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Mission, Vision and Value Statements
Our Vision
Our vision is to be a leading career college in Canada, preparing students for viable and
rewarding careers, through a faculty that is passionate, caring and dedicated to creation of
knowledge.

Our Mission
Consistent with our Vision, Cambrooks College provides an innovative learning environment
that promotes student achievement, career development, and life-long learning that meets
the needs of our diverse and competitive environment.
Our primary mission is to provide programs and services leading to:
 Diplomas and certificates in various specialized careers;
 Security and other special service certifications;
 Entrepreneurial development.
We also organize workshops to enhance the effectiveness and efficiency of participants in
their various fields of endeavour.
In the pursuant of our mission, we strive to provide students with programs, opportunities,
and support to improve their critical thinking, information competency, communication
skills, ethical reasoning, personal awareness and responsibility, employability, and sociocultural sensitivity. Cambrooks College continually strives to provide an accessible,
affordable, and high-quality career education to all its students.

Value Statement
Our core value is the success of our students. We invest enormous efforts and resources to
ensure that our students succeed and become employable in the labor market. Our value
for success is built on the following pillars:
 Commitment,
 Respect,
 Diversity;
 inclusiveness,
 Excellence; and
 Accountability
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Welcome Message
Welcome to Cambrooks College. By studying
at Cambrooks College, you are part of a
progressive college in Calgary with the sole
aim of inspiring students to advance in
whatever career they have chosen. We will
help you unlock your career potentials.
We hope you will find your experiences at the
College most beneficial and rewarding.
This is the Cambrooks student handbook and it is our hope that it will provide you with some
information that will help you in your academic pursuit. Please ensure that you read every bit of the
handbook as it is full of useful information pertaining to the successful completion of your program at
the College.
It’s a transition for you…It’s up to you…we are here to help you achieve your goals!!
There are lots of reasons why settling down to college life can be challenging; and for many, it’s a time
of firsts. Sometimes, it might feel a bit overwhelming, but don’t worry.
You are not alone…
You are one of many students starting at Cambrooks College this year. There are students who have
not been out of school very long and students returning to education after a long gap; full time students
and part-time students. You all have a couple of fundamental things in common: you want to achieve
success in your programs, and be gainfully employed thereafter. Our dedicated staff and instructors are
there to provide the support that you need in your academic journey.
It’s up to you…
All new students will be adjusting to college life in order to get the most out of it, and all this can be
harder for some than others. At Cambrooks, we encourage you to put in your best in your studies as
that is the only way to achieve success. We will encourage you to achieve excellence in your
academics, because that is what we do best.
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Admissions
Admission Process
*All students must complete a successful interview with the College to determine suitability for the
program of interest (International students are expected to have a phone or email discussion with the
Student Services and Programs Manager (+1403-764-1414, +1403-452-3694, or info@cambrooks.ca). The
process for admission at Cambrooks College is:
1.

Potential student completes the pre-admission interview with the Student Services and Programs
Manager (only international students are interviewed on the phone).

2.

On completion of the pre-admission interview, the potential student obtains the admission application
form. This form is free for local students, while international students pay an application fee of $150
CAD. This fee can be paid either by bank transfer, cheque, or credit/debit card.

3.

The application form is submitted with all relevant credentials for evaluation by the College. The
candidate may be required to write additional tests if necessary. The admissions officer will advice on any
additional tests (based on the admission requirements).

4.

If a student is admitted, (s)he will be required to indicate acceptance of the admission by signing the
following forms:




Student Enrollment Form
Freedom of Information and Protection of Privacy (FOIP) from.
Consent for use of student’s photograph

Please note: signing of the student enrollment form implies that you are now a bonafide student of
Cambrooks College and have agreed to the terms and conditions of the study contract relating to:







Registration fee
Cooling off period
Refund of registration fee - before training begins
Refund of tuition - after training begins
Abandoning provision of vocational training
Payment of refunds

Note that the contract refers to the College as the licensee. A
number of the provisions of the contract are addressed in the
relevant sections in this handbook.
5.

Once the enrollment contract is signed, it is the responsibility
of the student to make arrangements for payment of fees. The
College will guide students through the process of applying for
government funding to ensure that each qualified student
receives the funding on time. Payment of school fees is the
responsibility of the student. In some situations, the funding
from government may not cover the entire school fees. It is the
responsibility of the student to pay the shortfall. Please discuss
your eligibility for government funding with the Programs
Manager. International students are not entitled to government
funding.
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Admission Requirements
1.0
Standard Admission for Certificate Programs
Every student applying for certificate programs, including the Health Care Aide Alberta Provincial
Curriculum Certificate will be required to possess the following qualifications:
1a.
English (grade 12) and math (grade 10) or equivalent from another Canadian province, as verified
by transcripts
OR
1b.
GED (score of 450 in LA and 400 in Math).
2a.
be 18 years of age or older.
OR
2b.
be 17 years of age, with a high school diploma (secondary school certificate).
1.1
Standard Admission for Diploma Programs
Students applying for diploma programs are required to possess the following qualifications:
1a.
English (grade 12) and math (grade 12) or equivalent from another Canadian province, as verified
by transcripts
OR
1b.
GED (score of 450 in LA and 450 in Math).
2a.
Be 18 years of age or older
OR
2b.
Be 17 years of age, with a high school diploma (secondary school certificate).
Please note that some programs have Program Specific Requirements
2.0
Mature Admission
Cambrooks College will consider mature students, who may not possess the above qualifications, if they:
1. are 25 years or older.
2. obtain a satisfactory result on an equivalency test. The candidate should obtain a 60% in the Wonderlic
Basic Skills Test administered by the College. Note that initial write of the Wonderlic exam is free;
however, a re-write will attract a fee of $30, which will eventually be credited toward the student’s
school fees if the student passes the exam.

School Fee Payment
Tuition Recognition
Every student who signs the student enrollment contract is expected to pay tuition and other relevant fees,
including books and laboratory costs, etc. Once the admissions contract is signed, international students are
expected to pay a refundable registration fee of $500.00. This fee is credited against the student’s tuition account
to partially offset tuition for the program. For domestic students, once admissions contract is signed, the student
will indicate method of funding. If funding is directly by the student, an installment payment structure is agreed,
otherwise, student applies for funding (l0an) from Student Finance, with the assistance of Cambrooks College.
For students who want to fund their studies by themselves, Cambrooks Finance shall set up payment plans with
them that works as follows:
1. The student signs an installment payment agreement. The agreement will show how much is due now
(Initial payment) and the dates/amounts due in future months.
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2. On start of program the student pays 25% of the tuition. (PVT allows 25% of tuition if 10% or less of
instruction has been given).
3. Divide the balance (that is 75% of total tuition) by program number of months less 2.
4. Student pays this amount per month beginning the from the following month after program begins.
Example: A student is admitted into Financial Services program
Total Tuition for international student = $17,580.
Number of program months = 19
Tuition payment months = 19 - 2 =17 (payment to end 1 months before graduation)
Initial payment = $4,395 (25% of $17,580)
Balance after initial payment = $13,185 ($17,580 - $4,395)
Monthly payment (first day of each month) = $13,185/17 = $775.59

Tuition Collection Methods
1.

Every self-funding student must have on file:
a.
Monthly cheques covering each month of
tuition payment made payable to Cambrooks
College and post-dated to first day of the
month for which payment is due. Such
cheques must be deposited by the responsible
Cambrooks staff on the first business day of
the month. OR,
b.
Valid credit card number, name on card,
expiry date and the three-digit code at back of
card. For the credit card, student must sign a
direct debit agreement for the duration of the
monthly charge and expiry date must cover
duration of the charge. Such card information
must be safely locked up by the college and
charged on the first business day of the
month as would have been authorized by the cardholder.

2.

For Loan (Student Finance funded) students:
a.
Student Finance will make direct deposit periodically into Cambrooks designated bank account
(as may change from time to time).
b.
On weekly basis, the Chief Financial Officer or the designate will send a list of receipts to the
Information and Records Administrator or the designate.
c.
Within one week, the Information and Records Administrator shall complete the list of receipts
with the following information, and shall send the completed list back to the Chief Financial
Officer or the designate:
i. the name of the student whose funds have been received
ii. the ID number for the student
iii. program of study of this student for which the payment relates
iv. if it is a bulk payment, the above information including a split of the amount to the list of
students for which the bulk payment is received.

3.

The Information and Records Administrator or the designate shall be responsible to make collections at
the college. All such collections shall be through the point of sale machine of the college or by cheque
made payable to Cambrooks College.
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4.

Cash collection as method of payment to Cambrooks College is prohibited. No cash shall be
collected from any student. There are no exceptions to this.

5.

All payments for tuition must be made via the college bank account. The student must submit a copy of
deposit receipt or deposit slip to the Records Administrator and will be issued a receipt once the deposit
has been confirmed. The college account information is as follows:
Bank:
Branch Transit:
Account Number:

First Calgary Financial.
62419
120012935591

Note that the college does not accept email or interac transfers. Do not send email or interac transfer to
any staff or pay cash to any staff for your tuition. The college will not take responsibility for any
payment in cash or by email/Interac transfers.
6.

The Information and Records Administrator shall ensure that a poster declaring Cambrooks College
acceptable methods of payment and warning students and college clients that cash is not acceptable as a
means of payment, is posted visibly at the reception and in every administrative office. The poster shall
also require students and clients to ensure that they collect receipts for all payments.

7.

When payment is collected, either through the point of sale machine or through cheques, the Information
and Records Administrator or designate shall issue official receipt to the payer.

8.

At close of business each day, the Information and Records Administrator or designate shall send all
receipts issued that day to the Chief Financial Officer.

Tuition Debt Recognition
The signing of the admissions contract does not translate to debt. The student becomes a debtor to the college
once the program for which they signed the admissions contract begins. Any part of tuition paid by the student
is refundable in full if:
1.
2.

Cambrooks College terminates a student contract before training begins, or
training does not begin on the commencement date set out in the student contract and the student refuses
to accept the new start date.

If a student terminates a student contract before the training begins, the college is entitled to any registration fee
paid by or on behalf of the student, except the student is an international student who has shown evidence that
they were denied study visa.
If a student contract is terminated after the training begins, the college is entitled to the following amounts of
tuition:
1.
2.
3.

when 10% or less of the training has been provided, 25% of the tuition;
when more than 10% but 50% or less of the training has been provided, 60% of the tuition;
when more than 50% of the vocational training has been provided, 100% of the tuition.

The Student Services and Programs Manager shall keep records of the percentage attendance of each student
from the start of the program and pass information to the Information and Records Administrator when required,
especially when a student withdraws after 50% or less.
If the college has received a tuition fee exceeding the amount that it is entitled to, the college shall refund the
excess amount.
Revenue shall be recognized based on program duration and percentage of attendance for each student. When a
student withdraws after the program begins, Cambrooks will recognize revenue to the percentages stated above
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based on the attendance. Revenue should not be treated as receipts, but based on tuition and percentage
attendance of each student.

Tuition Statement
Every student is entitled to request tuition statement. Tuition statement shall contain:
1. Total Program Tuition
2. Each payment by the student or receipt from Student Finance
3. Balance owed by the student.
This statement shall be issued (i) at the start of the program; (ii) once a student’s loan is approved by student
finance; (iii) at graduation; and (iv) on request (within two weeks of the request date).

Tuition Debt Collection
If a student fails to pay up their tuition and fees at graduation, Cambrooks College shall engage the services of a
collection agency, on the approval of Cambrooks Board of Directors.

Student Tax Receipt (T2)
Every student who made Tuition payment within a given Tax year shall be issued tax receipt (T2) within two
months of the end of the year, that is by end of February of the following year. A student has the right to request
correction be made to their receipt if found with error(s).
It is the responsibility of the student to inform the Information and Records Administrator of any changes to their
addresses (contact and email). On admission, the student’s records must be reviewed to ensure that the student
contact and email addresses are properly specifies and that the student signs off on the information captured in
the database.

Student Loan Repayment
Loan Repayment
Every student on student loan is expected to plan for loan repayment. This is an essential component of the
student financial aid program. Your regular repayment amount would depend on: the amount you borrowed, the
length of your repayment term, and the interest rate on your loan. You should refer to Student Loan Repayment
Handbook (https://open.alberta.ca/publications/1911-6063 ) for guidance on loan repayment.

Repayment Assistance Plan (RAP)
The Repayment Assistance Plan is available for eligible persons. It would enable you make affordable payments
based on your family size and income. In some cases, the borrower may not need to make any monthly
payments, while some others will make an affordable monthly payment. If you need to continue receiving
repayment assistance, you have to re-apply for the RAP every 6 months. You could be eligible for RAP if:
 You are currently repaying an Alberta or Canada student loan
 Your student loans are in good standing
 You are having difficulty making your payments.
If you are behind on your payments:
 Ask for a reduced payment to be back dated for up to 6 months
 Capitalize your interest charges by 3 months.
Please read the Repayment Assistance Plan (https://studentaid.alberta.ca/repaying-your-loan/repaymentassistance/repayment-assistance-plan/) for further information.
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Books and Other Supplies
A student is entitled to books and other supplies upon fulfilling one of the following conditions:
a.

Payment of at least 25% of total program fee

b.

Provision of evidence of student loan approval by Student Financial Aid.

Course textbooks must be provided to the student within two
weeks of satisfying any of the conditions above. If a student
does not receive the course materials as indicated, the student
should write info@cambrooks.ca or feedback@cambrooks.ca
Other program-specific course materials (including laboratory
essentials) are to be provided to the student when required (as
indicated by the instructor).
Please note that Cambrooks College provides free laptops to
diploma students in the programs that require the use of
laptops for effective completion of their programs. Students in
some other programs would receive free supplies such as
scrubs, barbing kits, etc. In some cases, students will receive
free workshops that would enhance their preparedness for the job.
Please note that free gifts from the College are at the discretion of the Management and Board of Cambrooks
College, and are not part of the College’s contractual obligations.

Class Attendance and Absenteeism
Cambrooks College strictly abides by the class attendance and absenteeism policy of the Government of Alberta,
which states as follows:
a.

If a student is absent from school for five consecutive days without contacting the school, the student is
considered to have withdrawn from the program. The withdrawal date is the first day of such absence.

b.

If a student has a reasonable reason to be absent, but is absent for 30 consecutive days, the student is
considered to have voluntarily withdrawn. The withdrawal date is the first day of such absence.

c.

If a student has excessive absences (may not be consecutive) that will prevent them from successfully
completing their program within the scheduled period of time, the student can be withdrawn from the
program. The withdrawal date is the last day the student was in attendance. Note that Cambrooks
College has determined that if a student is absent for more than 25% of the classes, the student is
considered withdrawn from the program.

The College is required by law to:
a.

Monitor and record attendance.

b.

Keep track and details of absence in terms of:
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i.
ii.
iii.

Dates absent
Reason for absence (excusable or non-excusable).
Any efforts made to contact the student.

c.

Report student withdrawals to the Student Finance within 15 days of such withdrawal.

d.

Collect all outstanding fees from a withdrawn student according to the tuition debt recognition policy.

Additional Notes:
i.

ii.
iii.
iv.

If a student is absent from any class for any reason, it is the responsibility of the student to study the
materials covered in the class in order to catch-up with the rest of the class. The College is not
responsible for organizing make-up classes for students who were absent from regularly scheduled
classes.
On no account will an instructor repeat a full class for the sake of students who were absent from class.
Make-up exams can only be written outside class times and supervised by the administrative staff of the
College.
Program extension as a result of a student’s absence will attract extra fees, calculated as a percentage of
total school fees. This could be based either on:
 number of courses expected to be covered in the program, or
 total number of hours per program, especially in hour-regulated programs such as massage
therapy and cosmetology.
If it is based on the number of courses, the student will pay the portion of fees for the number of courses
they need to take to complete their program. For example,
Total number of courses in the program = 12
Total program fee = 15,500
Number of courses to be repeated by the student = 2
Fees to be paid for the 2 courses = (15,500/12) x 2 = $2,583.33
If it is based on number of hours needed to complete program requirements, the student will pay the fee
portion for the hours needed (deficit hours). For example,
Total number of hours required for program completion = 1500 hrs
Total program fee = 15,750
Number of shortfall hours needed to complete program = 300
Fees to be paid for the 300 hours = (15,750/1500) x 300 = $3,150

Examination Policy
Here at Cambrooks College, we work together with our students to ensure they are successful in their chosen
program of study and in their exams. In order to be successful, students must ensure they are present during all
scheduled exams.
If a student is unable to write any exam, they must inform the Student Services and Programs Manager and the
appropriate instructor in advance, and may be required to submit supporting documents, like sick notes etc. All
such notifications must also be communicated to info@cambrooks.ca
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For those students that are not successful in their exams, Cambrooks will make all efforts to allow for up to two
re-write attempts at no charge to the student, if the program in question has not ended. If a student is still not
successful after the rewrite attempts, the following procedure will be applied;
1.

For those who failed a total of courses less than half of the curriculum, Cambrooks will allow them join
the next cohort of students taking the program and such students will pay a pro-rated tuition depending on
number of courses failed and number of courses they would like to repeat.

2.

For those students whose total number of failed courses are above 50% of the curriculum, they will be
expected to join the next cohort of students in same program and pay full tuition.

3.

No students will be allowed to attend practicum if they have one or more failures, they have not rewritten.

4.

Rewrite exams must be coordinated with the program instructor and may be supervised by Cambrooks
front staff

The student may apply to student finance explaining why they feel they were not successful and why they feel
that they would be successful the second time around. This process is between the student and student finance
only.

Academic Dishonesty
These actions are considered academic dishonesty by Cambrooks College, and are not tolerated under any
circumstances:
1. Cheating in examinations/tests and other assessments: This will result in mark deductions, warnings, and
other instructor directed sanctions. Such sanctions must be reported to the Student Services and Programs
Manager for reprimand. If a student is reprimanded three
times, he/she may be subject to further disciplinary actions,
such as academic probation or expulsion.
2. Plagiarism, unapproved collaboration, use of aids that have
not been expressly permitted by instructors, theft or
solicitation of another student’s assignments, paperwork,
tests, or personal belongings, will be treated as cheating,
and may be reported to appropriate law enforcement
authorities, if such action violates any Canadian law on plagiarism and copyright. If in doubt, the student
should consult the appropriate government documents on copyrights or ask for clarifications from hi/her
instructors.


Alteration of records, bribery, falsification of information, and intentionally attempting to assist another
student to commit any such acts, will result in stern disciplinary actions, such as suspension, expulsion, and
possible reporting to appropriate law enforcement agencies.
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Academic Performance and Good Standing
A student is in good academic standing if he/she is not having three or more failed (outstanding)
courses. A student who is not in good academic standing could be placed on probation, and could face
possible expulsion from the College
Students who fail exams or practicum are given up to 3 chances to pass these exams. Failure to pass
any given exam or practicum after three attempts, would result in the student being placed on academic
probation for one course period. During this period, the student is expected to pay the required program
extension fees, and retake the course(s) that were failed.
A student is allowed to be on academic probation only for a period not exceeding one academic year,
after which the student is required to withdraw from the program. Such a student may pursue any other
program in the College, if found to be qualified, and pays the appropriate fees.

Student Evaluation of Instruction
Purpose
The primary function of Cambrooks College is to provide its students with a quality learning experience that
would enhance their career opportunities after graduation. Our instructors foster the learning environment
through teaching excellence. To monitor and improve levels of teaching excellence, Management of Cambrooks
College expects students to provide an objective evaluation of instruction. The Student Evaluation of Instruction
(SEI) provides one method for evaluating the teaching component of the learning environment. Evaluation
questions provide information for the instructor to create a better learning environment and to become a better
teacher. The SEI:
i.
ii.
iii.
iv.

Allows students the opportunity to express their opinions about the quality of instruction at
Cambrooks.
Contributes to an instructor's evaluation, specifically for the instructor's self-improvement.
Provides aggregate data for each Program. The most effective use of the data gathered from the
evaluations is in aggregate where it will reveal instructional strengths and weaknesses.
Creates a college-wide system of feedback about instruction for faculty.

Administration
The evaluation performed twice in the program duration (for programs whose durations are one year or less) and
four times (for programs lasting 18 months or more). We expect that the first SEI will be conducted during the
first four months of the program. Early administration of the SEI would provide the instructor with formative
feedback to help improve instruction. Subsequent evaluations will be both formative and summative.
The SEI is administered by the Information and Records Administrator (IRA) using Cambrooks College SEI
form. Notice is provided to students and instructors (by the IRA) at least one week prior to the administration of
the SEI. Students should note the following:
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i.

The purpose of the SEI is not to victimize an instructor or to unduly favour an instructor. The SEI
responses should be as objective as possible.
ii.
Your SEI response is totally anonymous; no one can any SEI response to any individual student.
iii.
The results of the SEI are usually aggregated with no student-identifying information. Such results
will be presented to the instructor and Vice President Academics for the purposes outlined above.
The SEI administration will only last for a maximum of 15 minutes, during which the instructor is required to
step out of the class. After the completion and submission of the forms to the IRA, the IRA invites the instructor
back into the class for the continuation of the lecture for the day.

Measure
Cambrooks uses an SEI instrument composed of 15 items that the students rate on a five-point Likert-type scale.

Student Complaint and Dispute Resolution
Complaints
At Cambrooks College, we are committed to the fair treatment of all students and employees, and emphasize an
open and collaborative approach to dealing with student and staff concerns. Management will endeavor to
resolve complaints informally where possible; while keeping in mind that formal resolution processes may be
required in certain circumstances. The following principles guide the handling of complaints at Cambrooks
College:
 All complaints (verbal or written) must have identifiable complainants. Anonymous complaints will not be
considered.
 Lodging a complaint will have no adverse consequences on any student or staff in their program of study or
job responsibilities.
 Student complaint policies and procedures
apply to individuals or groups.
 Complaints must be initiated within 30 days of
the event/s that led to the complaint.

Procedure




The student should first approach the instructor
or other authorized personnel, such as Student
Services and Programs Manager to discuss the
issue of concern. If the concern(s) cannot be
resolved verbally, the student/staff will be required to submit the complaint in writing to the Student Services
and Programs Manager, Cambrooks College.
Within 10 days, a meeting will be arranged between the student and the Student Services and Programs
Manager and other individuals involved. The Student Services and Programs Manager may decide to escalate
the issue to the Vice President (Academics) if need be. The student may be accompanied by an advocate of
their choice at all stages of the complaint process and this person may make oral submissions on behalf of the
student.
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The student will have an opportunity to make an oral presentation of the complaint at this meeting or delegate
another person to make the oral presentation on his/her behalf. The proceedings and outcome of this meeting
will be documented.
 Upon review of the complaint and any other relevant information, the Student Services and Programs
Manager, in consultation with the Vice President (Academic) President will make a decision. The decision
will be communicated to the student in writing within 14 business days following the meeting and will
contain the reasons for the decision.
 Cambrooks College will maintain a record of all students at their campus for a period of three years from the
date of the decision. This record will include a copy of the written student complaint, any submissions filed
and the written decision.
 All Complaints should be addressed to the Student Services and Programs Manager, Cambrooks College or
email to complaints@cambrooks.ca or feedback@cambrooks.ca

Appeal Process


Decisions on probation, suspension, and expulsion are made by the Student Services and Programs
Manager, in consultation with the Vice President (Academic).
Any student who is suspended, put under probation, or expelled from the College, has the right to appeal the
decision in writing (submitted to the Program Office front desk) within 2 weeks of receiving the notification
of probation, suspension or expulsion.
The appeal shall be considered by an Appeals Committee, consisting of the President (Chair), the Registrar,
the Vice President Academic. The student may be invited to testify at the Committee. The decision of the
Appeals Committee will be final.
Should the student not be satisfied with the decision rendered by Cambrooks College, the student may refer
the complaint to the Director, Private Career College Branch, 10th Floor Commerce Place, 10155-102
Street, Edmonton, AB T5J 4L5







Policy on Student Conduct and Expulsion









Cambrooks College has a zero tolerance to academic dishonesty, plagiarism, the non-payment of tuition
fees, harassment, abuse and /or discrimination of any form. Such conducts could result in far reaching
disciplinary measures.
Students are required to be respectful to their peers/instructors/ and other staff of the College. Students who
harass or discriminate against other students or staff are subjected to internal investigation, which could
result to suspension, expulsion, and possible reporting to appropriate law enforcement agencies, where the
need arises.
Students who knowingly misrepresent their personal information on college application forms are also
subject to immediate expulsion.
Use of college property or computers in a manner prohibited (e.g. pornography), may result in expulsion,
and could be reported to appropriate law enforcement agencies.
A student who willfully damages college property will be required to replace/repair such property, and may
further be subjected to other disciplinary measures as may be determined by the college management.
The Willful damage of college property will result in being required to make restitution to the College.
14

Information Privacy Policy
(Personal Information Protection Act – PIPA)
The purpose of this Policy is to describe the personal information that Cambrooks College must collect, how it
will be used and the circumstances under which it may be distributed to third parties. Cambrooks College’s
Privacy Policy is designed to protect personal information under its control. Cambrooks College is bound by
federal and provincial laws that aim at protecting the privacy of the students and staff information. The College
respects the right to privacy of its students and is
committed to safeguarding the personal
information of each student, staff and graduate
within the confines of the law. Cambrooks
College will not disclose a student’s personal
information without a prior written consent of
the student.

Information Protection and Access
The college will protect the personal information
collected from students, graduates, staff and
other business partners. All employees are
required to exercise caution when disclosing
personal information to others. Access to
personal information is limited to the following:
 An individual accessing his or her own personal information
 An employee of the College with authorized access based on a legitimate academic or business need
 Any organization or person authorized by the individual to receive the information
 Authorized Legal Agent/Government Body/Representative under the circumstance where the College
complies with the release of personal information,
 Individuals or entity as permitted by law where deemed to be necessary for reasonable conduct of College
business

Data Usage and Procedures
1. Cambrooks College requires certain information about its students in order to serve them, to enroll them in a
program or course, and to record their results on their academic file. Without these information, Cambrooks
College cannot accept an enrolment, as the College will not be able to create a student record.
2. Cambrooks College will only ask for only personal information, which will be required to process
enrollment. This information will be kept secure, and will not be sold to third party.
 Cambrooks College will only disclose such personal information to third parties requiring the information for
purposes of arranging external examinations, keeping academic records, or issuing certificates. Cambrooks
College will also make disclosure if the College is compelled by law to do so. We will only disclose the specific
information requested.
1. If a student has any questions or concerns pertaining this to our policy, the student should contact the College
for clarifications.
2. Cambrooks may need to use students and staff photos for advertisements; such use will require written
consent before such images are used, except for group photos taken during College events, and for which it is
not feasible to obtain written consent for every person involved.
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3. The Cambrooks College website (cambrooks.ca) provides links to third party web sites. Our policy does not
extend to third party sites, and we recommend that all Cambrooks College students read the policies of these
web sites. Cambrooks College is not responsible for the privacy practices employed by third party web sites.

Policy on Advertisement
Cambrooks College may accept advertising that is consistent with the Cambrooks College Values, Mission
and Goals. Such advertisement should enhance the access to education and training provided the College to
its current and potential students. The scope of this policy covers advertisements on College premises, in
Cambrooks College publications, public spaces Including off-the street advertising), and other online
outlets (e.g. website). It equally covers the use of the Cambrooks College internal mail, voice-mail, intranet,
and e-mail systems for non-Cambrooks College advertising and promotions.

Limited Electronic media advertising
Web Pages: Although there will be no non-Cambrooks College advertising on the College homepage, shortterm recognition of major College donors, or event sponsors may be provided on the homepage. On other
pages of the Cambrooks College web site, third-party advertising will be limited to
partner/sponsor recognition, and to advertising that would be of specific value to students, employees, or
other Cambrooks affiliates. All advertising on the College web site and links to other non-College sites
must be approved in advance by management.

Limited Charitable and Social Causes
The College may choose to participate or support specific charities or social causes and therefore allow for
approved advertising at the college. It is not expected that the college will formally support or advocate for
all charities and social causes. Therefore, advertising by charities or for charitable causes must have prior
approval from management.

The College restricts and prohibits







Advertising that promotes or encourages alcohol or alcohol use, tobacco products or tobacco products
use, firearms or weapons. The advertising of College-sponsored events that may involve the serving of
alcohol are not precluded by this policy. These events may include company advertising.
Advertising for any product generally considered to be harmful, dangerous or illegal.
Advertising which perpetuates gender, cultural or racial bias or which demeans any person or group.
Advertising that is untruthful or misleading.
Advertising which might interfere with safety and or security on campus.

Legal Requirements
Cambrooks College will ensure that all legal requirements relating to advertisements are adhered to. The
College must abide by the Canadian Code of Advertising Standards, Canada Brand Use Guidelines, and the
Alberta ethical requirements.
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Parking
Cambrooks provides monthly paid parking for students and staff in the Downtown location for a fee of $100
plus GST per month. This fee is a college negotiated and subsidized fee instead of the regular $240 + GST
per month charged by the parking authority. Parking on the College negotiated stalls is based on the following
conditions:
a.

Application for parking should be made 30 days prior to the date parking is required. To this effect,
students should expect a minimum of 30 days from the time of application to the time of parking space
allocation. The parking space application, which can be obtained from the front desk, must agree to a
minimum of three months parking commitment.

b.

Monthly payment for parking space should be made upfront. The first payment must be made as soon as
parking space application is approved by Management. A credit card is required to reserve a parking
space. The applicant is expected to authorize monthly withdrawal from the credit card during the parking
space contract period. The credit card information is deleted from file as soon as the parking contract
expires or is terminated by the student by providing one month notice of termination of parking
contract.

c.

Cambrooks College will not accept any liability for damages occurring to any vehicle while parked on
school designated parking spaces or any other parking space. Parking is entirely at your own risk and
liability.

d.

You must only park in the assigned student parking area. Failure to park in this area could result in
receiving a parking ticket and/or having the vehicle towed at your expense.

e.

Your vehicle must always clearly display the approved Cambrooks parking tag for the month. Failure to
display the tag could result in receiving a parking ticket and/or having the vehicle towed at your expense.

f.

Vehicles must be properly registered and insured.

Practicum Placement
Practicum placements at Cambrooks College are designed to meet the PVT curriculum expectations and provide
students with opportunities to participate and observe practitioners in their appropriate areas of study under
direct supervision of professionals. Although the practical opportunities available to a student will depend on the
characteristics of each placement, the primary purpose of all practicum placements is to provide the student with
direct service experiences, constructive feedback within a supervisory context, and other professional
development opportunities that will advance the student’s skills and abilities. In the sections below, a number of
issues and procedures are addressed that should facilitate a positive learning environment while students are on
practicum.

Placement
Sourcing practicum placement agencies is a joint responsibility of the student and Cambrooks College. We at
Cambrooks College encourage our students to do their best to find their own practicum placement, so that it is
hopefully where they want to work in the end. It is much easier for the student to determine the geographical
they wish to work in taking into consideration the distance from their home and their mode of transportation.
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Should the student not be successful in acquiring a practicum placement on their own then the College will find
them one, so that they fulfill the requirements of their educational curriculum on time. It is possible, there may
be delays in finding such placements, but concerted efforts are made to make sure that students complete their
placements and graduate on time.
Whether the student finds the place of practicum or the College prior to the student starting the Student Services
and Programs Manager will contact the place of business and have all the necessary paperwork completed and
will arrange to bring the student along for an introduction. The Student Services and Programs Manager is
always available to both the student and the practical establishment during the student’s time there for any query,
concern or support, through phone calls or physical visits.

Responsibilities of the College/ Practicum Coordinator
Cambrooks College or its agents (practicum coordinator) will be responsible for:
 Providing information to students on practicum opportunities.
 Acting as a liaison between students and practicum agencies in order to facilitate communication
 Receiving students’ evaluations of practicum
 Visiting students on practicum placement at least once during the duration.

Responsibilities of the student
Students are responsible for keeping accurate daily
records of their practicum activities, including
attendance. Practicum placements are part of the
curriculum and are therefore not paid employment. It
is possible that students may accept employment
during their practicum placement, but in doing so, they
must inform the College and sign a waiver form.
Students are expected to conduct themselves in a
professional manner at all times, including following
all policies of the practicum agency and Cambrooks College. It is expected that students will be dependable,
reliable and punctual. They are to keep accurate and up-to-date records.
If students encounter any difficulties in their relations with clients or other staff, they are to immediately report
this to their supervisor. The Practicum Coordinator should also be notified of such incidents if considered serious
by either the student or supervisor.

Preparation
Before practicum placement, the student must have successfully completed all their theory course requirements.
The student attends “Employment Strategies” here at the College prior to practicum to make sure they are ready
to engage within their field of study.
The student is prepared for their first day and the employer and the student are both aware of what needs to take
be completed during this time.
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Completion
Once the student has completed the required number of hours the practicum evaluation paperwork is then signed
by both the Employer and the student and faxed to the College.
Once received, the College will contact the student and make an appointment to come in and see the Student
services and Student Services and Programs Manager, for a discussion on the student’s experiences while on
practicum
All paperwork is then filed and the student is advised to complete an application to graduate.

Technology Use Policy
Technology (including computers) is made available to students in order to support the educational process and
learning at Cambrooks College. It is a general policy that all computers and technology are to be used in a
responsible, efficient, ethical, and legal manner. Failure to adhere to this policy and the guidelines established
below shall result in the revocation of access privileges and/or disciplinary actions, which may involve
government agencies.
USE OF TECHNOLOGY RESOURCES WITHIN CAMBROOKS COLLEGE IS A PRIVILEGE, NOT A
RIGHT.

User Responsibilities
As the user of technology resources provided by Cambrooks
College, each student must read, understand and accept all of
the following rules and guidelines stated in this section.















All technology use must be for educational purposes.
All equipment is to be handled with care and respect.
Cambrooks College technology resources will not be
used for personal purposes. Personal purposes include
but are not limited to social networking, personal
shopping, or participating in online gaming, gambling,
downloading music/videos and auctions.
Cambrooks College technology resources must not be
used to view, create, modify, or disseminate obscene,
objectionable, violent, pornographic, or illegal material.
Cambrooks College technology resources must not be
used to send unsolicited, offensive, abusive, obscene,
harassing, or other illegal communication.
Cambrooks College technology resources must not be used for external instant messaging, chat services or
any form of social media, unless for educational purposes.
Students must not listen to the radio or watch unapproved videos via the Internet.
Students must not change a computer’s settings, which includes but not limited to desktop background,
screen saver, desktop icons, etc.
All printer and copier usage is only reserved for class assignments or with permission of the Student
Services and Programs Manager. Students will be required to pay for such printing at the rate of 20 cents
per page.
No student is permitted to use external USB drives or other devices that could potentially cause virus
infection on any of Cambrooks technology resources.
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No student is permitted to use the front desk printer for any reason.
Students can only use Cambrooks technology resources after signing the technology use agreement, which
should be obtained from the front desk.

Graduation
Application to graduate
All graduating students must complete and submit an application to graduate (ATG) at least one month to
graduation. Typically, this should be done on completion of practicum (if applicable) or on completion of final
exams. Students that may not be able to meet these deadlines will be required to join the next batch of
graduation. ATG forms can be collected from the front desk.

Students’ Clearance
Graduating students must be cleared academically and financially in order to participate in graduation and
receive the Cambrooks academic certificate.
Financial Clearance: No later than four weeks to graduation, the Programs Manager will submit list of
graduating students to Cambrooks Finance for fees clearance. Only students that have fully paid their fees
and met all financial obligations will be presented for academic clearance. It is the responsibility of the
graduating student to ask for and receive statement of financial standing (SFS) from the front desk. The SFS will
clearly show the outstanding fees, which must be paid prior to submitting the ATG.
Academic Clearance: No later than three weeks to graduation, the Student Services and Programs Manager in
consultation will instructors, will compile the academic records of graduating students, and submit same to the
VP Academics. VP Academic will in turn call a meeting of the Academic Board to consider results of graduating
students. Any student who has not applied to graduate by the deadline will not be cleared for graduation.

Certificate and Transcript
Clearance must be obtained from the Finance
Department and Academic Committee before transcripts
and certificate can be issued. Request for transcript can
be made at any time (as required) after graduation. Such
requests will be subject to a transcript processing fee of
$30 CAD. In addition, the student will be responsible for
postal charges (where applicable). Certificates can be
collected after one week of receipt of a certificate of
clearance (CoC). Certificates are issued only once. Any
reprint of certificate will attract a certificate reprint fee
of $100CAD.

Graduation Gown
A refundable deposit of $30 will be collected for gown/cap. Refund will be issued if gown/cap are returned in
clean condition. A student may choose to keep the gown and cap and forfeit their $30 deposit.
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