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Purpose

The purpose of this policy is to list standards that the Centre for Indigenous Health Leadership (CIHL)
adopted to ensure operational transparency and efficiency and to adhere to regulatory standards set
out by the Private Training Institutions Branch (PTIB).

Scope

The CIHL is designated and certified by PTIB. The CIHL must comply with regulatory requirements
relating to, among other things, learner enrolment contracts, tuition refunds and instructor
qualifications.

Policy
The policy is extensive and is subdivided by the areas of application.

Mandatory Policies
In compliance with mandatory and optional policies set out by PTIB and following all the PTIB
requirements and recommendations, CIHL has developed the following policies and will rely upon
them when appropriate.

e AOOI1 Learner Statement of Rights Policy

e AO0O2 Learner Attendance Policy

e AO0O03 Dismissal Policy

e AO0O0O4 Grade Appeal Policy

e  AOOS5 Respectful and Fair Treatment of Learners Policy

e AOO6 Dispute Resolution Policy

e A0O07 Withdrawal Policy

e AO0O08 Sexual Violence and Misconduct Policy

e AOO09 Learner Enrolment Contract Policy

e AO0I10 Prior Learning Assessment and Recognition Policy

e AOT1 Transfer Credit Policy

e AO012 Grading Profile Policy
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e AO013 Work Experience Policy

e FOOIl Tuition, Fee & Refund Policy

e 001 Institutional Compliance Policy
e TOO1 Instructor Evaluation Policy

e BOOI Health Director Emeritus Policy

General Compliance Standards

To meet the General Compliance Standards of PTIB, the CIHL will:
e Have a current organizational chart; and
e Maintain a valid BCelD account.

Program Compliance Standards
To meet the Program Compliance Standards of PTIB, the CIHL will:
e Submit an application for each new program, whether the program requires approval oris a
program that does not require approval;
o Deliver programs as approved by the PTIB Registrar;
e Follow the steps outlined in the Private Training Act (PTA) Policy Manual to report and/or obtain
consent for any changes to approved programs;
e Apply admission requirements consistently to all applicants;
e Maintain course outlines, a curriculum and a program outline that enable learners to meet the
learning objectives of the program;
e Ensure the CIHL has ownership or usage rights of curriculum for the duration of the program;
e Ensure that the following enable learners to meet the learning objectives of the program:
o The number of hours of instruction
The number of learners enrolled
The method of delivery
The order in which courses are provided
The equipment, facilities, and technology the CIHL uses to provide the program

O O O O O

The learner intake model
o Teaching methods

o Ensure that the learners are provided with a copy of the course outline on the first day of a
course;

e Ensure that the course materials provided to learners are relevant;

e Not compel a learner to purchase required course materials from a specific source;

o Ensure that the course materials are in the language in which the program is provided;

e Ensure that the CIHL directly provides over 50% of the hours of instruction of the program
except as they relate to experience; and

e Ensure that before the start date of the program, learners are provided with copies of the
following policies:

AQO02 Learner Attendance Policy

A0O03 Dismissal Policy

A004 Grade Appeal Policy

AQO5 Respectful and Fair Treatment of Learners Policy

AO0O06 Dispute Resolution Policy

A008 Sexual Misconduct Policy

O O O O O O

Attendance Compliance Standards
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The CIHL has developed the AOO2 Learner Attendance Policy to address learner attendance

expectations. The policy includes the minimum attendance requirements, consequences for a learner

that does not meet the requirements, and a process to follow for a learner to report an absence.

Instructor and Staff Compliance Standards
To meet the Instructor and Staff Compliance Standards, the CIHL will:

Have adequate staffing and an adequate number of qualified instructors to provide approved
programs. Each position title will accurately reflect the primary job duties;

Keep records for each instructor that includes evidence that the instructor meets the required
qualifications, along with records of each instructor evaluation. The records will be kept for two
years after the instructor leaves the CIHL;

Ensure that the instructor for each course will have a relevant post-secondary degree in the
subject area and the required years of work experience;

If the CIHL chooses to use a substitute instructor who does not meet the instructor standards,
the substitute instructor will provide no more than 10% of the instruction hours for the
program;

Ensure that all instructors have a written performance evaluation at least once every two (2)
years, conducted by the Senior Educational Administrator.

Learner Enrolment Contract Compliance Standards
To meet the learner enrolment contract compliance standards, the CIHL will:

Require each learner to sign a written contract to enrol;

Have the learner enrolment contract provide accurate information about the program;
Have a copy of the sighed enrolment contract that will be provided to the learner as soon as
possible, either at the time of signing or by e-mail or registered mail.

Learner enrolment contracts will:

o Bewritten in a clear and comprehensible manner in not less than 10 point type;

o Be foraterm no longer than 18 months;

o Ifthe program is longer than 18 months, a subsequent learner enrolment contract can
only be signed after 30% of the program’s hours of instruction listed in the original
contract have been provided;

Include all the information from Appendix 11 of the PTA Policy Manual;
Be signed and dated by:
*  The learner, orif the learner is under the age of 19, by a parent or legal guardian,
and
* Anindividual who has legal authority to act on behalf of the institution.

Learner Record Compliance Standards
To meet the learner record compliance standards, the CIHL will:

Keep an accurate and current record for each learner, including all the required information
listed in Appendix 12 of the PTA Policy Manual. A copy of record will be provided to a learner at a
reasonable cost;

Ensure that a learner’s record will be kept on file for a minimum of eight (8) years from the date
a learner completes the program, submits a notice of withdrawal or receives a notice of
dismissal;
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Ensure that the paper records will be stored securely in a location that is accessible, on request,
by the registrar;
Ensure that the learner records that are kept electronically will be:
o Keptin aformat so that copies can be made;
o Backed up at least once a month;
o Stored in a secure manner;
o Stored in a format that is not proprietary software; and
o Accessible, on request, by the registrar.
Enter into an agreement with Cube Global or Datawitness, which will stipulate that:
o Learnerrecords must be archived in a secure manner for twenty-five (25) years from
the date the record is provided to the third party;
The registrar will have access to the records on request;
Archived learner records must be provided to the third party within sixty (60) days of
the end date of learner enrolment contract, or the dates on notices of withdrawal or
dismissal; and
o The archived record must be labeled by the learner name and personal education
number, and include a copy of the signed learner enrolment contract, any transcripts
issued to the learner by the CIHL, and a copy of the credential granted to the learner.
The CIHL will not archive information containing sensitive personal information, such as the
following:
o Unmasked credit card numbers, including the 3 to 4 digit security code typically found
on the back of a credit card
Social insurance numbers
Bank account numbers
Driver’s license numbers
Permanent resident card numbers
Immigration status
Disability status
Aboriginal status
Scanned images showing a cheque, or any ID documentation

O O 0O 0O 0O O 0O O O

Whether a learner is a recipient of provincial income assistance

Fee and Tuition Compliance Standards for Approved Programs

The CIHL has developed the FOO1 Tuition, Fee and Refund Policy that outlines the tuition fee refund
process and policies of the amounts of refunds that can be issued to a learner depending on their case,
in compliance with PTIB standards. In addition to those, also following PTIB regulations, the CIHL will:

Not charge a learner more than $250 for a domestic learner application fee and $250 for a
learner assessment fee;

Not charge for an initial letter of acceptance, and not charge more than a one-time fee of $250
for any additional letters of acceptance;

Provide information about the tuition and related fees for each approved program on the
publications and the website; and

For contracts longer than six (6) months, the CIHL will not require a learner to pay tuition in
fewer than two instalments. If two or more instalments are provided, the instalment dates will
be set evenly in relation to the term of the learner enrolment contract, and the tuition amounts
will be apportioned equally to each instalment date.

CIHL | Institutional Compliance Policy | August 2023 Page 4 of 5



@ C

Learner Withdrawal Compliance Standards
The CIHL Chas developed the AOO7 Withdrawal Policy that establishes a learner’s right to withdraw
from a program or course, and outlines the process to follow in such cases.

Learner Dismissal Compliance Standards

The CIHL Centre has developed the AOO3 Dismissal Policy that outlines the potential reasons for
learner dismissal, and the process to follow in such incidents. A copy of the policy will be provided to
each learner before the start date of a program.

Prior Learning Assessment Standards

The CIHL has developed the AO10 Prior Learning Assessment and Recognition (PLAR) Policy that
outlines the potential options for a learner who has completed work that may qualify towards their
credits at the CIHL, as well as a procedure to follow for such cases.

Credentials Compliance Standards
As soon as practicable after a learner meets the requirements of an approved program, the CIHL will
grant a certificate or a diploma that confirms the completion of a career training program.

Grade Appeal Compliance Standards

The CIHL has developed policy A004 Grade Appeal Policy to outline the grade appeal process that
allows a learner to appeal a grade received in a course. A copy of the policy will be provided to each
learner before the start date of a program.

Dispute Resolution Compliance Standards
The CIHL has developed the A0O0O6 Dispute Resolution Policy to address dispute resolution. In
compliance with PTIB regulations, the policy:
e Requires a learner complaint to be made in writing;
¢ Identifies the individual responsible for making a determination in respect of a learner
complaint;
e Describes how a learner complaint is to be handled;
e Authorizes a learner who makes a complaint to be represented by an agent or a lawyer; and
e Requires written reasons for the decision to be given to a learner no later than forty-five (45)
days of making a complaint.
e The CIHL will keep a single file with all the records of complaints and the decisions issued
under the Dispute Resolution Policy for five (5) years.
o A copy of the policy will be provided to each learner before the start date of a program.

Respectful and Fair Treatment of Learners

The CIHL has developed the AOO5 Respectful and Fair Treatment of Learners Policy to address the
respectful and fair treatment of learners.
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