This list is illustrative only and 
is not intended to define misconduct in exhaustive or exclusive terms, and 
includes all electronic communications.
Verbal Abuse	 Theft
Disruptive Behaviour 	 Mischief
Aggressive Behaviour/Fighting 	 Harassment
Threats 	 Smoking in Restricted Areas
Assault 	 Substance Abuse
Improper or unauthorized use of College equipment or property
Use of alcohol in unauthorized areas or drunken behaviour on College 
property, including the Residence
Conduct which violates any federal or provincial law, including but not 
limited to the following:
• Criminal Code of Canada (includes Controlled Drugs and Substances Act)
• Liquor License Act
Conduct which interferes with or obstructs College authorized activities in, 
but not limited to, the following categories/areas:
• Academic
• Administrative
• Service areas and departments
• Recreational/Athletic
• Disciplinary
Sanctions may be imposed alone or in combination as outlined in the 
Violation of Student Code of Conduct and Appeal Procedure.
No reprisals shall result against a student raising matters of concern under 
this policy.

Violation of Student Code of Conduct and 
Appeal Procedure
Procedure Statement:
Conestoga is committed to an environment that is conducive to academic 
skills development, professionalism, personal development, and individual 
self-discipline.
This procedure defines:
a. �the nature of the authority and responsibility of employees of the College 

and of the student body in upholding these principles;
b. �the sanctions which may be imposed as disciplinary action;
c. the procedures to be followed by students who wish to appeal.

Scope:
This procedure applies to all registered students, faculty, staff, and 
administrators of the College. When a student is alleged to have violated 
the Student Code of Conduct, any member of the College community who 
observes or has reasonable grounds to believe a violation has occurred, shall 
take the appropriate action in a timely fashion.
For a list of student code of conduct offences, refer to the Student Code of 
Conduct Policy.

Release of Information/Retention of Records:
Freedom of Information & Protection of Privacy Rights
Conestoga respects the privacy and personal information of students for 
whom it retains personal information, and will comply with the Freedom of 
Information and Protection of Privacy Act regarding the gathering, retention, 
safeguarding and disposition of personal information.
Code of Conduct information will only be made available to the offending 
student (excluding identifying information of the initiator), the initiator, 
and Security Services. Academic Administrator/designate and Residence 
Management will be notified of incidents as appropriate.(see * below). 
Security Services will be notified of all incidents.
In incidences of short or long term suspensions and discontinuances, the 
student’s Program Chairperson will be notified by the Vice-President Student 
Affairs/designate or the Academic Administrator/designate. Specific details 
of the incident will not be divulged*. The Program Chairperson will notify 
the appropriate faculty of the suspension parameters. Faculty involved in 
reporting incidents are not to share any information with other persons. All 
parties will not share information concerning an incident without obtaining 
authorization/clearance from the Office of the VP Student Affairs.
* Judgement will be applied by VP Student Affairs/designate and Director, 
Security Services/designate in situations that hinder the security and/or safety 
of individuals and/or the campus community at large. Decisions regarding the 
release of incident details will be communicated according to the appropriate 
parties at the time of reporting. 

External Requests for Information:
Specific occupations require the employer to complete a background check 
on the student with the College in regards to whether the student who has 
applied for a position has any past record with Security and/or a Code of 
Conduct/behaviour record. These requests for information are be received 
by either telephone or faxed copy. These requests should be forwarded to the 
Director of Safety & Security for response, who will ensure that information 
is dispensed only after receipt of a signed waiver from the student/graduate 
authorizing a release of information.

Retention and Location of Records:
Files and records, both paper-based and electronic are located in the office 
of the Vice President Student Affairs, and the Safety & Security Office. For 
offences that resulted in long term suspensions or discontinuances, records 
will be kept by the College for a period of seven (7) years; records for 
incidents that resulted in other penalties will be kept for a period of six 
months following the student's departure from the College.  This pertains 
to all offices/departments who keep student behaviour records. Documents 
related to students' behaviour and/or Code of Conduct incidents that are 
located in academic offices are to be forwarded to the Office of the VP for 
handling/disposal.  
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Definitions:
College Property  
 All campus locations, buildings, parking lots, including the Conestoga 
Student Residence property.
School   
The college is organized into a number of schools e.g. School of Business.
VP Student Affairs Designate:  A senior College official appointed to act 
in place of the Vice-President Student Affairs to carry out all responsiblities 
thereof
Academic administrators:  Deans, Chairspersons 
Faculty:  Faculty are person/s responsible for the teaching/learning process. 
This includes Technologists who, under the direction of faculty, perform 
specific functions related to the academic process.
Student: 	The student who has been accused of violating the Student Code 
of Conduct and is named as the offender on the reporting form.
Student’s Record:  SIS (the College’s official computerized system - Student 
Information System).
Panel Chair:  A staff member appointed by the Vice President Student 
Affairs to chair all Adjudication Panel meetings and oversee the process.

Responsibilities
Student Responsibilities:
Students have a fundamental responsibility to be familiar with and to obey 
the general law of the land, College policies and procedures including those 
of the Conestoga Residence Inc. if applicable, while they are within the 
confines of the College buildings or student residence or on College grounds, 
and elsewhere when they are at College approved activities and events. The 
general law of the land includes the Criminal Code of Canada and other 
federal statutes and regulations, provincial statutes and regulations and 
by-laws of municipalities. The student has a right to provide the Adjudication 
Panel with a statement of explanation. This document would be given to the 
Panel Chair who would forward it to panel members.
Note: While it is not required for the informal or formal process, the student 
may wish to consult with a third party to act as a resource and/or to provide 
support or advice during the process, e.g. Counselling/Disability Services, 
parent/guardian, or any other internal/external person. The student will be 
required to sign a Confidentiality of Information Release form.
In the event of an appeal, the student will:
• �retain and provide all documentation and/or correspondence which has 

been provided to him/her in the event of an appeal;
• �participate in the inquiry conducted by the Registrar/designate in 

accordance with 4. 3 of this procedure;
• �participate in the hearing conducted by the Registrar/designate in 

accordance with 4.4 of this procedure if required.
College Responsibilities:
The College has the responsibility to ensure that the Student Code of Conduct 
policy and procedure is communicated to students and accessible by 
students. The College has the authority to maintain order on College property, 
including the Residence. College staff will impose sanctions in accordance 
with their responsibilities. When sanctions are assigned, the seriousness 
of the offence will be considered, as will the impact of the offence on the 
college community, including the victim, if any, and any previous offence by 
the student, and the impact on the student’s education.
Faculty Responsibilities:
Faculty have the right and responsibility to manage their classes. The faculty 
are responsible for outlining the expectations of student conduct and 
academic performance at the onset of each course. Faculty have the right to 
reprimand and/or to request students to leave their classroom consequent 
to any violations of the Student Code of Conduct Policy and will complete 
the Student Code of Conduct Incident Reporting Form. Failure by the student 
to comply with direction from faculty may result in faculty recommending 
additional sanctions to the Vice-President Student Affairs or to the Academic 
Administrator/ designate.
In the event of an appeal, faculty members will:
• �participate in the inquiry conducted by the registrar/designate in 

accordance with 4. 3 of this procedure;

• �participate in the hearing conducted by the registrar/designate in 
accordance with 4.4 of this procedure if required.

Academic Administration:
Academic Administrators have the right and responsibility to assess classroom 
management incidents and to apply sanctions for non-compliance by a student. 
A Student Code of Conduct form must first be completed and forwarded to the 
Office of the VP Student Affairs. The VP/designate and Academic Administrator/
designate through discussion will determine who will handle the situation. 
If the Academic Administrator/designate is responsible for meeting with the 
student, they must ensure that follow up occurs with the student in writing 
summarizing what was discussed and any sanctions that were applied. Copies 
of all documents (emails, letters, etc) indicating the sanctions applied and any 
other supporting documentation must be forwarded to the Office of the VP 
Student Affairs for record keeping purposes. The office of the VP Student Affairs 
will notify Security Services of all incidents.
The Academic Administrator, Vice-President Student Affairs and Director, 
Security Services will collaboratively determine the appropriateness of a 
long term suspension or discontinuance recommendation received from the 
Adjudication Panel.
In the event of an appeal, the academic administration will:
• �participate in the inquiry conducted by the registrar/designate in 

accordance with 4. 3 of this procedure;
• �participate in the hearing conducted by the registrar/designate in 

accordance with 4.4 of this procedure if required;
• �discharge his/her respective responsibilities fairly and according to 

established time frames.
VP Student Affairs/Designate:
The VP Student Affairs/designate has the right and responsibility to initiate 
informal resolve on first offences and/or to refer serious first offences to the 
Adjudication Panel. This would consist of levying reprimands, restitutions, 
fines, disciplinary probation, and short term suspensions, dependent upon 
the level of the offence as recorded on the Incident Reporting form and 
supporting documentation from Residence and Security Services. The VP 
Student Affairs may take into consideration any Residence imposed sanctions. 
S/he has the right to make recommendations regarding sanctions to the 
Adjudication Panel. The Office of the VP Student Affairs/designate has the 
responsibility to record the offence(s), enforce FIPPA requirements, monitor 
the sanctions levied, and communicate the decision made by the adjudication 
panel, in writing, to the student, with a copy to the appropriate Academic 
Administrator/designate (if applicable) within two business days. Verbal 
notification may occur initially, if necessary, to keep within defined timelines. 
The Vice President Student Affairs is responsible for appointing a Panel Chair 
whose responsibilities include the recruitment of the Adjudication Panel 
members, overseeing and co-ordinating the panel process, chairing the 
Adjudication Panel meetings ensuring that adherence to established protocol 
is practiced, preparing the student letter/contract and communicating the 
outcome with the student.
The Vice-President Student Affairs, appropriate Academic Administrator, 
and the Director, Security Services will collaboratively determine 
the appropriateness of a long term suspension or discontinuance 
recommendation received from the Adjudication Panel.
In the event of an appeal, the VP Student Affairs/designate will:
• �participate in the inquiry conducted by the registrar/designate in 

accordance with 4. 3 of this procedure;
• �participate in the hearing conducted by the Registrar/designate in 

accordance with 4.4 of this procedure if required;
• �discharge his/her respective responsibilities fairly and according to 

established timeframe.
Director/Designate: Safety and Security Services
• �Has the right and responsibility to apply and enforce sanctions under the 

Trespass to Property Act
• �Ensures that confidentiality and protection of privacy is maintained by 

referring requests for release of information to the Office of the VP Student 
Affairs.

• �Ensures campus safety is upheld by contacting police services and other 
emergency services when warranted.

• �Ensures campus safety is upheld by communicating information to staff 
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as appropriate, regarding individuals who are reasonably believed to be a 
threat to their personal safety and well being or the safety and well being 
of others.

• �The Director, Security Services, Academic Administrator and Vice-President 
Student Affairs will collaboratively determine the appropriateness of a long 
term suspension or discontinuance recommendation received from the 
Adjudication Panel.

Adjudication Panel and Panel Chair:
• �The Panel will consist of a student representative, a College administrator, 

a faculty member and a support staff member. Length of term will be 
determined by the Vice President Student Affairs and Panel Chair. The 
Committee Terms of Reference will be reviewed annually.

• �The Panel Chair will notify the student in writing within five (5) working 
days of the charge(s) and that the situation is being referred to the panel 
for handling. The student may also be informed verbally to expedite the 
process.

• �The Panel Chair will schedule a meeting no more than ten (10) working 
days after the student has been notified. Time limits for scheduling panel 
meetings may be extended at the discretion of the Chair.

• �Members have the right and responsibility to review the information as 
recorded on the Student Code of Conduct Incident Reporting form and 
supporting documentation in order to determine appropriate sanction(s), 
as outlined in this policy.

• �As the governing body responsible for adjudicating student code of 
conduct incidents, the panel has the authority in assigning sanction(s) or a 
combination thereof with the exception of assigning long term suspensions 
or discontinuances. When either of these sanctions are selected, the Panel 
Chair will bring this recommendation forward to the VP Student Affairs who 
will meet with the appropriate Academic Administrator and the Director, 
Security Services to collaboratively determine the appropriateness of the 
recommendation. The Panel Chair will then communicate the outcome of 
this decision to the Adjudication Panel.

• �The Adjudication Panel may take into consideration any Residence imposed 
sanctions.

• The Panel Chair will communicate the final outcome to the student.
• �If a member of the Adjudication Panel becomes unable, for any reason, to 

complete the meeting, participate in the decision or to attend the meeting, 
the remaining members may complete the meeting and give a decision. A 
minimum of two members must be available in order for the meeting to 
occur. The decision of a majority of the members of the Adjudication Panel 
or their unanimous decision in the case of a two-member panel is the 
Panel’s decision.

• Adjudication Panel meetings shall be conducted in camera.
Registrar/Designate – Appeal Process only:
• Makes Appeal Request Forms available to students
• Ensures that the policy and procedures are posted electronically.
• Administers pre-hearing matters in accordance with the guidelines
• �Acts in an advisory role to faculty members, Academic Administrators and 

members of the appeal panel.
• �Directs the response of an appeal panel decision to the student and the 

appropriate College personnel.
• �Discharges his/her respective responsibilities fairly and according to 

established timeframes

Procedure:
Section 1: Identification and Reporting
Accessing the Student Code of Conduct Incident Reporting Form:
Student Code of Conduct Incident Reporting forms are located in each 
department/school/campus throughout the College. They can also be 
obtained from Security Services, Counselling Services (for students) and the 
Office of the VP Student Affairs.
Security Services is contacted for incidents that occur at Residence, Security 
is contacted and completes an investigation prior to completing and 
submitting the information on a Student Code of Conduct Incident Reporting 
Form.
Individuals requiring assistance in locating or completing a form may contact 
Counselling, Security Services, Office of the VP Student Affairs, or Academic 
Administrators/Chairs for each school. The Office of the VP maintains the 
form and is responsible for updating and distribution.

Step 1:
If the violation is considered threatening or dangerous, contact Security 
Services and/or the Police immediately, before proceeding to Step 2.
If the violation is not threatening or dangerous, proceed to Step 2.
Step 2:
Complete section A & B of the Student Code of Conduct Incident Report form. 
The form in its entirety shall be forwarded to the Office of the VP Student 
Affairs immediately.
Office of the VP Student Affairs receives Student Code of Conduct Incident 
Report form, ensures that Security has been notified and checks for past 
offences.

Section 2: Investigation and Decision Making
Step 3:
VP Student Affairs/designate reviews the report and determines if the incident 
can be handled through an informal resolve process or referred to the 
adjudication panel for handling. If informal resolve is elected Academic 
Administrator/designate may be contacted for participation.
Step 4:
Office of The VP Student Affairs communicates with students within five (5) 
business days of receipt to arrange to meet to discuss the incident and to 
seek informal resolve if appropriate. If a decision has been made that the 
Academic Administrator is conducting the meeting, their office will make 
the contact and follow up with the student. Following the informal resolve 
meeting, the VP Student Affairs/designate or the Academic Administrator/
designate will submit the outcome, in writing, to the student within five 
(5) business days following the meeting. A decision regarding whether the 
incident is unfounded may be made at this time. Informal resolve sanctions 
cannot be appealed.
If informal resolve is not an option then referral will be made to the 
Adjudication Panel for formal handling. The Office of the VP Student Affairs 
will advise the student of the date of the Adjudication Panel meeting. 
The student may submit in writing a summary of their perspective of the 
complaint against them which is to be given to the Office of The VP Student 
Affairs prior to the Adjudication Panel meeting and this information will 
be reviewed by panel members at the time of the meeting. The panel chair 
will inform the Office of the VP Student Affairs of the panel decision. The 
correspondence with the student will inform them of their right to appeal the 
penalty decision.
Step 5:
The VP Student Affairs/designate informs student verbally and in writing of 
outcome / sanctions. Student signs form and/or Behaviour Contract and is 
provided with a copy. A letter is sent to the student summarizing the outcome. 
If monitoring of sanctions is required, the Office of the VP Student Affairs or 
Academic Administrator’s office as appropriate will determine who will be 
responsible for enforcing assigned restrictions/penalties. If loss of privileges 
is a factor, the Office of the VP Student Affairs will notify the appropriate 
departments in writing (email) of the name of the student, student number, 
and a description and timeframe of the activities effected.
Step 6:
Office of the VP Student Affairs informs the initiator of outcome in writing, 
records offences and provides Security Services/Initiator (s) with a copy of 
the correspondence.

Section 3: College Sanctions
Sanctions may be imposed alone or in combination as outlined below. The 
College/Adjudication Panel may take into consideration the sanctions levied 
against the student by either Conestoga Residence Inc. management and/or 
the Waterloo Region Police Services (WRPS) when applicable. All incidents 
receive a letter outlining the outcome from the VP Student Affairs.
Reprimand: A notice/warning in writing that will include the following: 
description of the behaviour in question; the help that is available within the 
College to assist the student with the behaviour problem (if appropriate) 
and/or to refer to external resources for assistance; a description of the 
consequences if the behaviour is repeated: i.e. the continuation or repetition 
of conduct found to be in violation of the Student Code of Conduct policy 
will result in referral to the Adjudication Panel for more severe disciplinary 
action.
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Restitution and/or Fines: Not limited to reimbursement for defacement, 
damage to, or misappropriation of property. Restitution or fine must be paid 
within the time limit prescribed. Restitution also includes the assignment 
of community service/volunteer service within a prescribed time frame and 
requests for letter(s) of apology to specific parties.
Disciplinary Probation: Constitutes a loss of good standing at the College 
and may include loss of privileges and/or services. The letter will specify 
measurable behaviour for a defined period that must be met and adhered to 
by the student in return for reinstatement. It is levied for a specific period 
of time based on the seriousness of the offence. If the student completes the 
probationary period satisfactorily, privileges will be reinstated. Disciplinary 
probation serves as a warning that a violation of the agreement, or a further 
violation of College regulations will result in referral to the Adjudication Panel 
(if applicable) for more severe disciplinary action.
Short-Term Suspension: An order levied for up to five (5) school days 
and can be applied to a variety of situations. The number of days will be 
dependent upon the seriousness of the incident that was reported and/or 
the number of previously reported offences. It may also be levied while an 
investigation takes place or if it is determined that the continued presence 
of a student on campus constitutes a threat to the security and/or emotional 
safety and well being of members of the College community, guests and/
or College property. The suspension will be communicated verbally and in 
writing by the VP Student Affairs/designate’s office to the student, and the 
appropriate Academic Administrator/designate. The short-term suspension 
will not have a punitive effect on the student and will not be recorded on 
his/her student record. Arrangements for submitting assignments, projects, 
and/or writing tests, or quizzes will be allowed. The student’s Academic 
Administrator/designate will be notified who will in turn notify the faculty that 
the student has been suspended. No details of the incident may be revealed 
without authorization from the Office of the VP Student Affairs. A Behaviour 
Contract will be issued (see below).
Long-Term Suspension: An order banning a student from attending 
classes and from being on College property and prohibits participation in 
any College activities for a period greater than five school days and up to 
one semester. This penalty may result in failing (F) grades for courses in 
which the student is registered. No fees will be refunded for that semester. 
The College does not accept liability for the student’s academic eligibility in 
the subsequent semesters or for any financial consequences that arise as 
a result of the suspension. This decision will be recorded in the student’s 
record. A Behaviour Contract will be issued. The student will be given further 
information regarding the conditions for or timing of the student’s return 
and/or readmission in a Behaviour Contract (see Behaviour Contract section 
below). As this sanction does effect a student’s academic standing, protocol 
will require the Panel Chair to inform the Vice President Student Affairs who 
will confer with the Director, Security Services and/or the Dean/designate as 
appropriate, and a decision will be rendered regarding the application of this 
sanction.
Discontinuance: A decision rendered by the adjudication panel 
discontinuing a student immediately from all courses in which the student 
is enrolled and prohibiting participation in any College activities and from 
being on College property. This penalty will result in failing (F) grades for 
the semester in which the student is currently registered. No fees will be 
refunded for that semester. The minimum length of the discontinuance will 
be one academic year. The College accepts no liability for any financial 
consequences that arise as a result of the discontinuance. The decision will 
be recorded in the student’s record. The adjudication panel will determine 
the terms for readmission and must include in its judgment the conditions 
and timelines the student must meet if the student will be permitted to apply 
for readmission after the period of discontinuance. A Behaviour Contract will 
be issued (see Behaviour Contract section below). As this sanction does effect 
a student’s academic standing, protocol will require the Panel Chair to inform 
the Vice President Student Affairs who will confer with the Director, Security 
Services and/or the Dean/designate as appropriate, and a decision will be 
rendered regarding the application of this sanction.
Behaviour Contract: A written agreement between the student and the 
College and issued by the VP Student Affairs for serious behavior infractions 
where the student has received a Long Term Suspension or Discontinuance. 

This agreement is signed by the student and specifies measurable behaviour 
that must be met and adhered to by the student in return for re-admission 
to class, placement, facilities/buildings. Resources may be recommended 
to assist the student in meeting the behavioural outcomes. Contracts will be 
monitored. Once the student returns to the College, the Vice-Present Student 
Affairs will determine whether another Behaviour Contract needs to be 
implemented. Failure to meet the terms of the contract will result in either 
another long term suspension or discontinuance from the College. Copies of 
the behaviour contract will be given to individuals/departments named in the 
contract.

Readmission Following Discontinuance
A student who has received a Long Term Suspension or discontinuance for 
disciplinary reasons will be required to meet with the VP Student Affairs/
designate if s/he wishes to re-enroll. The Vice President Student Affairs/
designate determines if all conditions have been met (as stipulated in the 
Behaviour Contract) and if the student is eligible to return. The VP Student 
Affairs/designate will also assess whether a Behaviour Contract needs to 
be in place for the duration of the student’s attendance at the College. The 
VP Student Affairs/designate will determine the conditions under which the 
student may register, following consultation with the appropriate Academic 
Administrator/designate(s). 

Section 4: Appeal Procedures
4.1 �Students may request a review of a sanction assessed under the Violation 

of the Student Code of Conduct Procedure by submitting an Appeal 
Request Form to the registrar WITHIN TEN (10) WORKING days of the 
date the letter of decision was issued. The letter must state clearly the 
reasons why the review is being requested and the facts which the student 
considers relevant to the case.

	 The criteria for a formal appeal are as follows:
	 • �New and significant evidence/information which was not considered or 

available to the faculty or chair/academic administrator/VP/adjudication 
panel at the time of the sanction.

	 • �Proper procedures were not followed in the application of the sanction 
under Violation of the Student Code Procedure.

	 • �Sanction(s) assessed under the Violation of the Student Code Procedure 
are considered too severe. Short Term suspensions cannot be appealed.

4.2 �Pending the conclusion of the appeal process, the student may attend 
classes/ labs/work experience placements in the interim period, unless 
issues of liability, safety and/or behaviour that might interfere with the 
teaching/learning/safety of others have been identified. This decision 
will be made in conjunction with the VP Student Affairs/designate and 
Academic Administrator/designate and/or Security Services, as warranted.

4.3 �The Registrar /designate reviews the request, and WITHIN TEN (10) 
WORKING DAYS of receipt of the student’s request, informs the student in 
writing whether the College intends to proceed with an appeal hearing, 
giving reasons if the request is denied.

4.4 �WITHIN 15 WORKING DAYS of notifying the student of the intention to 
proceed, the Registrar/designate will convene the appeal hearing. The 
appeal will be heard by a panel chaired by the Registrar /designate and 
composed of three persons chosen by the Registrar /designate including 
an academic administrator, a faculty member/counsellor and a student. 
None of the members of the panel may be from the student’s program or 
school. No members of the panel will have been previously involved with 
the matter in question.

4.5 �Written submissions from the student, Office of the VP Student Affairs, 
the appropriate program and/or service departments (e.g., Security 
Services), must be in the Registrar’s (or designate’s) office at least TWO 
WORKING DAYS prior to the meeting. Copies of these submissions will be 
available from the Registrar’s office to all parties at least ONE WORKING 
DAY prior to the meeting. If the student desires an external adviser to 
attend the appeal hearing, the Registrar /designate must be notified at 
least THREE WORKING DAYS prior to the meeting.
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4.6 �At the appeal hearing, both the student and their advisor, if any, shall 
be allowed to attend the entire portion of the hearing (excluding 
deliberations of the panel) at which information is received. The student 
has the right to be assisted by an advisor they choose, at their own 
expense. witnesses to present pertinent info Admission of any other 
person to the Appeal Hearing shall be at the discretion of the Appeal 
Panel Chair. After the presentation of arguments the panel will meet in 
camera to consider the facts and to render a decision. The decision will 
include a written explanation of the reasons for the decision and will be 
given to the Registrar. The decision of the panel is final and binding and 
the matter is considered to be completed.

4.7 �In appeal hearings involving more than one student, the Appeal Panel 
Chair, at his/her sole discretion, may hear the appeals concerning each 
student to be conducted either separately or jointly.

4.8 �FIVE WORKING DAYS after the hearing, the Registrar /designate will 
communicate the decision in writing to the student, Academic Administrator 
and chair of the student’s program and any appropriate departments.

4.9 �All documents used by the panel will be forwarded to the Registrar/
designate.

5.0 �The panel may make recommendations regarding changes to the policies 
and procedures of the College/school/program/department.

Protection From Reprisals
The College prohibits reprisal or threat of reprisal against students who have 
raised matters of concern under this procedure. Individuals who violate these 
provisions shall be subject to discipline or other correction action.

References:
Appeal Request Form
Student Code of Conduct Policy

Honours Policy
Policy Statement:
The College encourages and recognizes exceptional academic achievement by 
students during their studies and upon graduation.

Scope: 
Applies to all students registered in programs that award following 
credentials:
Ontario College Certificate
Ontario College Diploma
Ontario College Advanced Diploma
Ontario College Graduate Certificate
Degree

Policy Elaboration:
There are five categories of honours recognition – one annual and four upon 
graduation.
Presidents’ Honour List
Graduation with High Distinction
Graduation with Distinction
Dean’s Honour List
Conestoga Honour Certificate

Honours Procedure
Procedure Statement:
Conestoga recognizes exceptional academic achievement by students during 
their studies and upon graduation. 

Scope: 
Applies to student achievement in programs as noted below: 
To be eligible for academic recognition upon graduation, students must 
have completed the minimum number of courses or credits or hours of 
their program of study at Conestoga. The actual percentage required to be 
completed will vary according to the length of the program: 
Ontario College Certificate – 75%  
Ontario College Graduate Certificate – 75%  
Ontario College Diploma – 50%  

Ontario College Advanced Diploma – 50%  
Degree – 40% 
For the purpose of Academic Recognition the academic year will be from May 
1 to April 30 of the following year (i.e. to include the Spring/Summer, Fall 
and Winter semesters). 
Note: Students who do not meet the requirements stated above as a result of 
participation in an articulated exchange program will be considered on an 
individual basis on the recommendation of the Executive Dean. 

Definitions:
President’s Honour List
• �Recognition awarded upon graduation to the student in each diploma, 

graduate certificate and applied degree program who obtains the highest 
average in the program.

• �The average for all courses of the Program Design must be a minimum of 
90%, with no failed courses.

• �To be eligible for the President’s Honour List, students must have 
completed a minimum of 75% of all courses of their Program Design for 
that program at Conestoga College.

• �The student who achieves the President’s Honour List will receive a letter of 
congratulations signed by the President.

• Student will be presented with a Guild Shield
• The recognition will be noted on the student’s official academic record.
Graduation with High Distinction
• �Recognition upon graduation for all students registered in diploma/

graduate certificate/degree programs.
• �An average of 90% or greater for all courses of the Program Design, with 

no failed courses.
• Student will receive a letter of congratulations signed by the registrar.
• �The recognition will be noted on the student’s official academic record and 

the Convocation program.
Graduation with Distinction
• �Recognition upon graduation for all students registered in diploma/

graduate certificate/degree programs.
• �An average of between 80-89% in all courses of the Program Design, with 

no failed courses.
• Student will receive a letter of congratulations signed by the registrar.
• The recognition will be noted on the student’s official academic record
Conestoga Honour List
• �Recognition upon graduation for all students registered in Ontario college 

certificate and apprenticeship programs.
• �An average of 80% or greater for all courses of the Program Design, or for 

Apprentices all levels of their program, with no failed courses.
• Student will receive a letter of congratulations signed by the registrar.
• The recognition will be noted on the student’s official academic record.
Dean’s Honour List
• �Recognition upon completion of an academic year for all students 

registered in diploma/post-diploma/degree programs that are two or more 
semesters in length.

• �An average of 80% in all courses of the Program Design in which the 
student is registered in a given academic year, with no course mark less 
than 70%, and with no failed courses.

• �Student will receive a letter of congratulations signed by their respective 
associate vice president.

Responsibilities:
Registrar
• �Identify the students who qualify for the President’s Honours List, 

Graduation with High Distinction, Graduation with Distinction, and 
Conestoga Honour List awards.

• Implement the criteria for each award.

Procedure:
The following rules will apply in implementing the criteria for each form of 
award.
All courses in the program of study are included in any calculations. Audits, 
DNAs, course withdrawals and incompletes will not be included in any 
calculation of average.
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Conflict of Interest in Research
Policy Statement:
Conestoga College Institute of Technology and Advanced Learning (CCITAL) 
recognizes that situations may arise for researchers that could comprise a 
conflict of interest.  The purpose of this policy is to minimize and manage 
situations pertaining to conflict of interest in research.

Scope:  
All Conestoga College Institute of Technology and Applied Learning full-time 
and part-time staff and students.

Ethical Conduct in  
Research Involving Humans
Policy Statement:  
Research involving humans as subjects is essential to advancing knowledge, 
understanding, and human welfare. Such research is a critical aspect of the 
work of Conestoga College Institute of Technology and Advanced Learning 
(CCITAL) and its academic programs. College researchers are profoundly 
grateful to those who volunteer to participate as subjects and make research 
possible. Balanced against the need for research is a moral imperative to 
conduct human research in an ethical manner that both respects human dignity 
and requires that the welfare and integrity of the individual remains paramount.

Scope:
The Policy on Ethical Conduct in Research Involving Human Subjects shall apply 
to the involvement of human subjects in all College research projects whether 
funded or unfunded. In addition the policy shall apply to research conducted by 
private organizations involving the use of College facilities or equipment under 
an agreement with the College.  The College shall have only one Research Ethics 
Board (REB).

Integrity in Research
Policy Statement:
The purpose of this policy is to promote and advance a high standard of 
integrity in research.  The Conestoga College Institute of Technology and 
Advanced Learning (CCITAL) community has an important role to play in 
maintaining high standards of research integrity.  Such integrity requires 
careful supervision of research, including that conducted by students; 
competent use of methods; adherence to ethical standards of discipline; and 
the refusal to engage in or to condone instances of fraud or misconduct.

Scope:
This policy applies to any employee of CCITAL, any student enrolled in CCITAL 
and/or partaking in research, or anyone else engaged in research in the 
institution in any capacity whatsoever.

If for upgrading purpose, a student takes the same course twice, these two 
marks will be averaged and that average included in the calculation of the 
overall average. If one of the courses is failed, it automatically disqualifies 
award eligibility.
General Education Elective courses are included as Program Design 
requirements criteria and calculation of averages. In cases where more General 
Education Elective courses are completed than required by the Program Design, 
then the top marks are used for average calculation. A failure in a General 
Education Elective course automatically disqualifies award eligibility.

Student Fees Policy
•  Tuition Fee Payment and Deferral Procedure
•  Program/Course Withdrawal (Cohort) Procedure
For additional information, refer to the Fee Information in this gude on  
page 10.

Applied Research Policy
Policy Statement:  
The objective of this policy is to ensure that research undertaken at the 
College and presented in the College’s name is of sufficient quality to enhance 
the College’s reputation.  It is also intended to maximize the contribution of 
research to the academic programs, minimize the College’s exposure to risk 
and ensure the appropriate use of the College’s resources and to support 
business stakeholders in solving problems and seizing opportunities.

Scope:  
This policy applies to individuals at Conestoga College ITAL (the College) 
involved with research, as defined in the Research Policy, in any capacity 
whatsoever.  Anyone working under the aegis of the College engaging in 
research, using the College’s facilities, or seeking approval of the College 
for research must adhere to the highest level of ethical standards.  All 
researchers are covered by this policy and include:
Full-time staff	 Part-time staff
Contractors	 Students

Student Rights in the  
Conduct of Research Policy
Policy Statement: 
This policy outlines the rights of Conestoga students involved in research 
activities at or under the auspices of the College under the supervision of a 
faculty member or staff, or an individual designated as a research principal 
investigator for a research project.  It also outlines the responsibilities of the 
supervisor with respect to student involvement.

Scope:
All Conestoga students
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After Hours Access Policy
Policy Statement:
Conestoga College recognizes that in some programs of study students may 
require after hours access to classrooms, shops, labs and studios.  The 
College maintains this after hour's access in accordance with the academic 
needs of individual programs.  This privilege requires that students follow 
established guidelines, rules and regulations to ensure safety and security of 
person and property.  The regular hours of operation at all College campuses 
are from 7:00 am - 11:00 pm, Monday - Sunday.

Scope:
This policy applies to all full-time and part-time students of Conestoga and 
is valid for all days/evenings except for those on which the College buildings 
are closed (e.g. statutory holidays, closures for repair, etc.).  The policy is 
applicable to all College campuses.

Policy Elaboration:
It is recognized that students may need access to their study and learning 
areas beyond their scheduled hours. This is considered a privilege with 
associated responsibilities resting with students. The safety and security of 
students, College employees and College property are prime considerations in 
the granting of after hours access. Furthermore, the College requires access 
to the facility for regular scheduled and non scheduled maintenance and 
other events and this may limit and control the times/locations of access.

Anti-Violence Policy
Violence is not tolerated at Conestoga College!  Any incident of violence must 
be reported immediately in accordance with this policy.

Introduction
Conestoga College promotes the highest level possible of safety and security 
in all of its activities.  While violence is not pervasive at Conestoga, no college 
is immune from it.  
All College employees and students strive, and share a responsibility, to create 
and maintain an environment that is free from violence.
This policy recognizes that violence often begins with harassing acts or 
disruptive behaviours that can escalate into threats to personal safety.  It is 
meant to augment all existing College policies that address inappropriate 
behaviours.  It does so by specifically dealing with those elements of actual or 
threatened violence associated with any incident.

Definition
Violence includes assaults, threats, bullying, stalking, intimidation and other 
disruptive behaviours.  It can involve oral, written or electronic statements, 
gestures or expressions that communicate a direct or indirect threat of harm.

Reporting/Investigation
All members of the Conestoga community have a duty to report actual or 
potential violence on college property, or during a College-approved activity.  
All reports shall be taken seriously and investigated.  No reprisals will be 
taken against any individual who makes a report, unless it is found to be of a 
vexatious or vindictive nature.
Any person who finds themselves in imminent danger while on college 
property or engaged in any college approved activity should immediately 
contact the Police Service having jurisdiction in the area and Security Services 
when reasonably possible.  The primary consideration is to ensure the safety 

of that person(s) as well as any other person in the immediate vicinity who 
might be a risk.
Security Services may contact the Police Service having jurisdiction in non-
emergency situations depending on the circumstances or at the victim’s 
request.
Nothing in this policy shall prevent any member of the Conestoga community 
from directly contacting a police service or other appropriate emergency 
response agency.  
Incidents of violence perpetrated by employees must be reported to a College 
management staff member and the Director, Safety and Security Services (or 
designate), who will consult with Human Resources to determine appropriate 
sanctions.
Incidents of violence perpetrated by students must be reported, and shall be 
investigated according to the Student Code of Conduct Policy.
Incidents of violence perpetrated by persons who are not employees or 
students must be reported to Security Services and/or the appropriate Police 
Service.  The police service having jurisdiction will be contacted by Security 
Services in appropriate circumstances.
Any incident where a person is injured and/or needs to seek outside medical 
assistance as a result of violence on campus (or during a College-approved 
activity) must also be reported to the Health and Safety Office.

Communications
The originator of any report of actual or potential violence will, in all cases, be: 
• Advised that their report has been received and is being investigated 
• Informed of the outcome of their report.
Security Services will ensure appropriate members of the College community 
are informed when they have reasonable grounds to believe a risk of violence 
exists.

Disciplinary Sanctions
Any individual who commits or plans a violent act on college premises may 
be banned from all campuses and/or subject to disciplinary actions, criminal 
charges or both.
The Student Code of Conduct Policy and the Human Resources Practice 
on Disciplinary Measures should be referred to for more information on 
disciplinary sanctions.

Victim Support
In addition to the processes described above, the College is committed to 
providing support services to victims of violence.  Students have access to 
assistance from Student Services Counsellors.

Class Cancellation Practice
As a public institution, Conestoga attempts to remain officially open at all 
scheduled times.  In the event of cancellations caused by bad weather or 
emergencies, the College notifies selected local broadcast stations as soon as 
a decision is made to cancel classes. In any specific cancellation situation, 
choice among these media outlets depends upon location of the cancellation, 
its extent and the time of day.
In a College-wide cancellation situation, these media outlets receive 
notification first:
CKCO-TV, CJIQ 88.3 FM (the Conestoga College radio station), Kitchener 
stations 570 News AM/96.7 CHYM FM, and Waterloo stations KFUN 99.5 
/105.3 KOOL FM. 

Campus and Classroom Policies, 
Procedures and Practices
For additional information on campus and classroom policies, procedures and practices, please refer to the College website at  
www.conestogac.on.ca.
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Subsequent and/or local cancellation calls go to: 91.5 The Beat FM 
(Waterloo), 107.5 DAVE FM (Cambridge), CJOY 1460 AM/106.1 Magic FM 
(Guelph), CJCS 1240 AM (Stratford).
Circumstances permitting, appropriate cancellation notices also appear on 
the Conestoga website (www.conestogac.on.ca).  A suitable message is also 
placed on the College's main switchboard at Doon, 519-748-5220.
If you are a student on clinical experience and classes are cancelled, it is 
your responsibility to notify your clinical supervisor.
Please remember that Conestoga services a sizable geographic area from 
several locations. A bad weather/emergency situation may apply to one 
location only and not others. Any notice given to broadcast stations will 
specify the College location(s) affected.

Lockdown Procedure
Purpose 
To provide general direction to Conestoga’s community on how to respond 
during an incident in which a Lockdown might reduce damage, injury 
or death and during which Conestoga cannot be safely evacuated. This 
procedure is a resource tool and provides general principles and guidance as 
each incident will be unique and unpredictable.

Scope 
This procedure applies to all individuals (employees, students, visitors, etc.) 
at a Conestoga campus or site during a Violent Incident. The full cooperation 
of all on campus is expected during an occurrence.

Definitions 
Violent Incident  
Any incident or act of aggression that could result in injury to a person or 
damage to property and includes abusive and threatening behaviour (i.e., a 
situation involving an individual armed with a knife, gun or explosives). 
Lockdown 
A security action used when it may be more dangerous to evacuate a building 
than remain inside. This could include a violent or potentially violent incident 
by a person or persons threatening with a gun or other deadly weapon. A 
Lockdown is intended to minimize access and visibility. It involves quickly 
sheltering students, employees and visitors in secure locations. This requires 
a building’s occupants to take cover and hide and to discourage entry into 
occupied areas by an intruder. The Lockdown should enhance the safety and 
security of employees, students and visitors during a Violent Incident. Every 
attempt should be made to respond quickly and calmly. 
Secure Area  
Places that can provide cover or shelter and can be secured to prevent entry. 

Responsibilities 
This procedure applies to the entire Conestoga community. All individuals on 
campus are responsible to initiate and react to a Lockdown. 
If a Lockdown situation is communicated, members of Conestoga’s 
community must:  
• �Immediately cease all activity; i.e., teaching, office work, group work, 

meetings, recreational activity; 
• �Listen to and follow instructions communicated by Conestoga Security; 
• �Provide assistance where required and able to do so safely (eg., help 

those who may have a physical disability or those who may have language 
comprehension difficulties); 

• �Remain calm and encourage others; and 
• �If able to do so safely:  

Exit the building immediately 
Notify anyone you encounter to exit the building immediately  
Dial 911 or contact Conestoga Security and be ready to provide and report 
as much information as possible. 

Initiating Lockdown Procedure: 
• �On receipt of any information of a circumstance that creates a hazardous 

situation and potential for injury or death, the Director of Safety and 
Security or designate will initiate the Lockdown procedure. 

• �Conestoga Security will initiate and announce a Lockdown on the paging 
system. 

• � The following message will be repeated several times:  
“Lockdown, Lockdown. Please seek cover and proceed to the nearest 
secure area immediately. This is a Lockdown. This is not a drill." 

• �Upon receiving the Lockdown message, employees, students and visitors 
will immediately initiate Lockdown procedures. 

• � During Lockdown procedures, occupants will disregard the fire alarm 
system unless otherwise informed by Conestoga Security. 

• �Lockdown is in effect until a communication message is sent indicating the 
current Violent Incident has come to an end. 

• �Conestoga Security will notify 911 immediately after activating the 
Lockdown notification. A call to 911 will initiate assistance from police 
services, as well as fire and ambulance services if required. 

• �The following information should be provided in the 911 call:  
Identify yourself, Conestoga College and the location with its full address;  
- �Provide any more specific information about the location; i.e., the 

building, room, etc.; 
   - �Describe the situation based on the information provided in the initial 

phone call received from the observer of the Violent Incident; 
   - Identify whether anyone is injured and the severity of the injuries; 
   - �Stay on the line and continue to provide information as requested by the 

911 emergency operator; 
   - Begin to document times and events relating to the incident. 
• � Where video surveillance is available, Conestoga Security will endeavour to 

locate and track the intruder on the monitors of Conestoga’s video security 
system and inform the 911 emergency operators of the intruder’s location, 
movement, etc. 

• �The Director of Safety and Security or designate will implement Conestoga’s 
Emergency Response Plan and will communicate with the Senior 
Emergency Group. 

Minors on Campus
Unaccompanied minors who are not College employees, students or 
Recreation Centre members are prohibited on College premises for reasons 
of safety/liability. Accompanied minors are permitted in classrooms, 
computer labs, and general areas only under exceptional circumstances (as 
outlined in the Quality Policy Manual of the College).  You must receive prior 
consent from the faculty or service area involved.

Prohibition of Weapons on Campus
No person, while on property controlled or owned by Conestoga College 
Institute of Technology and Advanced Learning, shall possess or carry any 
firearm, weapon, imitation of a weapon, ammunition, knife, prohibited device 
or dangerous chemicals, including explosives and fireworks.
No person, while on property controlled or owned by Conestoga College 
Institute of Technology and Advanced Learning, shall use any object as a 
weapon or imitation thereof for any unlawful purpose.
Definitions and descriptions of firearms, ammunition, weapons, imitations 
and prohibited devices shall be in accordance with the Criminal Code of 
Canada.

Exceptions:
• �Police officers and licensed guards carrying issue weapons for the 

purposes of their duties or employment are exempt.
• �Exceptions to the policy may be granted for bona fide administrative or 

educational purposes with the written permission of the appropriate Chair 
or designate of the involved program. In all cases where written permission 
has been obtained, the requestor shall present a copy to the Director, Safety 
& Security Services or designate PRIOR to bringing the firearm/weapon(s) 
on campus. The Director, Safety & Security Services or designate shall 
have final decision on the matter of admittance. The appropriate Chair 
or designate will be advised of any refused entry by the Director, Safety & 
Security Services, and the reasons for such refusal.
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• �Small folding or utility knives, or knives used for food preparation or 
legitimate course requirements are exempt provided they are used for a 
lawful purpose and not brandished or worn in such a manner as to cause 
concern or alarm. The decision of the Director, Safety & Security Services 
or designate shall be final in all cases of dispute.

Quality Policy Statement
Conestoga College continually seeks opportunities for improvement, to meet 
and exceed the needs of our students, employees and communities.

Scheduled Examinations and Inclement 
Severe Weather Conditions
If all school buses have been cancelled for the public and separate school 
boards in the Waterloo Region and Wellington County, a test scheduled to 
be administered during a regularly scheduled class will automatically be 
postponed until the next class. Classes will not be cancelled; lectures for the 
next unit will start.
If the College has to be closed in an examination week, the examinations 
scheduled for that day will be added to the end of the examination schedule 
which will be extended by an additional day.
Students living outside the Waterloo Region and Wellington County who 
cannot travel to the College due to bad weather are responsible for notifying 
their faculty either by email or telephone of their inability to write on the day 
of the test. Students who fail to provide this notice to their faculty will receive 
a grade of zero on the test. Students must make arrangements to write the 
test immediately upon their return to the College. Acceptable conditions for 
missing a test are defined as the cancellation of school buses or classes in 
the student’s local area.

Smoke-Free Environment
Smoking is not allowed in any Conestoga College building. Help keep the 
environment clean by using the waste receptacles when you smoke outdoors.
To provide unobstructed entry to the College for visitors and non-smoking 
employees and students, several campus entrances have been designated 
smoke-free. Smoking is not allowed outdoors in front of these entrances. 

Student Appraisal of Teaching
The Student Appraisal of Teaching (SAT) allows direct feedback from 
students on teaching for a particular course. Completion of the SAT form 
gives teachers and academic managers valuable information, to use for 
improving teaching at Conestoga.
The SAT process occurs at semester-end. One-quarter of the faculty is 
appraised per term, and each has two courses selected by their academic 
managers for appraisal.  All teachers have a SAT review at least once every 
two years. Students complete the forms, which are collected, placed in sealed 
envelopes and sent to Human Resources for scanning. A summary of results 
goes to the faculty member AFTER all marks for the semester have been 
collected from teachers. The academic manager also receives a copy, plus the 
original forms. After discussion, the academic manager releases the originals 
to the teacher.
Continuing Education students may have an opportunity to complete a SAT 
form at the conclusion of each Continuing Education course.

The Protection of Human Rights 
Under the College policy entitled The Protection of Human Rights, the College 
commits to providing a learning environment that is free of discrimination 
and harassment based on race, ancestry, place of origin, colour, ethnic 
origin, citizenship, creed, sex, sexual orientation, handicap, age, marital 
status, same-sex partnership, family status, receipt of public assistance 
(accommodation only), record of offences.
Students who feel they have been harassed or discriminated against on 
these grounds may seek advice from the Human Rights Co-ordinator (at 
the College’s Human Resources office), a Counsellor, their Associate Vice 
President/Chair or the Director, Safety & Security Services.

The College has a procedure to resolve harassment and discrimination 
complaints. The procedure has four stages:

Stage 1: Informal – Individual Action
A student who has a complaint should, where possible, ask the person 
causing the problem to stop, letting the individual know that the words or 
behaviour are offensive.

Stage 2: Informal – Assistance
If a student is unable to talk directly or is unsure how to approach the other 
person, the student may obtain advice from an Associate Vice President/ 
Chair, Counsellor, Human Rights Policy Co-ordinator or Director, Safety & 
Security Services. (Most harassment problems are resolved at this stage.)

Stage 3: Formal Written Complaint
If the problem has not been resolved, a student may file a formal written 
complaint with the Human Rights Policy Co-ordinator. The Co-ordinator will 
meet with both parties and, if feasible, facilitate resolution of the matter. If 
not resolved, an investigator will be appointed.

Stage 4: �Investigation Report/Decision-Making Meeting
Both parties will receive a summary of the investigation report and will be 
invited to comment on the report, with comments to be disclosed to the other 
party. The Vice President may initiate a meeting of the parties to clarify issues 
in the report and submissions. The President/designate will make a final 
decision regarding the complaint.

Use of Cell Phones in Classrooms and Labs
Cell phones and other electronic communication devices may not be used 
in classrooms and labs without prior permission from the instructor or staff 
member.

Use of College Facilities
All facilities at Conestoga College can only be used by registered students and 
authorized visitors.

Use of the College Name or Logo
The names Conestoga College, Conestoga College Institute of Technology and 
Advanced Learning, the former name Conestoga College of Applied Arts and 
Technology, and any other name or logo(s) employed by the College are the 
exclusive property of the College and may not be used without first obtaining 
authorized permission.

Use of Food and Beverages  
in Classrooms and Labs 
It is the responsibility of senior management to ensure that the academic 
environment is clean and conducive to learning. The following policy 
statements will be adhered to regarding the use of food and beverages in 
classrooms and labs.
There is no food permitted in any classroom or lab. Beverages are permitted 
in unbreakable, re-sealable containers. Please note that in computer labs, 
containers should be placed away from the keyboard to prevent unnecessary 
damage.
Beverages (including water) are not permitted in health sciences skill labs.
For health and safety reasons, instructions will be established by faculty 
and management within designated shop areas, such as Electrical, Metal 
Machining and Woodworking.
It is the responsibility of instructional staff and management to ensure that 
the policy is adhered to by students.
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Since August 1, users of smartphones and other mobile devices have 
enhanced access to features and information on the Conestoga website, 
thanks to a new, mobile-friendly web presence specifically developed to 
meet their needs.

According to Andreas Kyriacou, senior web developer and associate 
faculty member at Conestoga, who leads the development project, 
the decision to create a mobile-friendly site was based on the 
growing number of mobile devices accessing the College’s main 
website at www.conestogac.on.ca. That number has doubled in the 
past year, and now accounts for almost 9 per cent of all website 
traffic.

With the first phase of the project now complete, mobile users 
will have easy access to all features of the main website. Future 
plans include the revision of related Conestoga sites as well as 
the development of additional functionalities that will fully 
utilize the capabilities of mobile devices and provide a full 
range of services to meet user needs.

According to Kyriacou, developers on the project have adopted a unique approach that 
allows both mobile and traditional computer users to access the same base of information, which is 
then adapted to your device based on its screen size. No separate app or download is required for mobile 
users.

The site has been developed and tested for all major mobile devices, including BlackBerry, iPhone, iPad 
and Android phones and tablets.

To visit Conestoga on your mobile device, point your browser to www.conestogac.on.ca

For more information, or to provide feedback, contact Andreas Kyriacou at 519-748-5220 ext 2733 or akyriacou@
conestogac.on.ca.  For media inquiries, contact Brenda Cassidy, Corporate Communications Manager, 519-748-5220 ext 
3336 or bcassidy@conestogac.on.ca.

Conestoga Goes Mobile
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Do you want  to work with a really innovative organization or create your own business?  
Experience Entrepreneurship is FREE and designed for Conestoga students who want 
to distinguish themselves as innovators.  

Let your attitude
                                determine your altitude

Experience 
Entrepreneurship

We offer 6 interactive workshops and events plus 10 hours of mentoring with a successful 
entrepreneur. Registration is FREE!  

1. Let’s Get Innovative
2. Let’s Get Started: Opportunity Knocks
3. Let’s Get Networking

4. Let’s Get Planning
5. Let’s Get Social, Technically Speaking 
6. Let’s Venture:  Pitch Competition

Registration starts: September 2011  
Location: Doon and Waterloo  
Dedicated Sessions will be held for Trades Programs

For more information visit www.conestogac.on.ca/entrepreneur
This program is offered with support from the Ministry of Economic Development and Trade. Youth Entrepreneurship Partnerships.


