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1. Purpose

Willis College is committed to ensuring students gain the knowledge and skills high in demand in today’s
job market. To ensure successful work experience and compliance with provincial regulators, this policy

establishes the standards for attendance, classroom participation, academic progress, and the processes
for evaluation and rewrites.

2. Scope
e Applies to: All students, faculty, and administrative staff.
e Applies in: All physical and virtual classrooms, including practicum placements.

¢ Includes: Attendance, late arrivals, assighment submissions, examinations, rewrites, and
transfer credits.

e Excludes: Specific program variations as noted.
3. Definitions
e Academic Standing: The status determined by a student's marks and attendance compliance.
e Honours: A final grade between 90% — 100%.
e Pass: A final grade between 70% — 89%.
e Practicum: A mandatory work placement required for graduation. This is a Program Course.
4. Policy Statement
Attendance Policy: Willis College will immediately dismiss any student who meets the following criteria:
¢ Five (5) consecutive class days of absence without notification (immediate withdrawal).
¢ Ten (10) consecutive class days of absence, even with notification.
e Missing more than 10% of total program hours.
e Missing more than 10% of any course (may require a retake; fees apply).

Evaluation and Academic Progress:



Passing Grade: Minimum passing grades are program specific and are shown in the program
outlines. General mark is 70%; this differs for some programs.

Assignments: Late assignments incur a 10% penalty per day for a maximum of 3 days. After 3
days, a grade of zero is assigned. Note: The School of Photography does not accept late
assignments.

Exams: Must be completed on the designated date. Absence without valid notice results in 0%.

Rewrites: Students failing a final exam (50%-69%) may be permitted one rewrite. The maximum
mark achievable on a rewrite is 70% or the program specific pass mark. Students scoring below
50% are ineligible for a rewrite.

Retake Policy:

e Students may retake a course once, pending approval and availability (maximum 3 course
retakes total per program). Failing a fourth course results in administrative withdrawal. This
includes practicum, as practicum is a course.

Transfer Credits (Exemption and Advanced Standing):

e Credits from recognized post-secondary institutions may be accepted if completed within 5
years with a grade of at least 70%.

e Specific Program Restrictions:
o Dental Assisting: Only NDAEB/CDAC recognized institutions.
o Early Childhood Education: Only CECE recognized programs.
o Massage Therapy: Only CMTO/CMTCA recognized institutions.

o NACC PSW/HSW: Only NACC-approved institutions; NACC policies and procedures
apply.

5. Procedures

e Reporting Absences: Students must use the Student Portal to report any absence, late arrival, or
early departure.

o Exam Rescheduling: If an exam is missed with valid notice, the student must approach the
instructor by the end of the next business day to reschedule.

e Re-examination of Marks: Students must submit a written request with evidence to the
instructor within 3 business days of a grade being awarded.

e Withdrawal Return: Students have one (1) year from withdrawal to return and complete
studies.

6. Compliance and Enforcement

e Provincial Regulators: Willis College maintains records and monitors compliance with
Attendance and Satisfactory Scholastic Standards.



¢ Financial Obligations: All fees must be met before a diploma/certificate is issued. Incomplete
obligations will result in only a transcript being issued.

e Practicum Termination: Hosts may terminate a practicum for behavioral issues; the student is
then responsible for securing a new placement.

7. Training and Awareness
e Required training: Policy reviewed during orientation.
e Target audience: Students and Faculty.
¢ Documentation: Outlined in the Willis College Student Handbook.
8. Related Documents
e Policies: Attendance Policy, Practicum Policy, Student Complaint Procedure.
¢ Procedures/standards: NACC/NDAEB/CECE/CMTO Regulatory Standards.

e Forms/templates: Enrollment Contract.



