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1. Purpose

Willis College is committed to ensuring that students meet the rigorous academic and practical
requirements of their chosen programs. This policy establishes clear expectations for mandatory
program hours, evaluation methods, and the integrity of the assessment process to ensure all graduates
possess the necessary competencies for their professional fields and remain compliant with provincial
regulatory expectations.

2. Scope
e Applies to: All students enrolled in certificate and diploma programs.

e Applies in: Physical campuses, virtual learning environments (Distance Education), and
laboratory settings.

¢ Includes: Mandatory make-up hours, assignments, examinations, rewrites, and Occupational
Health and Safety requirements.

o Excludes: N/A.
3. Definitions

e Mandatory Program Hours: Specific instructional or lab hours required by the curriculum or
regulatory bodies that must be completed to pass a course.

e Assessment: Any test, exam, quiz, or project used to evaluate student learning.

¢ Extenuating Circumstances: Unforeseen and/or unavoidable events (e.g., sudden illness) that
prevent a student from meeting an academic deadline.

e PLAR: Prior Learning Assessment and Recognition.
4. Policy Statement
Mandatory Program Hours and OHS:

o Make-up Hours: At the discretion of the College, any mandatory hours missed during a course
of study must be made up by the student at a rate of up to $30.00/hour. These hours must be
signed off by the instructor. Incomplete hours may result in course failure, inability to write
provincial exams, or dismissal.



Occupational Health and Safety: An OHS course is mandatory and must be completed prior to
practicum; this course is a graduation requirement.

Evaluation and Assignments:

Passing Requirements: To obtain a passing grade, students must meet all requirements for
attendance, assessments, and examinations.

Submission: All assignments must be submitted by the designated date.

Late Penalties: A 10% penalty applies for each calendar day an assignment is overdue (including
weekends/holidays), to a maximum of 3 days. After 3 days, the grade will be zero.

Examination Integrity:

Standard Conduct: Collaboration, cell phones, textbooks, and internet search engines are
prohibited during assessments unless explicitly indicated.

Distance Education: Students in distance programs (e.g., Dental Assisting or CCA Distance) are
required to have their webcam on with the student in the frame during all testing. The College
reserves the right to use proctoring software.

Review: When graded exams are reviewed, students may not copy or mark the exam in any
way.

5. Procedures

Reporting Missed Time: Students must report absences via the Student Portal as per the
Attendance Policy and must include the reason for missed time. Make up time will be arranged
where necessary.

Missed Assessments: The instructor must be notified in advance. With a legitimate excuse (e.g.,
doctor’s certificate), a student may write the assessment upon return. Otherwise, a grade of 0%
is assigned. It is the student’s responsibility to approach the instructor to reschedule by the end
of the next business day.

Grade Reviews: Students must submit a written request with evidence to the instructor within 3
business days of a grade being awarded. Note that re-examination can result in the mark being
raised, staying the same, or being lowered.

Appeals: If dissatisfied with a review, the student has 3 business days to file a written appeal to
the Campus Director, who will provide a final decision within 5 business days.

6. Compliance and Enforcement

Final Exam/Assessment Rewrites: Students failing a final assessment (but scoring at least 50%) may be
permitted one rewrite.

Rewrites are scheduled outside class hours within two business days of receiving marks.

The maximum mark achievable on a rewrite is 70%.



e Students scoring below 50% are ineligible for a rewrite and cannot pass the course.
Failed Courses and Program Incompletion:

e Retakes: Students may retake a failed course once (maximum 3 course retakes total). Failing a
fourth course results in administrative withdrawal.

e Re-enrollment: If a retake cannot be completed within 30 days via extension, the student is
withdrawn and may be re-enrolled as a PLAR student under a new contract.

e Return Period: Students have one (1) year from the date of withdrawal to return and finish
outstanding courses. After 1 year, eligibility to complete the program expires.

7. Training and Awareness
e Required training: Policy reviewed during student orientation.
e Target audience: Students, Faculty, and Administrative Staff.
e Documentation: Policy is outlined in the Willis College Student Handbook.
8. Related Documents
e Policies: Attendance Policy, Student Complaint Procedure, Practicum Policy.
e Procedures/standards: Program-specific syllabi and weighting guides.

¢ Forms/templates: Enrollment Contract, Grade Appeal Form.



