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Director of Education
Matt Redmond •     •      •      •      •      mredmond@digitalartschool.com
The Director of Education oversees academic quality,
regulatory compliance, facilities and IT. He also supports
students with academic and classroom-related issues.

Director of Student Success
Randal Typusiak •     •     •     •     •    rtypusiak@digitalartschool.com
Randal supports students in their academic success, resume
building, and industry placement.

FINANCIAL AID Officer
Jasmine Sandhu •     •     •     •     •     •     •     •     •     •   jsandhu@tecglobal.net
Provides students and parents with financial information,
funding/payment plan options, and student loan help and
information.

Scheduling and ACADEMIC Records Manager
Anne Pawlowski •     •      •      • apawlowski@digitalartschool.com
Anne creates your class schedule and maintains your
attendance records. She is also responsible for all transcripts,
diplomas, and certificates.

Coordinator
This role consists of everything from answering phones,
processing applications, assisting students, and booking
appointments. She is knowledgeable in many areas and can
assist you with many of your concerns.

Technical Services Manager
Matt Chambers •     •     •     •     •     •     •     •     • mchambers@tecglobal.net
Keeps the school's IT running smoothly.

Network Security Program Manager
John Vu •     •     •     •     •     •     •     •     •     •     •     •     •    jvu@digitalartschool.com
John oversees the delivery of the Network Security education
at Centre for Arts and Technology. He updates curriculum,
chooses textbooks, and hires instructors. He is also a pretty
fantastic instructor himself.

Animation Department Head
Tom Zuber•     •     •     •     •     •     •     •     •     •    tzuber@digitalartschool.com
Tom oversees the delivery of the 2D Animation Program
at Centre for Arts and Technology. While teaching in the
program, he also keeps the curriculum up to date and hires
and trains instructors for the program.
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welcome from
president

our mission
statement

I would like to welcome you to Centre for Arts and
Technology. Your decision to embark on this educational
journey demonstrates an authentic commitment to your
passion and a genuine investment in your future.

Hard

our vision:

and smart work

Our Mission:

to ourselves, to others, and to the planet

Live and Inspire Excellence
Dear Student,

We will achieve
this mission
through:

We believe in empowering
people through education

Accountable

Lead Where You Stand

humbly empowering exceptional behaviour

on an endless path

Learning is a lifelong pursuit and we value our role in
preparing you to pursue your passion. While at the Centre,
our goal is to provide you with more than the technical
skills for a successful career but also with leadership and
interpersonal skills to position you for success in your
professional life.

of continuous improvement and awareness

We feel a tremendous sense of pride for the success of our
graduates. It is very rewarding for us to work with people
who have a passion to excel and we are very
committed to your success.
Education is an investment in your future. While here,
I encourage you to study hard, dedicate yourself to
your professional development and start to build your
professional network by connecting with as many
other students in as many programs as possible.
We look forward to working with you
to build your future!

Martin Theiss, President

commitment
Our dedicated faculty and staff at Centre for Arts and
Technology are committed to delivering quality education
and relevant training using current technology to prepare
students for employment in the emerging and ever-changing
Digital Media, Entertainment, and Information Technology
sectors. Considered important requirements for success
in these industries, our programs focus on technical skills
and knowledge as well as interpersonal proficiency and
professionalism, in accordance with important industry
requirements.
As we are training students to be successful in both their
practical/technical and interpersonal skills, we aspire to
deliver superior quality education to our students. Our
dedicated faculty and staff are committed to student success.
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PTA Registration and Designation: Centre for Arts and
Technology is designated by the Private Training Act (PTA).
PTA is given its authority by the Province of British Columbia,
Ministry of Advanced Education and Labour Market
Development, under the Private Training Act (SBC 2003,
Chapter 79), Regulations (BC Reg. 466/2004), and Bylaws.
PTA is s branch of the Ministry of Advanced Education.
Centre for Arts and Technology is also registered under
the Educational Quality Assurance (EQA) designation.
British Columbia Education Quality Assurance: EQA is a
Government of British Columbia brand of quality for private
and public post-secondary education in British Columbia,
and is administered on the Government's behalf by BCCIE.
EQA is a quality assurance designation that identifies and
promotes public and private post-secondary institutions
that have met or exceeded government recognized quality
assurance standards and offer consumer protection
mechanisms.
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Our Core
Values
Communication
Not every question can be answered
immediately, but it will be answered.
We aspire to communicate as clearly,
fully, and quickly as possible.

Quality of life
We believe in hard work, but a
balance between work and personal
life is critical to personal success.
This is an individual issue and
changes over time, but it is essential
that this balance be respected.

You’re never
too old to learn
We believe in life-long learning
opportunities for anyone who has the
motivation and a dream.
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Opportunities

We are all professional educators
in some form or another, and we
can each add value through sharing
knowledge and expertise. We will
listen to our students, and we will
operate the college to our standards
and meet or exceed the standards of
the industries we serve.

Everyone deserves an opportunity
to pursue their goals. We believe in
maximizing the potential for success
as each individual defines it. Humans
grow and develop primarily through
trial and error; therefore, we embrace
what others might term "failures" as a
necessary positive aspect of the road
to success. We just have to learn and
grow from each experience. We also
recognize that everyone is unique
and no one-size fits all. Centre for
Arts and Technology may not be the
best fit for everyone; however, we
work hard to prepare everyone who
does choose to join our community
to succeed in a place where they
belong.

Accountability

Change is
constant

Professionalism

Everyone is responsible for their
actions and must hold others
accountable for theirs as well.

The world and business are
constantly changing and evolving.
We must keep current in order to
remain healthy and relevant in the
marketplace.

Have fun

Respect

We believe in humour
and having fun.

We believe in treating everyone with
respect and consideration.
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creating a
professional
environment
Centre for Arts and Technology is in a professional building.
Students, like staff, will be expected to conduct themselves in
a professional manner while at school. This includes treating
classmates with respect and refraining from making distasteful
jokes, off-colour remarks, or foul language. Please adhere to the
following protocols:

Use of Equipment in Classrooms
The facilities of Centre for Arts and Technology are open and
available to students only. Use all resources responsibly and
respectfully. All files stored on Centre for Arts and Technology's
computer systems are subject to review at any time. Student ID
cards are mandatory for signing out equipment.
Please note that there is no student access to the school or
equipment during the semester breaks.
Students are responsible for any Centre for Arts and Technology
books or equipment used or checked out and are responsible for
the cost of repairs or replacement of such items in the event they
are damaged or lost. Please use the equipment conscientiously
and safely. Late charges apply when equipment is not returned
on time.

Appropriate Dress
While it is not Centre for Arts and Technology's intention to
dictate how you dress, there are a few basic rules that all of the
students are expected to follow:
1.

Shirt and shoes are required at all times.

2.

Apparel should not be revealing or questionable as
to cause distraction from normal school and classroom operations.

3.

Both the individual and his/her clothing should be
clean so as not to offend others.

4.

Remember that part of your education is to learn
how to present yourself professionally to others.

Student Photo ID Cards
It is important that students carry their student ID cards at all
times on the premises. This will permit you to sign out equipment
and use the facilities here at the Centre. This allows staff to
quickly recognize you as one of our students for easy access to
our services. If you require a replacement ID card at any time,
see the Cage.
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Personal Property

Recycling

Centre for Arts and Technology is not responsible for the
personal property of students (i.e. books, supplies, equipment,
or clothing). Place your name and student number on all
items of value and never leave personal items unattended.
Equipment serial numbers should be recorded and kept in a
safe place. Review personal property/homeowners insurance
and automobile comprehensive insurance policies to determine
whether valuable items would be covered in the event of loss or
theft.

Bottle and paper recycling containers are strategically located
around campus. Please use them conscientiously. We strive to
be a "Green" organization.

If you have misplaced a personal item, our Lost and Found is
located in the Cage.

The zoning bylaw requires smokers be a minimum of 9 meters
away from the entrance of the building. Please smoke in the
designated areas only and use the ashtrays provided.
Some students have sensitivities to various chemical-based
or scented products. Scented products, such as hair spray,
perfume, and deodorant, can trigger reactions such as
respiratory distress and headaches. We ask for everyone's
cooperation in our efforts to be a fragrance-free zone.

Student Photocopier
There is a 'student' photocopier on campus. Photocopiers should
be used sparingly and only for educational purposes. Black and
white should be the default setting.

Phones
Students must turn off cell phones and other electronic devices
during class. Students are not permitted to use the phone at the
front desk at any time; however, students may use the phone in
the student lounge area. For any student calls that come to the
main office, we regret that only emergency messages will be
taken by Administration.

Parking

The Centre does not govern parking for the campus. Parking is
limited and controlled by the landlord. Please obey all parking
regulations as you may be towed at your own expense.

Guests
All guests MUST check in at reception and attain a guest
pass valid for a maximum visit time of 1 hour. An adult must
accompany children under the age of eighteen in the building at
all times. All children and non-students are NOT permitted in the
classrooms or labs of Centre for Arts and Technology.

Fundraising and Solicitation

As adult students, we know many of you have multiple roles in
addition to being a student, such as employee, family member,
etc. Should an event arise that requires you to communicate
with persons outside of the classroom via texting or cell phone,
please remove yourself from the classroom to avoid disrupting
the class.

Solicitation is forbidden (unless prior approval is granted) on
the grounds of Centre for Arts and Technology. If a recognized
Centre for Arts and Technology organization wishes to raise
funds as part of a service project, permission must be obtained
from the Director of Education prior to any such activity.

Students are only permitted to record lectures with approval
from the Director of Education and written permission from the
instructor and other students.

Food and Beverages
Food or drink is NOT permitted in the classrooms as accidents
can be very costly around computer equipment. Food and
beverages should be limited to the student lounge area.

Sign Posting

Centre for Arts and Technology employs a staff photographer
who may be periodically present in your classroom and at
student events. You will have the option to step out of photos
being taken should you not wish to be included. A formal photo
and video release form is provided to you with your Orientation
paperwork and if you signed this form, you have consented to
be photographed and your likeness may be used in promotional
materials for the Centre.

Smoke and Fragrance-Free Zone

Distractions in Class

Recording Lectures

Campus Photographer

Technical Support
All technical issues are to be reported immediately to helpdesk@
digitalartschool.com. Technical questions can also be asked
through the system. This ultimately improves things for you
and all of our community. In addition to emailing, if your need
is urgent or immediate, please talk to Campus Services in
the equipment room (the "Cage"). Please do not perform
workarounds that involve changing wiring or other facility or
equipment changes without the permission or knowledge of
staff, unless it is a known part of your class expectations. It is
very frustrating for the next person to have to troubleshoot your
workaround when the setup is not the standard college protocol.

Administration must approve, stamp (or initial), and date all
materials prior to posting. Any posted materials not stamped or
initialed will be removed. All postings must be in the approved,
designated areas and anyone posting notices must remove the
materials in a timely manner.
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The academic
environment
Attendance
Consistent attendance is a very important aspect of your
employable skill set. This covers all students enrolled at Centre
for Arts and Technology. Any student who falls below 60%
attendance or misses 2 weeks in a row may be in danger of
losing their Student Loan Funding.

Absences
Attendance is recorded hourly. Please contact your instructor
or the Centre before the start of class each day you are going
to be absent; this is expected at a place of employment and we
expect the same. There is a direct link between attendance and
grades. Routine absences are reported to Department Heads.
If the student has a legitimate absence on a day when a test or
assignment is due, the student must provide a medical note to
the their instructor. Extenuating circumstances will be considered
on an individual basis.

Labs
What is a lab? A lab is a block of time for you to complete class
assignments and to apply the skills that you are developing.
There are two types of labs, 'Scheduled' (SCH) and 'OffsiteEligible' (OE). Lab attendance is included in Student Loan
requirements so it is just as important as class attendance for
maintaining Student Loan Funding. There are typically no labs in
the first week of each term.
'Scheduled' labs are assigned a specific day/time/location and
you must check in online at online.digitalartschool.com. If you
miss attendance being taken, or are unable to attend during
your scheduled lab time, you can make up your lab at any other
time within that week (Monday-Sunday) where there is space
available for you. You must 'check-in' as soon as you start your
make-up lab time in order to get your attendance credit. All labs
in the first semester of your program will be Scheduled.
'Offsite-Eligible' (OE) labs are not assigned a day/time/location.
They can be completed on-campus, where there is a space
available for you, or they can be completed off- campus, at a
location that meets the equipment requirements of the program.
OE labs can be done at a time that is most effective for the work
you are doing. Starting in the second semester of your program,
you can check your OE lab eligibility and "opt-in" for OE labs
by logging in to Canvas and selecting the 'Offsite Labs' menu
option. If you are eligible, you only need to opt-in once for OE
labs, provided that you have access to all of the equipment and
software necessary. If you are not currently eligible for OE labs,
prefer not to opt-in, or forget to opt-in, your labs will be scheduled
on-campus instead, with a scheduled day, time, and location.
You will not be eligible for OE labs if your grade average for the
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previous semester was lower than 70% or you are on academic
probation.
All labs must be completed each week, within the same week
(Monday-Sunday). For more information on labs, see the
Scheduling and Academic Records Department.

Elective Courses
If you are in a program containing elective courses, you will
automatically be enrolled in the default elective course; however,
you have the option of taking any other course(s) if you so
choose. The Scheduling Department will contact you via email in
regards to your upcoming elective course(s). If you would like to
take a different course other than the default elective, follow the
instructions laid out in the email you receive.

Schedule Changes
During the first week of each semester, students can request
changes to their schedule through the Scheduling and Academic
Records Manager. Students need to attend their regularly
scheduled classes and labs until their request has been
approved or they will be marked absent. Course changes are
subject to availability.

Dropping a Course
A course that is dropped prior to 60% completion will show as a
"W" on the transcript for that course. The deadline for dropping
a course is 4:00pm on the Friday of week 6 of each semester.
Please see Administration, if you wish to drop a course or for
more information.

Assignments and Deadlines
Students are expected to have all assignments and projects
complete at their scheduled time. The college considers due
dates the same as employers view work assignment deadlines.
Assignments are due at the beginning of the class unless the
instructor has stated otherwise. All late assignments are subject
to a 5% late penalty which will be taken off the final mark. An
additional late penalty of 10% will be taken off the final mark
every 24 hours. After 72 hours, late assignments will not be
accepted.
Projects due on the final class of the semester are due at the
beginning of that class. If a project is not handed in by the end
of the final class, 0% will be the mark given. Students who miss
assignments/exam deadlines due to illness will be required to
provide a medical note to Administration before they can submit
the assignment or write the exam. Students are expected to
make up all work missed due to absence on their own time.
Instructors are willing to help, but the onus is on students to be
responsible for their missed time. Instructors are not required to
teach subject material more than once.

*Proof of Receipt for all assignments: It is the student's responsibility to offer proof of receipt of an assignment sent or delivered to an instructor in or outside of class time or by
email. Proof of receipt includes keeping a hard copy of the assignment and a hard and/or e-copy of the email transaction, or a receipt of delivery (a note stating the assignment
was received by the instructor). If an assignment is lost from sender to receiver, it is the student's responsibility to show supporting proof that it was sent or delivered and
provide the instructor or Department Head with a copy of the assignment in question.

Course Numbering System
Summary of how we number the program courses:
Semester The semester the course appears in during the duration of your program
Level in a Series

Level in a series of courses (Design 100, Design 200, Design 300)

Class Blocks

Class blocks (1 = 3 hour block, 2 = 6 hour block, 3 = 9 hour block)

Lab Blocks

Course

ACRONYM

3DAM 3310

3DAM

The number of course lab blocks required

Number

3

3

1

0

Semester

Level in a Series

Class Blocks

Lab Blocks

Breaks and Tardiness

Auditing a Course

Students are expected to be on time for all classes and to
return promptly after breaks. Breaks will be initiated by the
instructor at their discretion.

Students may request to audit a course outside of their program
subject to availability and at full tuition, or as a retake within their
program subject to the retake policy. In an audit, the student can
opt to just observe the class. If a student chooses to complete
the coursework, they can request grading, but the Centre is not
obligated to provide grading (this can be a particularly relevant
issue if the grading is a lot of work as would be the case for a
portfolio-type course, for instance); however, the instructor can
agree to do the grading if they so choose.

Tutoring Request
Student who are regularly attending classes and labs but require
additional assistance, qualify for school - sponsored tutoring;
twelve hours in their first quarter and seven in each following
quarter. Tutors are typically students who have distinguished
themselves in particular classes. Tutoring Request forms must
be completed and signed by the appropriate instructor and
Department Head or Director of Education. These forms are
available in the at reception.

Dealing with Conflict
Dealing with issues and conflict as mature adults and
professionals is a necessary part of the preparation for
success in the workforce and life. For this reason, students are
encouraged to promptly inform the appropriate department of any
issues, concerns or suggestions so that these may be addressed
as soon as possible. If the student feels uncomfortable dealing
with the situation one-on-one the Director of Education would be
happy to assist or mediate.

Meeting Request
The Centre staff is always ready to hear comments, suggestions,
and ideas. To set up a personal interview, students are asked
to submit a meeting request at Reception. Students will be
contacted within 24 hours of submitting a request by the
appropriate person.
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Individual Needs
Prospective and New Students
Centre for Arts and Technology is committed to the full
participation of students in academic life. We recommend you
contact the Director of Education as soon as possible to discuss
your learning needs.

What is a Disability?
A disability is a medically verifiable impairment to learning due to
physical, learning, sensory, or health challenges.

Accommodations for Students with Disabilities
All students, those with and those without disabilities, must
meet the same criteria for admission. Some students with
verifiable disabilities may require specific accommodations in
the classroom in order to demonstrate their ability and perform
academic tasks. Some typical accommodations include:
extended exam times, distraction free exam space, instructor
liaison, technical aids, and adaptive equipment.
In order to qualify for such accommodations, you must
submit documentation from a medical professional, such as a
psychologist or physician. The assessment must have been
conducted no more than 5 years prior to your application date.
Centre for Arts and Technology is unable to provide disability
assessments and students assume the responsibility of providing
documentation to secure accommodations.
Accommodations are uniquely determined for each student
and cannot lower the academic standards of the Centre. You
will want to review the fundamental requirements of each
course as these cannot be altered. You should be aware that
you may not receive all the accommodations you request and
accommodations may not be the same as in high school or at
other colleges. Accommodations are specific to the disability and
are based on the assessment you provide; they are developed
with flexibility and in consideration of you and the specific course
requirements. Some funding may be available if you are a
student loan recipient.

Applying for Services
If you have a disability assessment and wish to apply for
accommodations, please contact the Director of Education. The
Director of Education will review your documentation and discuss
your specific needs. A Summary of Accommodation form will be
completed detailing what the Centre is able to provide. With your
consent, the Summary of Accommodation form will be provided
to your instructors for implementation.

Accommodating
10

Calder Moore | Animation Graduate

Confidentiality
No information can be released, written or verbal, to a third
party without your prior written consent. This applies to faculty
members and office staff with the exception of the staff assisting
you with your accommodations. If you want Centre staff to
discuss your disability with your professional team then we will
require signed written consent.
You will be required to sign a Disability Disclosure Form
before any information about your disability or the required
accommodations will be disclosed.

Course Challenge
or Prior Learning
Assessment

The initial minimum assessment fee is $75.00 per course and
must be paid upon submission of the PLA application.
The full assessment fee to be charged will vary depending upon
the method of assessment and will be determined by the Director
of Education. It will be the responsibility of the Department
Head or senior education official to assign the best method of
assessment for each case. The following are examples of testing
methods and associated fees:
1.

Written assessment test (e.g. mid-term or final for
the course in question) is $125.00 (includes an
additional $50.00 charge beyond the initial
assessment fee)

2.

Written assignment is $150.00
(includes an additional $75.00 charge beyond the
initial assessment fee)

3.

Practical exam - cost will be based on time and type
of exam, supervision required, length of exam, etc.

If you feel that you already possess the knowledge and skills
offered in a particular course, there are two possible ways that
you may receive credit for a course.

**RESULTS OF THE PLA WILL BE EMAILED TO YOU**

Course Challenge

••

All Professional Development (PD) courses

This is credit granted based on previous academic course
work and must have a course outline accompany the transcript
submission. Courses that have been previously taken and failed
cannot be used as a challenge.

••

Portfolio Production Workshops (PPW) in the last two
semesters of the program

••

Any course for which the prerequisite course has already
been taken

Students who believe they have the academic background to
challenge a course may request to do so through the Director
of Education. Challenges will only be accepted prior to starting
the course or within the FIRST 3 WEEKS OF CLASSES (e.g.
after the 2nd class but before the 3rd). No challenges will be
accepted without post-secondary transcripts/documents. The
cost associated with a challenge is $75.00. Extra fees may apply
if any information provided is incomplete.

••

Courses at a 3rd semester level or greater

**RESULTS OF THE CHALLENGE WILL BE EMAILED TO YOU**

Prior Learning Assessment (PLA)
This is a waiver from taking a required course based on related
life or work experience. Courses that have been previously taken
and failed cannot be used for PLA.

Please note, the following are not challengeable:

Students who are successful in their PLA application may take
an alternate course in its place at no cost. A credit or refund
can be given for successful challenges for courses in the 2nd
semester only. Students must meet any prerequisites/corequisites and receive the written permission of the appropriate
Department Head in order to be admitted into the alternate
course. Courses in the 1st semester that are successfully
challenged are not given a monetary refund. It should be noted
that a 60% course load must be maintained for full-time status if
the student is being funded through Student Loans. In addition, a
student must complete 75% of the credits at Centre for Arts and
Technology to qualify to graduate.

Students, who believe they can demonstrate that they have
already obtained the knowledge and skills of a course through
life or work experience may request a PLA by submitting a
written application to the Director of Education. A PLA application
will only be accepted prior to course start or within the FIRST 2
WEEKS OF CLASSES.
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Finance and
Student Loans
Financial Services Department
The Financial Services Department assists students to
understand their financial options and responsibilities within the
Centre. Financial Services bills students semesterly or monthly
based on the financial plan developed. This department is
responsible for processing student payments. Any student who
has incurred or anticipates a financial problem is encouraged to
meet with their Financial Services Advisor promptly to discuss
alternative payment options.

Privacy of
information and
Inspection of
Academic
information

Tuition Payments and Program Withdrawals

At Centre for Arts and Technology, we understand that privacy
is a critical issue for all our students. Because we respect and
value you as a student, we also want you to understand that
we will operate with integrity and confidentiality in regard to the
protection of your privacy and personal information.

Tuition fees are usually paid to Centre for Arts and Technology
on a semesterly basis. A payment plan will be set up with each
individual student. If a student is unable to follow the tuition
schedule, they are to advise their Financial Services Advisor
immediately.

Our privacy policy is designed to inform you of what personal
information Centre for Arts and Technology collects about you
as a student and how we use it. The policy will also explain
how your personal information is kept safe and secure from
inappropriate disclosure or use.

Students receiving Federal and/or Provincial Student Loans will
have tuition payment schedules in accordance with dates and
awards set out by (Federal/Provincial) Student Loans.

As a student, if you wish for staff or administration to have the
ability to release personal and academic information (eg. grades,
attendance, funding) to a third party, we will require you to
complete and sign an Information Release form. Emails are not
accepted. This signed form will remain in your student file.

If a student withdraws from their studies, a tuition refund will
be administered in accordance with the guidelines set out by
the Private Training Institutes Branch (PTIB) of the Ministry of
Advanced Education. If a student has received Federal and/
or Provincial Student Loans, any tuition refund must first be
returned to the appropriate lending institution.
A student is not considered withdrawn until an official letter
stating such has been received by Centre for Arts and
Technology. If a student who has received a student loan
withdraws from a program, we are obligated to forward any
unearned tuition owing to the lending institution.

Refund Policy
Please refer to your Enrollment Agreement for complete details
regarding the refund policy. If you require additional information,
please see your Financial Services Advisor.

1.

The school may require the presence of a school official during
the inspection and review of a student's records. When a record
contains personally identifiable information about more than one
student, the student may inspect and review only those records
which relate to him/her personally.

Students retain the intellectual property rights to work they create
at the school that is 100% original (in other words is NOT based
on or uses material provided by the school or other source).
However, Centre for Arts and Technology is contractually
permitted to use the students' projects and related work for the
purpose of advertising, exhibition, and promotion of Centre for
Arts and Technology without cost or obligation to the student.

Students may take up to 12 months beyond a standard
contract length to complete any program Centre for Arts
and Technology offers without the requirement of a program
re-assessment. This includes students that extend their
contract by any means, including, but not limited to: failing
courses, enrolling in a self-paced flow, withdrawing and
returning* (taking time off), additional time required to complete their portfolio, etc.
E.g. NSS program (18 months). Students may
take up to 30 months to complete.

2.

Students who require extensions beyond the 12 month limit
as noted above will require a program re-assessment by the
Education Department. This program re-assessment will be
performed in order to assess any changes to program outcomes that have taken place since the time of the student's
initial enrollment. Changes in program/course outcomes will
result in one or more of the following:
a. Retake courses that have significantly changed in con
tent/outcomes. Course(s) charged at 50% of part-time
rate.

Students who wish to inspect and review their education records
should submit a written request to Financial Services. The
request should identify as precisely as possible the records
he/she wishes to inspect. If the requested records are subject
to inspection and review by the student, Financial Services
will make the necessary arrangements for access within a
reasonable period of time but no more than forty-five (45) days
after the request was made, and will notify the student of the time
and place where the records may be inspected.

The student further agrees to maintain complete confidentiality
with respect to information about Centre for Arts and Technology
business, which the student may acquire during his/her program
of study, and in particular, but not so as to limit generality of
the foregoing, with respect to the use of courseware, learning
methodologies, and intellectual property.
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Time period for
Program completion

b. Take additional courses that had not been previously
offered in the original program offering. Course(s)
charged at 100% of part-time rate.
c. Re-submit portfolio or other production requirements
for the new version of the program.
d. Re-entry into the updated program as a full-time
student. Regular program tuition is calculated and
charged based on results of program re-assessment.

3.

No fees shall be charged for program re-assessment.

*A 'returning student' is defined as an individual who has not been in
attendance at the school for a length of time (one semester or greater) and
wishes to return to study in their original program at the Centre. The length
of time a student has not been attending can affect the ability of the student
to complete a program as governed by this policy.

Dallas Lewis | 2D Animation & Digital Art Graduate
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in the classroom
Course Outline (Syllabus)
In order to maximize clarity, instructors will provide the following
information during the first class of each course:
••

A general course outline with learning objectives.

••

Breakdown of how the assignments or projects will be
evaluated.

If you do not receive the above information, contact your
instructor and/or Department Head before your second class.

Weekly Schedules
Each semester runs for 13 weeks, with scheduled classes
running for 11 weeks with week 12 reserved as needed for
make-up classes, extensions, and/or other needs. Please verify
this with your instructor.

Failed Courses
What happens when you fail a course...

Centre for Arts and Technology reserves the right to reschedule
classes or modify the sequencing of program courses at any time
necessary to accommodate various situations such as updates
to the curriculum, classroom and facility usage, and instructor
schedules (as most instructors are also working professionals
with demanding careers).

••

Students will be evaluated in ways and times consistent with the
type of course and learning outcome, and best practices in the
education field. Traditional assessments such as assignments,
quizzes, tests, and major projects, may be used, as well as
non-traditional methods. Unless indicated otherwise, the passing
grade for all Centre courses is 60%. If a student does not
agree with their evaluated mark on a particular item, they are
to schedule an appointment with the instructor immediately. If
a student feels they are having problems in a course of study,
again, they are to schedule an appointment with the instructor
immediately.

Grade Appeals
If a student wishes to challenge their grade or failure, they should
seek a resolution by first presenting their case to their instructor,
seeking explanation and engaging in reasonable discussions. If
the student is still unsatisfied with the instructor's decision then
he/she may proceed to a formal grade appeal.
Formal grade appeals must be made within 10 days of the
assigned grade. A formal appeal has two levels:
Level 1 Appeal: Student meets with the relevant Department
Head and presents his/her reasons for the grade appeal. If the
student is still unsatisfied, they may proceed to a Level 2 appeal.
Level 2 Appeal: Student submit appeal letter to the Director of
Education. The Director of Education will review the appeal and
make a final judgment.

Sam Streit | Animation Graduate

When viewing your grades in Canvas, you need to make sure
that you have unchecked the "calculate based only on graded
assignments box." This will give you an accurate grade to that
point in the term.

Class Rescheduling

Student Evaluation
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Canvas Grades

Not all courses are offered every semester. If you fail a
course that is not offered in the next semester then your
program end date might have to be extended by one or
more semesters and you will therefore be completing your
program with a different group.

••

An extended program end date may affect your student
loan.

••

Course retakes cost 50% of the part-time tuition fees. You
are required to make payment or payment arrangements
within 30 days of the course being scheduled.

What to do if you are concerned about failing...
••

Keep showing up. It is very important to attend all your
classes even if you are feeling discouraged and lost.

••

Be proactive and communicate early and regularly with your
instructor (or other relevant staff such as the Department
Head or Director of Education) about your feelings and
needs and establish a success plan with them.

If a student fails a single course 3 times, he/she may be
disenrolled from his/her program. Students who fail more than
40% of their courses in his/her program may also be immediately
disenrolled.

Failed Exams and Exam Retakes
If a student has failed an exam, that student may retake their
exam at a fee of $250.00. PASE Exams may be retaken at a
fee of $275.00. If you wish to retake an exam, please see your
instructor to make arrangements to do so. In some cases, the
college, at its discretion, may propose alternatives to a course
retake if the result of failing the course will cause significant
interruption to the program flow (e.g., to retake a final exam or do
additional assignments).

the concepts required to move on to the next level of course.
PIR's are not applicable in final semesters or for PPW (Portfolio
Production Workshops).

Course/Instructor Evaluations
Your feedback is important to us. The Centre asks students to
complete an online Course/Instructor evaluation each semester.
The feedback gathered helps us address changes to curricula,
policies and procedures, and provides your instructors with
insight into their strengths and areas for improvement. Results
are communicated to instructors and other relevant staff and
action plans are implemented where necessary.
Within the evaluation, a student can request to meet with the
appropriate staff for discussions about any of the above. If you
would like us to follow up with you on your comments, please
submit a meeting request.
The Director of Education may conduct an investigation into
the comments, interview staff/instructors, sit in on classes to
review instructors, and seek more information from students
prior to making a decision on the comments. As this process
may take time, the college does not put a time restraint on the
response. Many of these issues involve more than one person
or subject and it's important to make this a thorough process. If
you feel your concern is urgent, it is recommended you make an
appointment with the Director of Education immediately.

Exams
Exams must be written when scheduled, UNLESS you have preapproval from your instructor. Approval must be arranged prior to
the exam day and time. There is a $50 fee for re-scheduling an
exam, and this fee must also be paid prior to re-schedule.
Exams missed with correct approvals in place are to be
rescheduled/written within 24 hours from the original day and
time (not including weekends). Failure to do so will cause the
grade to be entered as 0.
After 24 hours, with doctor's note: exam rewrites after 24 hours
accompanied WITH a doctor's note will be charged at $50.
After 24 hours, without doctor's note: exam rewrites after 24
hours WITHOUT a doctor's note will be considered a fail, and will
be subject to the Centre's $250 rewrite fee.

Pass on Instructor Recommendation (pir)
In rare cases an instructor may pass a student with less than
60%. PIR's are given in exceptional circumstances when an
instructor believes that the student has a satisfactory grasp of
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Our instructional team endeavours to provide students with
the best educational experience possible.

Some things you can do to enhance your
experience are:
Show interest in class - Students give instructors
constant feedback in class. That feedback comes through
posture, eye contact, responses to questions, and
participation in class discussions. Inevitably, instructors
respond to your feedback. If you find a class boring,
recreate your experience through a massive display of
interest. Ask a lot of questions. Show enthusiasm through
nonverbal language; sitting up straight, making eye contact,
taking detailed notes. Above all, participate.

Arrive early for class - Being on time demonstrates your
commitment and interest. Early arrival also allows you to get
to know your instructor better, and gives you time to prepare
for class.
Accept criticism - Critical comments are part of an
instructor's duty and a common necessary aspect of most
work situations in the technical arts. Learn to work with it.
Don't take it personally!
*Adapted from Becoming a Master Student. Dave Ellis. Houghton Mifflin Company. 2003.

Take responsibility for your attitude - Your attitudes
are in your own head and lie beyond the instructor's control.
Western college/university education has always honored
openness to conflicting perspectives. An instructor's
perspectives, whether about politics, religion, or feminism
for example, are not related to teaching ability or valid
expertise. Likewise, methodology such as a formal
or informal lecture style is not a valid indicator of the
instructor's knowledge of the subject. Knowing such things
will help you let go of negative judgments and focus on
getting maximum value from the instructors knowledge and
relevant industry experience.
Separate liking from learning - You don't have to like
your instructors to learn from them. When you put aside
your concern and focus your attention on the points he or
she is making, then you will get more out of the class.
Personal preferences can get in the way of learning
- Suspend your skepticism and dive right in; you may find
the class becomes more enjoyable with each passing
session. If a course is included in a program it is because
employers have provided feedback that the skill set is
relevant.
Avoid excuses - Accept responsibility for your own
mistakes and avoid blaming circumstances for your
miscalculation. When you treat instructors honestly, you are
more likely to get the same treatment in return.

you and your
instructor
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Submit professional work - Prepare papers and projects
as if you were submitting them to an employer. Imagine
that a promotion and raise will be determined by your work.
Your neat, orderly, well-organized submission can make
a difference in your grade; if your work is easy to follow
and understand and your written work easy to read, your
instructor can concentrate on its content. Remember, as
all instructors are industry professional, making a good
impression in the classroom can be your first step towards
industry employment.
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Academic Policies
and Procedures
Student Appeals
Students are expected to make an effort to resolve issues,
questions, or concerns on an informal basis first and then, if the
result is not satisfactory, go to the next step (for grade appeals,
see page 14).

Informal Resolution
We encourage students to communicate with the Centre on an
ongoing basis throughout their studies. The Centre listens and
acts on well-presented, constructive ideas and suggestions from
the student body. While unable to facilitate every suggestion or
idea, the Centre is committed to providing an explanation for
why. We strongly recommend a student goes first to the person
with whom he/she has an issue.

Formal Resolution
If an issue cannot be resolved through an informal process,
the Centre provides three primary ways to communicate with
management and administration on campus through a formal
appeal process. The Centre urges all students to utilize these
methods of communication to solve issues, answer concerns,
and improve the delivery of training. Student who make a
complaint are authorized to be represented by an agent or a
lawyer.

Formal Grievance / Complaint
Grievances or complaints regarding courses, facilities,
equipment, faculty/staff or other students must be presented in
writing, signed, and delivered to the Director of Education in the
event that such matters have not been satisfactorily resolved on
an informal basis. The Director of Education shall provide, within
five school days of receiving the complaint, a written response,
and if possible a verbal response to the Complainant setting
forth the decision concerning said complaints. The failure of
the Complainant to co-operate with the investigation shall be
deemed as a withdrawal of the complaint and no further action
will be taken.
If the grievance results in a temporary suspension of the student,
the Centre will attempt to resolve the issue within three school
days.

Appeal of Centre Decision
A student may appeal the decision/resolution presented by
the Centre by written notice only. The written appeal must be
delivered to the Centre within five school days of receipt of the
written decision/resolution from the Centre. The investigation
may include interviewing the Complainant or other necessary
parties, individually or in a group consisting of appropriate
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Directors and/or staff. The decision/resolution will require
agreement from a minimum of two Directors. The appropriate
Director shall provide the written response to the student setting
forth the decision/resolution within five school days of receipt of
the student appeal.
All written communications by the Complainant must be
addressed to Centre for Arts and Technology and the Director
of Education or the President. The Centre's response to the
complaint is mailed to the Complainant's most recent address
provided.

Exclusive Procedure
The Complainant shall follow the dispute resolution procedure
and not discuss the matter with any other parties once the
complaint has been filed with the Director of Education. The
failure of the Complainant to adhere to the aforementioned
guidelines may result in the dismissal of the Complainant and/
or the expulsion of the student from the Centre. All investigations
by the Centre will be conducted in the strictest confidence and
involve only those deemed necessary to fulfill due diligence.
Please note, formal appeals may be made to the Director of
Education under two circumstances:
••

Expulsion

••

Failure to pass the program successfully

After a decision concerning one of the above circumstances has
been made, a student has five school days to initiate the appeal
process. They must notify the Director of Education, in writing, of
their appeal application and the circumstances relating to their
appeal.

Letters of Reference
Officially (as representatives of the Centre) instructors and staff
cannot provide reference information for students beyond what
is public information. Even if the proper permission forms are
submitted by a student, only actual objective performance data
such as overall grade and attendance can be released.

Academic
Misconduct

material is then hidden from the marker, either by not referencing
it properly, by paraphrasing it, or by not mentioning it at all.

The most common forms of plagiarism are:
••

Copy and pasted material from the Web.

••

Copying the work of another student (past or present),
including verbal, graphic, or computer code.

••

Copying course material or lecture notes.

••

Copying material out of a textbook or other printed sources.

The Key to Avoiding Plagiarism
"When in doubt, cite your source." When you have used others'
ideas, you give credit to those ideas by clearly referencing
them. Plagiarism is a serious matter for Centre for Arts and
Technology. If not dealt with, it will ultimately devalue all the
Centre's diplomas and certificates to the detriment of both
students and the Centre. It also introduces a fundamental
and inevitable distortion when the work of a student is being
assessed against his/her fellow students.

Student’s Responsibilities to
Prevent Plagiarism
Student's attending Centre for Arts and Technology are expected
to submit work that demonstrates compliance with two important
prerequisites:
••

A level of independent thought, grounded in the teaching
received.

••

The provision of clear referencing to all sources consulted.

By definition, a piece of work that has been plagiarized will never
be able to meet either of the above criteria. Asking yourself prior
to submission whether your work passes both tests is a useful
method for determining whether there is likely to be a problem
with plagiarism.

Consequences of Plagiarism
We view the passing off of another's work as your own to be
extremely serious and the consequences can be equally serious,
ranging from receiving a mark of 'zero' on a test, assignment
or project, up to and including permanent expulsion from the
Centre. If in doubt about what is or isn't plagiarism, be sure to
consult your instructor before submitting work for grading.

Cheating
Cheating is any form of academic dishonesty including, but not
limited to, talking to another student during an exam, texting
during an exam, reviewing notes during an exam, plagiarism, etc.

Plagiarism
Plagiarism is a form of cheating and is a serious academic
offence. It arises where work submitted by a student is not their
own and has been taken from another source. The original

Dan Swedberg | Graphic Design Graduate
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Respectful and
Fair Treatment of
students
Student Conduct Policy
The Centre is committed to ensuring that its learning
environment promotes the fair and respectful treatment of
all students.

Conduct Probation

Violations of the Harassment Policy

Respect the Intended Use of Resources

Students whose behaviour has been deemed to be disruptive to
the learning environment, the instructor, or any other student, or
whose behavior negatively reflects on the reputation of Centre for
Arts and Technology and/or its students, alumni, or staff, may be
placed on conduct probation, if the offence is not serious enough
to warrant outright dismissal. Students will receive written notice
from the Director of Education.
Offences warranting conduct probation may include but are not
restricted to:

Violations of this policy will lead to discipline up to and including
expulsion from the Centre. If any employee or student feels that
he or she is a victim of any form of harassment, that employee
or student must file a written complaint with the President.
Complainants are asked not to discuss the complaint with any
Centre staff or representatives prior to informing the proper
authorities. This protects the rights and privacy of all parties
involved, ensuring a proper and fair investigation.

••

Use all facilities only for the purposes for which they are
intended. Centre for Arts and Technology resources may
only be used for educational purposes.

••

Respect the integrity of computer systems, networks and
facilities.

••

Do not use programs, transactions, data or processes that
infiltrate computer systems or damage or alter their software, data components or configurations. Do not alter the
configuration of any Centre computer.

••

Respect the need for system and network security.

••

at our best

Do not attempt to infiltrate or bypass security arrangements,
or access unauthorized Centre facilities, resources, systems, or networks.

••

Respect the intended usage of systems for electronic information exchange, including the Internet.

Student Conduct and Intellectual Property

••

The user bears the responsibility for any material he or she
chooses to access, send or display. Internet access provided by the Centre may not be used in any way that violates
the Centre policies, or federal, provincial and local laws or
statutes. All student use of the Internet must be in support of
the written curriculum.

••

Do not use the Internet for entertainment purposes,
including but not limited to chatting, recreational web
surfing, checking your e-mail during class, downloading
software, music or other files, viewing pornography or other
unsuitable material. All internet access is subject to monitoring at any time.

••

Adhere to the security protocols for CAT systems and
networks.

••

Probation
Probation is a period of time in which a student is given an
opportunity to redeem failing grades or behavioural issues.

••

Inappropriate use of the Centre's email or inappropriate use
of the Internet (e.g. downloading of pornographic material).

There are two types of probationary status, Academic and
Conduct.

••

Consumption of alcohol or use of drugs at, prior to, or during
class, practicum or any Centre related events or activities.

••

Refusal to follow the direction of Centre staff.

Academic Probation
1.

2.

3.

4.

5.

Students who fail one course in a semester will be emailed
a letter encouraging them to take proactive action for success and seek help if they need it.

Continued offence(s) will lead to suspension (ranging from 3 to
12 months) or to permanent dismissal.

Discipline and Dismissal

Students who fail two or more courses (or one course if
they are only taking two in a semester) will be placed on
Academic Probation Level 1. These students will be sent
an email asking them to meet with Student Success. At that
meeting the students are offered additional support and
reminded to be proactive. An action plan is put in place to
assist the student with being successful. They will be asked
to sign a letter acknowledging their probation and action
plan. Non-compliance may result in suspension.

Students who abuse the policies and are a detriment to the
learning environment may be required to leave their course of
studies. Expulsions could be a direct result of, but not limited
to: absenteeism, marks, physical/mental abuse or conduct, or
inappropriate use of Centre for Arts and Technology bandwidth
or computers.

If a student fails two or more courses (or one course if they
are only taking two in a semester) a second time, then they
are placed on Academic Probation Level 2. These students
are sent an invitation to meet with their Department Head
and Student Success. In that meeting they are offered
additional support, reminded that their performance is very
serious and asked to sign a letter acknowledging their
probation.

Harassment

Students who fail two or more courses (or one course if they
are only taking two in a semester) after having been placed
on Academic Probation Level 2, are placed on a 3 month
suspension.
Students who return after a suspension and still continue to
fail will be dismissed from the school.

NOTE: Due to the short duration of programs, semesters do not need to be
consecutive. Once a student is on probation they always progress to the next level
rather than starting over at a lower level.
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Harassment of any kind including: abusive or belittling
behaviour, bullying, intimidation, racism, sexism, or physical
violence.

Students removed from their program are still responsible for the
tuition in full.

The Centre will not tolerate any conduct that creates a hostile
work environment. The Centre prohibits the physical, verbal
or sexual harassment of any employee, student or third-party
individual by an employee, student or third-party individual on
the Centre premises or at off-site locations. Behaviour that is
offensive, intimidating or abusive in nature, especially behaviour
that relates to an individual's sexual orientation, gender, religion,
or ethnicity is prohibited.

The Centre expressly prohibits any and
all of the following:
••

Racially, ethnically, or sexually degrading statements or
jokes.

••

Viewing websites that promote hate or racial intolerance,
sexually explicit or pornographic images.

••

The threat that a refusal of sexual proposals will adversely
affect employment or student grades.

••

Any acts that could be construed as harassment.

All complaints will be investigated promptly and appropriate
action will be taken. No punitive action will be taken against any
employee or student who files a complaint. All complaints are
treated with confidentiality.

Centre for Arts and Technology is a professional learning
environment and expects students to act accordingly. Students
are bound by Centre for Arts and Technology's rules of conduct
with respect to intellectual property which requires that all
students:
1.

Act in a mature, professional, responsible, and business-like
manner.

2.

Not copy any software that is in use, or developed during
the program of study at Centre for Arts and Technology.

The student agrees that any unauthorized use by him/her of
such software infringes Canadian, U.S., and international patent
laws, copyright laws, and laws of industrial property rights of third
parties. The student further agrees to indemnify Centre for Arts
and Technology for any lawsuit brought against Centre for Arts
and Technology based on a claim that such unauthorized use
infringes such aforementioned laws, even where based upon use
in combination with other software.

Respectful Use of Technology
Respect the legal protection provided by copyright and licensing
of programs, data and other sources of information.

Do Not:
••

Distribute or make copies of software without the permission
of the copyright holder.

••

Download or install any software on Centre for Arts and
Technology computers or networks.

••

Use Centre for Arts and Technology facilities to disparage
any person, program, institution, organization, or for any
unauthorized political or partisan purposes.

Social Media
Staff and Instructors cannot accept friend requests from
students.

Substance Abuse
The use of alcohol and drugs is not allowed on Centre for Arts
and Technology premises at any time. Supervisors will shut
down a session or lab if any project participants disregard this
rule. Violators will be suspended and/or expelled from Centre for
Arts and Technology at the discretion of the Directors.

Non-Disparagement Clause
A student must refrain from making any public statement or
statements, through social media or any other means, that would
be considered inaccurate, unduly critical, derogatory, or libelous,
or which may otherwise unfairly injure the reputation of either the
school or any existing or former student(s), instructor(s), or staff
member(s) at the school.
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Health Services / First Aid

IN CASE OF
EMERGENCY

In the event of illness or injury to a student
on Centre for Arts and Technology's
premises or at a sponsored function
of Centre for Arts and Technology, the
student may request transportation to a
local hospital emergency room or doctor
for examination and treatment if necessary.
The student is responsible for any resulting
expenses. The student should review
personal and/or family insurance policies
to determine whether appropriate coverage
exists. There is a first aid kit available at
reception.

Storm Day
Cancellations
In the event of a storm day and how it
relates to class cancellations, Centre for
Arts and Technology will be following
Kwantien Polytechnic University's
cancellation decisions. The cancellation
notices are usually broadcasted on local
radio stations and the Kwantien website by
6:30am.
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Trevor Clarke | Digital Photography Graduate

Your Emergency
Contact Information
If you have changed your email, please
notify Reception immediately as instructors
and administration will regularly correspond
with you by email. Also, it is important
to inform the Centre of any address and
phone number changes.

Emergency Gathering
Locations
The maps on the following pages outline
your emergency exit route in the event that
a building evacuation is required.
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EMERGENCY
Exit Route
Fire Extinguisher

Pull S tation
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In the event of a fire, do NOT use the elevators.
Proceed directly outside the building to await further instructions from qualified personnel.
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the professional
development
program

The Professional Development Program (PD)
Advantage

Returning Students and the
Professional Development Program

Centre for Arts and Technology has taken on the ambitious goal
of teaching professional development skills to students and
staff. We know that these skills make a critical difference to an
individual's success, which is why we have made it a priority.
We consistently hear from employers about the importance of
graduates having strong interpersonal and communication skills.

In order to achieve our mission of empowering people through
education, our graduates must have the maximum opportunity
to explore and assimilate the principles within the PD program.
We recognize that the employability and continued success of
our graduates in the labour market is dependent not only on their
technical competence but on their Emotional Intelligence (soft
skills).

Emotional Intelligence is not about being nice; it is about having
in-the-moment awareness of both your own emotions as well
as the emotions of people with whom you are interacting. This
awareness then allows you to understand the present social
dynamics more clearly and respond in a manner that is most
likely to generate the desired outcome. Everyone has Emotional
Intelligence. Like other skills, EI can be developed, with some
having a greater innate ability.

1.

Students who are returning to Centre for Arts and Technology after being away for one or more semesters will
be required to re-take all of the PD courses within their
program unless:

2.

The student has taken a particular PD course within the last
12 months.

Emotional Intelligence impacts all areas of your life, it affects
your self-talk as well as how you relate to others.

AND

••

3.

••

75% of careers are derailed for reasons related to emotional
competencies, including inability to handle interpersonal
problems; unsatisfactory team leadership during times of
difficulty or conflict; or inability to adapt to change or elicit
trust (The Center for Creative Leadership, 1994).
The reasons for losing customers and clients are 70% EI
related (e.g., didn't like that company's customer service)
(Forum Corporation on Manufacturing and Service Companies, 1989 - 1995).

••

85-95% of the difference between a 'good leader' and an
'excellent leader' is due to emotional intelligence (Goleman,
1998).

••

Graduates from Centre for Arts and Technology will have
had the advantage of identifying and exploring their own
unique emotional intelligence and to apply it to their working
style for successful career management.

Has received a grade of greater than 70% in that module.

While those students who meet the above criteria are not
required to re-take the PD course, they should be encouraged to
do so in order to maximize their exposure to, and application of,
the principles within PD.
For those students who have not completed all PD courses due
to the shorter length of their program of study (e.g. a 12 month
program), they will be required to complete any of the remaining
PD courses.

In addition, the PD program offers students the advantage of
honing their career-readiness skills through:
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••

Preparation of resumes and cover letters.

••

Successful interview techniques.

••

Effective communication and negotiation.

••

Effective tools for time management.

••

Leadership and teamwork styles.
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Managing Stress

Graduation

Attending any post-secondary education is stressful as you
challenge yourself beyond your comfort zone while juggling
other work and family commitments in your life. It is critical to be
aware of the stress you are under and to develop strategies to
effectively cope with that level of stress.

Requirements for Graduation

••

The best things you can do for your body: feed it, exercise
it, and make sure it's getting enough sleep.

••

Give your brain a break every now and again. Stress builds
up over time, so you need to remember to relax once in a
while.

••

Get things off your chest. Everyone needs to vent, and it's
better to let steam off in smaller doses so it doesn't build up.
This doesn't mean going ballistic on your neighbour, but it
does mean activities like talking things out with an objective
friend or mentor, expressing it in a journal or creative outlet
that is not abusive to other beings. If you get sick, rest. It's
that simple.

••
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Pre-planning can save you a lot of pain in the long run. Take
class notes and start thinking about projects early (prior to
the day before the due date). Check over and be sure you
have taken into consideration all the technical and other
requirements.

••

Review a little bit of what you've learned each day. This will
help stop information from going in one ear and straight out
the other.

••

If you need help with something, ask while the questions are
fresh in your mind.

••

If you need further assistance, ask about tutoring options.

••

Fight procrastination. It may be easier to spend the weekend organizing your sock drawer, but if you get the hard
things out of the way first you'll be amazed at the results.
You get it done and you minimize your stress. Remember,
you can't get wasted hours back.

In order for you to graduate, a passing grade of 60% must
be attained in each subject area. Some courses also require
a passing grade of up to 80%, for example on a Practical
Applied Skills Evaluation (PASE) exam and the Early Childhood
Education program.
Centre for Arts and Technology awards an Advanced Diploma,
Diploma, or Certificate to successful graduates. In order to
graduate and receive the applicable credentials, students must
fulfill all of the following requirements:
••

Satisfactory completion of all of the course requirements in
the given program.

••

Be in good standing with all offices at the time of graduation.

••

Comply with attendance, satisfactory
academic progress, and student
conduct policies.

••

Satisfy all financial obligations to
Centre for Arts and Technology.

••

Have earned at least 75% of the required credits at Centre
for Arts and Technology.
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