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Welcome! Pocket Algonquin has been produced in an effort to augment
your knowledge of Algonquin College. This reference guide has been
compiled to provide student leaders, class representatives, student
program council members and Resident Advisors with information over
and above that contained in the Student Handbook. As a leader and/or
advisor, the more you know about Algonquin and its operation, the
better job you can do of assisting Algonquin students. For this reason,
we have included in this guide information such as Advisory Committee
information, College organization chart, information about College
services, policy information, and much more to help you to become an

informed partner in the educational process.

GOOD LUCK AND HAVE A GREAT YEAR!

June/2009
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THE ROLE OF A STUDENT LEADER

Students become student leaders in several ways at Algonquin College.
They can take a leadership role by serving as the President, Vice
President or a Director of the Students’ Association, serving on a student
council or by volunteering to be a Class Representative and serving on a
Program Council. Resident Advisors are also student leaders at
Algonquin. In order to carry out your leadership roles effectively, you

have to take an active role in keeping yourself fully informed.
Here are a few reasons why becoming informed is so important:

e You are a CRITICAL link in the College.

e Your ACTIVE and informed participation is essential.

e The more you know and the more up-to-date you keep yourself, the
better resource you can be to your constituents.

e You won't have to reinvent the wheel to solve a problem if you learn
more of what has been done in the past and what is available to help
you.

e You will be able to put yourself in a better position to help shape
Algonquin’s future.

e You can take full advantage of the College’s willingness to have you

serve on college committees to voice student needs.
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THE ROLE OF THE CLASS REPRESENTATIVE

The Class Representative should act as an extension of the class they
represent. They are the link between their class and the academic

leaders of their program and the Students’ Association.
PROGRAM COUNCILS

Program Councils are intended to provide a forum for Class
Representatives, faculty and the academic manager of a specific program
to discuss topics related to the program. A secondary benefit is a
continuing dialogue on issues that will require attention and vigilance
over time. The Class Representative is to bring forward any opinions,
concerns and ideas from their classmates regarding their academic

experience.
STUDENT FORUMS

It is the mission of the Students’ Association of Algonquin College of
Applied Arts and Technology to create an environment that inspires a

passion for student success.

The Students’ Association Board of Directors holds approximately two
Student Forums per semester at each of the three campuses. Student

Forums give an opportunity to Class Representatives to share their
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opinions and ideas on behalf of their classmates, as well as express their
concerns regarding their experiences at Algonquin College. The
feedback received from the Class Representatives is invaluable to the
Board of Directors when making decisions that will affect the student

population and the future of Algonquin College.
BENEFITS of being a Class Representative:

1 Opportunity to exercise leadership and initiate change.

2. Opportunity to voice the opinions, concerns and ideas of your
classmates in order for them to be addressed.

3. Receive first-hand information from the Program leaders in the

Students’ Association regarding their activities and services.

4, Opportunity to win the Class Rep Award: a monetary award and
a plaque.
5. A leadership certificate recognizing your contributions and

leadership skills for excellence in the position.

Your RESPONSIBILITIES as a Class Representative will be the following:

1. Act as a liaison between the students and the academic leaders

and the Students’ Association.

2. Represent your class at Student Forums.
3. Represent your class at Program Councils.
4, Ensure that your classmates are properly represented and

completely informed.
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THE ROLE OF A RESIDENT ADVISOR

The role of an RA (Resident Advisor) is to act as a liaison between the
student residents and the Management of the Residence. RAs provide
individual support (help with school, personal issues, etc.) to students
which will contribute to student success. The RAs are also members of
the Social Committee, they manage the Zone Competition and they hold
regular floor meetings to encourage effective communication with

residents.
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ALGONQUIN COLLEGE ORGANIZATION CHART

Board of Governors

President

Vice President
Academic

Vice President Vice President Vice President

Administration Student Services Human Resources Business Development

Vice President

Executive Director
Advancement
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S.A. President

+ 1 student)

COMMITTEE CHAIR # MEMBERS # STUDENT FREQUENCY
SEATS OF MEETINGS
Alumni Board meeting R. Bowen min. appt. 6 1 monthly
Algonquin College Campus Ministry J. Hurd 17 1 min. 4 times/year
Committee
BOG Electoral Committee V.P. Administration 6 1 (S.A. President) 2-4 times/year
at election time
(Spring)
College Residences Management Committee K. Foster 10 1(R.A) monthly
Health Services Advisory Committee R. Rowland 6 4 2 times/year
Ombudsperson Review Committee W. Mclntyre / 11 3 (S.A. President, S.A. Director 3lyear
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Ontarians with Disabilities Committee W. Mclintyre 9 3 monthly
Orientation Committee J. McDonald 11 2 2/lyear
Personal Security Committee C. Bonang (Co-Chair) 12 2 10/year

K. Dixon (Co-Chair)

College Academic Council S. Styles 24 3 (S.A. President, and 2 monthly
students)

Students’ Association/College Collaborative D. Rowan-Legg 6 2 (S.A. President, S.A. Vice monthly

Committee President)

Student Success Committee K. Tysick 15 2 monthly

*Some of the information listed in the above chart may still be subject to change.
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STUDENT SUPPORT SERVICES

www.algonquincollege.com/studentservices
HOW CAN WE IN STUDENT SUPPORT SERVICES HELP YOU?

We can:

e Keep you informed

e Offer annual orientation sessions

e Offer specialized training sessions on your request - just ask! (Call
ext. 7082)

e Answer your questions

e Point you in the right direction when you need help

o  Work with you on the College Collaborative Committee

e Have a staff member at the S.A. Board meetings, Class Representative

Meetings and on the Residence Committee.
Remember - Relationships are two-way! Drop in and say HELLO!

Services:
Centre for Students with Disabilities
Counselling Services
Director’s Office (The)
Health Services
Residence
Student Affairs and Orientation
Student Employment Services
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STUDENT EMPLOYMENT SERVICES - C226

http://www.algonquincollege.com/studentsupportservices/em
ployment/

Student Employment Services supports students and graduates in their
search for employment. Throughout the school year, part-time, term and
summer employment opportunities, both on- and off-site, are posted on
the Job Opportunities Bulletin Board located outside room C226 at the
Woodroffe Campus. Job postings are also available on-line through your

student ACSIS account, (for all three Algonquin Campuses).

During your last term, you may be actively looking for full-time
employment. As part of your search, you can register with the On-line
Graduate Referral Service. Once registered, Student Employment
Services will send your résumé to prospective employers who have

already contacted the Office and are looking to hire an Algonquin Grad.

KEY SERVICES

e One-on-one job search coaching

e The Direct Referral Service (Job Bulletin Boards & On-line Postings)
e  On-Campus Recruitment

e Career Centre Resources

e Access to community job fair information
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COUNSELLING SERVICES - C226

http://www.algonquincollege.com/studentsupportservices/cou
nselling/
Our goal is to help students develop personally and academically in

order to realize their full potential in the college community.

Free of charge and totally confidential, our professional counsellors are

available to assist you with:

e Educational and Career Decisions
Discussions with a counsellor, career information and the use of tests
can assist you in the sound exploration of education and career
possibilities.

e Academic Related Difficulties
These may include study problems, adjustment to college life,
tension and anxiety, any or all of which interfere with your success in
a program.

e Personal Problems
Personal problems can seriously interfere with school work. Should
personal difficulties arise, our professional counsellors are trained to
help you deal with them.

e  Study Skills
Help is available in areas of time management, note taking,
concentration, preparing for exams and other essential skills.

e Peer Tutoring

e Multicultural Buddy Network (MBN)
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CENTRE FOR STUDENTS WITH DISABILITIES (CSD) — C142

http://www.algonquincollege.com/studentservices/csd/
The CSD provides academic accommodations and educational support
services to students with disabilities applying to, or attending, Algonquin

College.

Students needing services should self-identify by registering with the
CSD and providing professional documentation, which verifies the
disability. Registering early allows time to access, plan and implement

appropriate support services.

Once registered with the CSD, together, you and your Disability
Counsellor will write an Individual Student Plan (ISP). This outlines the

required accommodations for professors.
KEY SERVICES

e Learning strategies support

e Assessment and training on adaptive technology
e Assistive devices

e Access to CSD test room

¢ Sign language interpreter

e Peer note taker

e Referral service for psycho-educational assessments



18 POCKET ALGONQMZ/K[N

dynamic leadership in r pocket!

HEALTH SERVICES - C141

http://www.algonquincollege.com/studentsupportservices/hea
lthservices/

Algonquin has friendly and experienced nurses and doctors on campus
to answer students’ health questions and provide primary health care. All
students are welcome to use our service during office hours from
Monday to Friday. (Full days at Woodroffe; half days at Pembroke)

Services of a physician are available at Woodroffe Campus only.

Doctor’s fees are paid by the Health Plan of the student’s province.
Health Services accepts all provinces’ insurance cards. Students are
asked to make sure their insurance is valid. International students
require health insurance which is arranged through Algonquin’s

International Education Office.

Health Services also assists students in completing the medical forms
required for some academic programs’ work placements.
KEY SERVICES

e Emergency treatment for injuries and illness

Medication for common problems: headaches, colds, etc.

e Pap tests, STD testing, morning-after pills

e Vaccinations such as Hepatitis B, Influenza and TB testing and allergy
injections

e Nutrition advice, travel advice

e Referrals to specialists

e Free condoms, birth control pill sales, pregnancy tests
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FINANCIAL AID - C225

www.algonquincollege.com/financialaid

Our Financial Aid staffs are available to answer your questions, to guide
you through the financial aid application process, to provide information
about various financial assistance options but most importantly to listen
and advise you with regard to your concerns about financing your post-
secondary education. We are ready to help you in-person, by telephone,

by email, by fax or by mail.

NOTE: The Financial Aid Office, located at the Woodroffe Campus,
processes OSAP applications for students of the Woodroffe and Perth
Campuses. The Pembroke OSAP applications are processed at the

Pembroke site.

KEY SERVICES

e Administration of federal and provincial student loan programs

e Administration of scholarships and bursaries

e Administration of general and program-related bursary funding from
funds donated by the College, individuals, companies and other
organizations

e On-line Tuition Fee Deferment (through ACSIS)

e Cash Advances for Financial Aid Clients to assist with unexpected
expenses

e A daily on-call Financial Aid Officer

e Individual or group session on managing your finances
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STUDENT SUCCESS SPECIALISTS
www.algonquincollege.com/studentsuccess

What is the role of the Student Success Specialist?

They provide guidance and support in a number of ways, to help
students succeed in their studies. They work closely with departmental
faculty members and the Student Services group to make their learning
experience positive, fulfilling and, above all, successful.

What can they do?
e Assist students in adapting to student life
e Acquaint students with scheduled college activities
e Provide support to students struggling with their studies
e Provide guidance in resolving issues students may face by
referring them to appropriate college resources and services.
e Provide students with tips for success

CONTACT INFORMATION:
Algonquin College 613-727-4723

School of Business
Jan Strickland, Room B434a, ext. 5261
strickj@algonquincollege.com

School of Business
Nastia Touhlova, Room B337d, ext. 7024
touhlon@algonquincollege.com

School of Hospitality and Tourism
Roseanne Hessian Room H202, ext. 7673
School of Hospitality and Tourism

School of Advanced Technology

School of Transportation and Building Trades
Lisa Lamb, Room T307j, ext. 5196
lambl@algonquincollege.com
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School of Media and Design
Deborah Buck, Room N219, ext. 5503
buckd@algonquincollege.com

General Arts & Science
Darlene Tierney-Goebel, Room B144d, ext. 5790
tierned@algonquincollege.com

School of Health, Public Safety and Community Studies
Karen Gendron, Room P112a, ext. 6343
Karen.Gendron@algonquincollege.com

Pembroke Campus
Shelly Waplington, Room 215, 613-735-4700 ext. 2803
waplins@algonquincollege.com

Perth Campus
Terri Jordan, Room 1, 613-267-2859 ext. 5635
jordant@algonquincollege.com
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REGISTRAR'S OFFICE - C150

www.algonquincollege.com/RegistrarsOffice

For frequently asked questions:

23

www.algonquincollege.com/RegistrarsOffice/askalgonquin/general.

htm

A list of all College programs and start dates is available from the

Registrar's Office Website or from the College Website at

www.algonquincollege.com

The College is closed on the following days:

Civic Holiday

Labour Day

Thanksgiving

Christmas Break

Family Day
Good Friday

Victoria Day

Canada Day

KEY SERVICES

Information

Admissions

Fees

Scheduling (Timetables)

Registration
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e Records and Transcripts

e Convocation
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FIRST CLASS BOOKSTORE - H Building

www.bookstore.algonquincollege.com

The bookstore does offer extended hours at the beginning of each

semester. The bookstore is more than just books!

KEY SERVICES

General interest and reference materials

Postage stamps, long distance and cell phone cards, lottery
OC Transpo bus passes

Sports and casual wear

School rings

Required uniforms, crests, and course supplies for many
programs

Greeting cards, gifts and snack foods

Class Clothing

Custom Orders

Diploma Frames
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NEW TECHNOLOGY STORE - D105
www.bookstore.algonquincollege.com

The New Technology Store is open year-round from Monday to
Saturday, and offers extended evening hours at the beginning of each
term. The store is conveniently located in the D-Building entrance of the
Woodroffe Campus, across from the First Class Bookstore.

The New Technology Store is able to offer students competitive pricing
on computer systems, software and accessories, and the store is an
authorized service centre for most of the systems that they sell, including
Toshiba, Lenovo, Apple, Fujitsu and more. The store offers a loaner
program should the system that a customer purchases from them fail
and the repair is expected to take more than 2 days, to minimize
downtime for their clients.

This service is available to customers who purchase a system from the
store, and is available at no additional charge.

In many cases educational pricing is available on the products they sell,
which can be up to 70% off the regular price that you would pay
purchasing the same product elsewhere. Many of these promotions are
only available to students and staff and require proof of enrollment in
order to purchase them. Every year there are clients who are
disappointed when they find out how much more they spent purchasing
their products elsewhere, simply because they didn't know to check with
The New Technology Store first.

In addition to being the on campus computer store, the store stocks and
special orders a wide variety of entertainment items from LCD & Plasma
Televisions, DVD players, MP3 players, Cell Phones and Digital cameras to
board games, card games, DVD movies and computer and console
games.
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The New Technology Store is solely owned by Algonquin College, and
every dollar earned goes back into supporting school programs and
initiatives.
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FOOD & BEVERAGE OPERATIONS — D Building

www.algonquincollege.com/ancillary/food_and_beverage/

Algonquin Food & Beverage Operations is an in-house service that
operates the Woodroffe Campus: Marketplace Food Court, First Cup/Deli,
35TH Street Market Café, Bits N’ Bytes, The Portable Feast, Thunder Alley,
Office Coffee Services, Vending and Catering. There are patios at The
Marketplace Food Court & Thunder Alley. We are also pleased to offer a
variety of meal plans that will suit your eating habits and your

pocketbook.

BANQUET FACILITIES

Algonquin Catering features extensive menus served by friendly, efficient
staff ready to mould your program into the successful event you have
envisioned. We can accommodate groups up to 1,000 for graduation
dinner dances, Christmas parties, weddings or conferences, just to name

a few.
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LOCKERS AND LOCKS - C044a
www.algonquincollege.com/ancillary/parking

Woodroffe Campus

Lockers are issued by Locker Services (C044a) or by the Registrar’'s Office
at the time of Registration. Students can purchase LOCKS at the Locker
Services Office or in the Bookstore (H110).

Lockers will be issued automatically at the time of registration if payment
is included with fees. If locker changes are requested, they must be
serviced at the Locker Services Office in C044a during regular business
hours or by sending an email to lockers@algonquincollege.com.

Lockers will be designated according to the location of the student’s

timetable/program.

All lockers on the Woodroffe Campus are numbered using the following

system:

A. The first character is the capital letter W (Woodroffe) followed by A, B,
C, D, F, H J M N,P,T, orS representing the building where the locker is
located.

B. The first number represents the floor of the particular building.

C. The last three numbers represent the locker number.

RENTAL FEE: $ 12.00/semester - full or half size lockers
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SAFETY & SECURITY SERVICES - C128
www.algonquincollege.com/physical resources/ohs

Walk Safe Program — Walk Safe escorts are available twenty-four hours-

a-day, seven days-a-week.

Emergency Telephones — Emergency telephones are located at most

building stairwells and entrances as well as in the parking lots.
Lost and Found — A lost and found is located in the Security Office.

Emergency Evacuation Orders — Policy Excerpt:

e If you discover fire or smoke, activate the nearest fire alarm pull
station and leave building immediately.

e When the fire alarm sounds, you are requested to promptly leave the
building by the nearest safe exit, moving at least 100m/300ft away
from the building.

e Persons in charge of a class, meeting or providing a service to the
college community, shall stop this activity and immediately ensure
the class, group members, employees, and/or customers evacuate
the building.

e Persons requiring assistance, who are unable to leave the building,
shall proceed to the nearest collection point for persons with
disabilities or nearest safe exit. Collection points are located on each
floor near the stairwells.

e Do not enter or return to building until approved by the Fire
Department and notified to do so by fire emergency personnel.
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PARKING SERVICES - C044a
www.algonquincollege.com/ancillary/parking

Permits are issued by the Parking and Transportation Services Office in
C044a at the main campus. Students may purchase their parking permits
during the registration period if permits are still available for their

designated priority group.

All visitors or non-permit holders at the Woodroffe Campus may use
spaces in any of the Pay areas (provided payment is tendered) or
proceed to the main Parking Office to obtain a daily permit. Fees vary for
use of the different parking areas, typically based on proximity to

building.

Inquiries should be directed to:

Algonquin College Parking & Transportation Services
1385 Woodroffe Ave.,, Room C044a

Ottawa, ON. K2G 1V8

Phone: 613-727-4723 ext. 7187  Fax: 613-727-7617

email: parking@algonquincollege.com
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LEARNING RESOURCE CENTRE (ALL CAMPUSES) — C205
http://www.algonquincollege.com/lrc/
The library provides students with access to books, magazines, videos,
and databases that support College programs of study. Each campus
provides a variety of materials either for in-library use or for sign-out.
For a complete list of services and/or to access resources from home,

visit our Website.

Students can access desktop computers and/or laptops, group study
areas to complete course work. Students may also access course-

required texts for in-library use.

Student Support Lab (All Campuses)
http://www.algonquincollege.com/lts/ssl/

The Student Support Lab provides one-on-one help from faculty in
basic Math, English, and computer skills. Teachers also help students to
stay on top of Blackboard, OWA (email system) and their learning life as a
whole. To make an appointment: students can contact OLC

(Woodroffe) or their campus Learning Resource Centre.

Online Learning Centre (Woodroffe)

http://www.algonquincollege.com/lts/olc

The Online Learning Centre (OLC) supports students in all aspects of e-
learning. Students can visit the centre for help with Blackboard,
Microsoft Office Suite applications (Word, PowerPoint, etc.) and

strategies for online learning.


http://www.algonquincollege.com/lts/olc�
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ALUMNI ASSOCIATION - C521
www.algonquincollege.com/alumni

Membership is available to all graduates of Algonquin College.
Maintaining the link between the College and our graduates, the Alumni
Association offers members a chance to relive fond memories and create
new ones. The Association also offers numerous networking, and job-
searching opportunities, as well as great insurance rates, discounts at the
College's athletics facilities, the Bookstore, Publishing Centre, Algonquin

Catering Services, and much more.

Graduation may seem far away right now, but your time at Algonquin will
pass quickly. That's why the Alumni Association will be ready to keep
you in touch with the wonderful people you meet throughout your

studies.

Algonquin’s Alumni Association has also launched the electronic version
of AlumNet, the College’s monthly emailed newsletter. This publication
will help you stay in touch with your classmates and the College

following graduation.

So make sure you keep in touch.
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STUDENTS' ASSOCIATION - C151

www.AlgonquinSA.com

KEY SERVICES

e Athletics

e Algonquin Times
Newspaper

e Thunder Varsity Sports

e CKDJ Radio 107.9 FM

e Recreation Leagues

¢ Ombudsperson

e Aerobics

e Peer Tutoring

e Algonquin Fitness Zone

e Free Overhead Copies

e Free Faxing

e Health and Dental Plan

e Free Résumé Copies for
Grads

e Field Trip Funding

e Graduation

e Free Scanning

Housing Referral Service
Free Colour Report Printing
Used Book Referral Service
Ride Board

Flea Market

Campus Entertainment
Tax Preparation Service
Emergency Hotline Service
International Faxing for
International Students
Student Forums

The Observatory Lounge
Courtesy Phones

Thunder Alley - Games
Room

Program Council
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Program Councils
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PROGRAM COUNCILS

Preamble

Program Councils are intended to provide a forum for students, faculty
and the academic manager of a specific program to discuss topics
related to the program. A secondary benefit is a continuing dialogue on

issues that will require attention and vigilance over time.

Policy
1. Every program or program cluster shall have a Program Council.
2. The Council shall be established at the beginning of each academic

year by the Program Chair.
Procedures, Roles and Responsibilities

1. Membership
Membership shall consist of the student class representatives
from each level and section of the program, the Program Chair
responsible for the program, the Coordinator of the program
and any faculty from within the program. The chairperson and
secretary of the Council shall be students elected by their peers.
The Council can invite other members of the college community
as the agenda demands. Administrative support will be provided

by the academic department.
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Mandate
Agenda items may include any aspect of the program including

but not limited to the following:

Curriculum content;

Learning resources;

Course content delivery methods;
Evaluation and progression procedures;
Course and program changes;
Class/exam schedules;

Admission procedures;
Clinical/placement enhancement; and

Social events

2.2 Agenda/Action Items

The Program Council is committed to addressing issues raised at
its meetings. To help manage the discussion, the following

agenda format must be followed.

For each agenda item at every meeting, the committee will

determine:

a. What action is required?

b. To whom the action is delegated?

c. What is the deadline for action?
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Notwithstanding the above, Program Councils are not the

appropriate forum for addressing individual complaints.

Meetings

There shall be a minimum of two meetings per term. It would be
beneficial to hold one per month As Chair of the Council, the
Academic Chair shall be responsible to call all Council meetings.
The first meeting shall be called within the first five weeks of
classes. At that meeting, dates for subsequent meetings are to be
set for the semester. Meetings can also be called at the request of
any Council member. Meetings normally will be open to all
students in the program but may be held in camera in exceptional

circumstances.

Minutes

4.1 All minutes of meetings shall be circulated electronically
within ten working days of the meeting to all in attendance and
shall also be circulated to the appropriate Dean, the Vice
President, Academic, the Vice President, Student Services and
Development; the Director, Student Services and the Vice

President of the Algonquin Students’ Association.

4.2 The student representative will make arrangements with the
Program Chair or delegate, to obtain class time for discussions of

the minutes and issues with other students.
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School of Media and Design
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Design

Career and College Preparation
General Arts and Science
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ACADEMIC AREAS 2009-2010

Russell Mills (Executive Dean)

Peter Larock (Chair)
Helen Pearce (Chair)
Lynne Eagan (Coordinator)

Paul Hillock (Coordinator)

Robert Powell (Business Administrator)

WO

WO
WO
WO
WO

WO

N220A

N215F
N215E
B289

B144b

N216A

39

5179

5178
5048
5736
5242

5319
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Faculty of Business and Hospitality Dave Donaldson (Executive Dean) \We} B282 5227

School of Business

. Financial, Office and Legal Studies Lisa Taylor (Chair) \We} B336 7567
. Marketing and Management Studies Jim Kyte (Acting Chair) \We} B436 5112
. BUAD and Service Courses Peter Fortura (Chair) \We} B414 5210
. School of Hospitality and Tourism Altaf Sovani (Chair) WO H100 7406

Michel Savard (Chair - Culinary Arts) WO H100b 7417
Faculty of Health, Public Safety and Kim Tysick (Executive Dean) WO P310 7210

Community Studies

School of Health & Community Studies

e Allied Health Jo-Ann Aubut (Chair) WO J118 5581
e  Health Studies Barbara Foulds (Chair) WO C230F 5428
e  Community Studies Catherine Sidorenko (Chair) WO C230F 5189

e Specialty and Re-entry Health Programs Marlene Tosh (Chair) WO C230H 5487
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. Early Learning Centre Lisa Lamarre-O’Gorman (Manager) WO K112 5542

e  Veterinary Tech Norm Bruce (Chair) WO P112 5064

. Police and Public Safety Institute Norm Bruce (Chair) P112 5064
Programs

Faculty of Technology and Trades Claude Brulé (Executive Dean) WO T107A 5958

School of Advanced Technology

e  Computer Studies Charlie Inglis (Chair) WO T307A 6190
e  Electronics/Electro-Mechanical Studies Stephen Finnagan (Chair) WO T204B 7062
e Architecture/Civil/GIS Vertha Coligan (Acting Chair) WO B314 5098
e  School of Transportation and Jeremy Anderson (Chair) WO A207 7643

Building Trades

Algonquin College Heritage Institute Linda Cooke (Acting Dean) PT Rm-1 1-267-3950

ext. 5622
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Algonquin College in the Ottawa Valley Karen Davies (Dean) PM 210 2752
. Business , Technology and Outdoor Murray Kyte (Chair) PM 304 2751
Training
. Health and Community Studies Debra Balasevicius (Chair) PM 303 2753
. Community and Student Affairs Jamie Bramburger (Manager) PM 213 2756
e Administrative Services Maryanne Mask (Manager) PM 206 2810
School of Part-Time Studies Linda Rees (Dean) WO P209A 5140
e  Language Institute Nicole Busby (Chair) (new chair to be WO B446 5017
Hired in July, 2009.
. Distance Education Sandra Larwill (Academic Manager) WO P209A 7212
e  Media Design, Community Studies, Police Larry White (Academic Manager) WO P209G 6179
& Public Safety, Health Science
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e  Transportation & Building Trades Michael Hayes (Academic Manager) WO P209E 3518
. Advanced Technology Michael Hayes (Academic Manager) WO P209E 3518
. Business & Hospitality Louise Barnabe (Academic Manager) WO P209b 6645
. Operations & Program Implementation Lindsay Hinds (Manager) WO B282 6098
. Product Research and Marketing Pat Mcllhinney-DeBennetti (Manager) WO P209d 5451
Academic Operations & Planning Doug Ouderkirk (Executive Director) WO C514 5570
Academic Development Marguerite Donohue (Exec. Dean) WO C514 2486

e  Cooperative Education Cathie Edmond (Manager) WO T301 5238
Learning and Teaching Services Glenn MacDougall (Director) WO C205A 7071

*Some of the information listed in the above chart may still be subject to change.
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STUDENT COMPLAINTS E23

Preamble

Algonquin College is an educational institution which strives to meet the
needs and to respect the rights of individual students. In doing so, the
College recognizes its responsibility to provide an appropriate learning
environment. During a student’s stay at the

College, difficulties may be encountered with College policy, procedures,
services, or during interaction with a professor, staff, or other students.
This directive identifies a policy and a procedure for handling a variety of

complaints.
Policy

1 It is in the interest of all members of the College community
that complaints raised by students be dealt with in a way
which respects the rights of all parties and which leads to the
rapid resolution of disputes.

2. Students have the right to raise and expect recognition of
their complaints.

3. In the event of difficulty or conflict, students are encouraged
to attempt to resolve the difficulty themselves with the

individuals directly involved.
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The College recognizes that in some instances students may
need assistance in initiating a resolution of the problem.
This assistance can be sought from a departmental Chair,
Counselling Services, the Ombudsperson or the Director,
Student Services.

Where a complaint is against an individual, this directive
recognizes the right of the student to seek an informal
resolution through various levels of supervision in the

department involved.

Procedures, Roles and Responsibilities

Before proceeding with a complaint under this directive, students
are advised that there are several other College Directives
dealing with specific types of problems. These include: E15
Academic Appeal, E16 Academic Discipline, A8
harassment/Discrimination, E27 Student Misconduct, E24 Review
of Final Grades. The student(s) should follow the procedure
below for the type of complaint involved. It is recognized,
however, that complaints do not always fall neatly into a
category. In that event the student(s) may seek assistance from
one of the parties noted above. In addition, the student has
access to two student oriented bodies, the Program Councils and
the Students’ Association or Student Council. An approach to

any of these will assist in guiding the student(s) to the



POCKET ALGON Q%M[N 47

dynamic leadership in r pocket!

appropriate avenue for resolution. Also, any of these agencies

may provide assistance at any stage of a complaint.

2. Faculty

21

2.2

Step 1: Student-Professor Resolution

In general, it is desirable that complaints and disputes arising
between students and professors be resolved by the parties
themselves. The student(s) is to discuss the complaints in an
open manner with the professor involved. The professor will
respect the contribution students make to instruction by

bringing forward their complaints with a view to their resolution.

Step 2: Chair

Normally, the Chair needs to be satisfied that the professor has
heard the complaint and has been given an opportunity to
resolve it. If this is not the case, the student(s) will, in most
instances, be advised to discuss the matter with the professor
involved. If the student(s) and the professor are unable to
resolve the dispute, one or both of the parties may bring the
complaint to the Chair. The role of the Chair will be to facilitate
resolution of the dispute with mediation between the faculty
member and the student. The Chair will attempt to resolve the
dispute with as minimal a delay as possible. It is anticipated that

most disputes will be resolved within five working days. In the
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interest of clarity, it is strongly recommended that students

document what they perceive has occurred, their interpretation
of that occurrence and what they believe the resolution should
be. Once the Chair has reviewed the complaint with the parties
involved and reached a conclusion, both the student(s) and the

professor will be advised of the recommendation.

23 Step 3: Appeal to the Dean
In the event that a student(s) believes he or she has not received
a fair hearing of the complaint(s) the student(s) may appeal, in
writing, to the Dean. The complaint will be reviewed with the
parties involved and a resolution reached within five working
days. Both the student(s) and professor will be advised of the

resolution.
3. Staff Other than a Professor

In the event of a complaint against a staff member other than a
professor, the complaint should be taken to the individual’s
Supervisor. In the event that this does not result in satisfactory
resolution of the problem, the complaint can be taken to
increasingly higher levels of management within that

department, faculty or institute.

4. College Service
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A complaint about a College service is normally best addressed
directly with the Supervisor of the department providing the
service. In the event that this does not result in satisfactory
resolution of the problem, the complaint can be taken to

increasingly higher levels of management within that area.

5. College Policy and Procedure

51

College policies and procedures, as they affect students, fall into
two broad categories, those dealing with academic matters and
those dealing with service or administration. The student should
first determine the nature of the policy involved and proceed as
follows. It should be noted that changes to policy often require

input of many parties, and as a result, take time to implement.

Academic Policy

Issues dealing with academic policies can be referred to the
Program Council. The directive on Program Councils (Directive
E2) identifies the nature of the issues appropriate to be
addressed to the Council. The student(s) should approach their
representative on the Program Council. Alternatively the
student(s) can make a complaint directly to the Chair or Program
Coordinator. In some cases, the student(s) may approach the
Students’ Association or the Student Council. The student(s) may
contact their class representative for information on how to

contact the Students’ Association or Student Council.



POCKET ALGONQ@M[N

dynamic leadership in r pocket!

5.2 Service or Administration

Policies dealing with service or administration are best dealt with
by the department providing the service. The student(s) should
first determine who is the administrator responsible for providing
the service. It may be necessary to use the assistance noted
above to determine this. The complaint and a request for a

change to the policy can be made to this individual.
Other Students

In the event of conflict with other students that is not covered by
one of the policies noted above, students are encouraged to try
to resolve the difficulty by a direct approach to the other student.
If their own attempts do not resolve the problem, the student(s)

should seek the assistance of one of the parties noted above.
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POLICIES

www.algonquincollege.com/directives/index.htm

The following College policies are available in the Directives Manual

located in the Learning Resource Centre and online.

SECTION A: GENERAL

Al
A2
A3
A4
A5
A7

A8

A9

Al0
All
Al2
Al3
Al4
Al5
Al6
Al7
Al8
Al9

Advisory Committees

In-Line Skating/Skateboarding/Bicycling

Copyright, Legal Deposit and Plagiarism (Under Review)
College Corporate Image

No Smoking Policy

Election and Appointment of Members of College Constituent
Groups to the Board of Governors

Harassment/Discrimination

Certificate of Appreciation

Academic Council

Freedom of Information

Theft

HIV (AIDS)

College Occupational Health and Safety System

Emergency Evacuation Orders

Acceptable Use of Algonquin Computer Networks and Accounts
Accident Reporting & Investigation

Fatal or Critical Injuries

First Aid



52

A20
A21

A22
A23
A24
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Disaster Response Planning (formerly C7)

Rights, Freedoms, Responsibilities and Code of Conduct for the
Algonquin College Community

Workplace Violence Prevention

Information Technology Scheduled System Maintenance

Staff-Student Personal Relationships

SECTION B: FINANCE

Bl
B3-A
B3-B
B4
B5
B6
B7

Fees

Fee Deferral Policy (For Students Not Applying for Financial Aid)
Fee Deferral Policy (For Full-Time Non-Funded Activity)
Sale/Distribution of Printed Materials (Under Review)

Student Activity Fees, Sports Fees and Special Grant

Residence Admissions

Evergreening Policy

SECTION C: PROPERTY

C1
Cc2
a3
C4
)
C6
c8

a9

Emergency Campus Closing

Parking

Physical Plant and Property Projects

Voice Communication

Key Control Policy

Food & Drink in Labs & Shops

Commercial Vendors, the Posting of Notices and the Distribution
of Advertising and Newspapers on Campus

Staff and Student Identification
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SECTION D: STAFF PERSONNEL

D1 Professional Development

D2 Professional Development Leave

D3-A  Professional Development - College Courses (Credit)
D3-B  Professional Development - College Courses (Non-Credit)
D4 Hiring Policy: Temporary Support Staff - Wage and Salary
D5 Career Development Plan

D6 Job Evaluations: Administrative Staff

D7 Staff Selection

D8 Leave of Absence for Personal Reasons

D9 Staff Update/Renewal

D10  Wage and Salary Administration: Support Staff Lead Hand
Premium

D11  Conflict of Interest

D12 Employment and Education Equity for Women

D13  Vaccination Against Hepatitis B

D14  Vacation Policy

D15  College Response to the Death of an Employee

SECTION E: ACADEMIC MATTERS

El
E2
E3
E4

Evaluation of Student Learning
Program/Departmental Councils
Special Allowances for Individual Students

Student with Disabilities

53
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E5

E6

E7

E8

E9

E10
Ell
E12
E14
E15
El6
E17
E18
E19
E20
E21
E22
E23
E24
E25
E26
E27
E28
E29
E30
E31
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Unreturned College Property and Unpaid Debts
Advanced Standing

Course Load

Changes to Original Registration - Course Drop/Add
Transfer of Academic Credit (Internal)

Transfer of Academic Credit (External)

The Grading System

Registration

Emergency Loans and Advances

Academic Appeal

Academic Discipline

Admissions Policy

Scholarships, Prizes, Awards

Confidentiality of Student Records
Ombudsperson

Certificates and Diplomas

Field Trips

Student Complaints

Review of Final Grades

Program Review

Dean’s Honours List

Student Misconduct

Bursaries

Program Progression and Graduation Requirements
Cancellation of Classes

Academic Advising
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E34
E35
E36
E37
E38
E39
E41
E42
E43
E44
E45
E46

E47
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Faculty Consultation with Students
Course Outlines

Suspension of Programs

Prior Learning Assessment

College Response to the Death of a Student
Admission of International Students
Course Assessment

Use of Electronic Devices

General Education Courses

Campus Alcohol Policy

Plagiarism

Essential Employability Skills

Disruptions to College Activities

Protection of and Access to Student Information and Course

Material

Honorary Degrees & Diplomas

SECTION G: EDUCATIONAL RESOURCES

Gl
G2
G3
G4
G5
G7
Gl1

Learning Resource Centre
Provision of Textbooks and Related Materials

Audio-Visual Equipment

Gifts and Donations to the Resource Centre (Under Review)

Statement on Intellectual Freedom (Under Review)

Media Algonquin (Under Review)

Resource Centre Cooperation with Other Libraries and

Community Organizations (Under Review)
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