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PROCEDURE STATEMENT:

Conestoga recognizes that disputes regarding an admission decision may occur between
applicants and the Conestoga community. Conestoga has established procedures to deal with
student disputes in an effective, timely, fair and impartial manner.

This procedure defines how applicants can appeal an admission decision in the event that the
dispute is not resolved informally.

SCOPE:
This procedure applies to all post-secondary program applicants, office of the registrar and
academic teams of Conestoga.

Applicants may dispute a decision to deny admission.

DEFINITIONS:
Academic Strength
An average of grades in the required subjects.

Academic Team
Includes the heads of schools, program heads, and program co-ordinators and faculty members
who are responsible for the academic content.

Advanced Standing

Placement of a student in a program (usually but not always beyond semester one) on the basis
of previous documented educational studies. Advanced standing can be accomplished in any of
three ways: Transfer Credits/Exemptions, Qualification Recognition, or Prior Learning
Assessment.



Non-Direct Applicant
An applicant not currently enrolled in a high school credit course through day school, night
school, summer school, adult education, continuing education or correspondence.

Prior Learning Assessment (PLAR)

A process that involves the evaluation and recognition of informal and non-formal learning
acquired through employment, volunteer work, military training, hobbies, reading and other
significant life experiences.

School
Conestoga is organized into a number of schools e.g., School of Business.

Secondary School Applicant
An applicant taking one or more high school level course(s) through day school, night school,
summer school, adult education, continuing education or correspondence.

RESPONSIBILITIES:
Applicants:

e Retain and provide, in the event of an appeal, all relevant documentation that has been

returned to him/her;

e |[nitiate informal process in accordance with Step 1;

e Inthe event of a formal appeal, provide required documentation in accordance with
Step 2.1 of this procedure.

Academic Team:

e Provide the Registrar’s Office with the tool and scoring template that will be used to
calculate the ranking based on academic strength and the supplementary criteria in
advance of the admission cycle;

e Score all questionnaires, portfolios, and other forms of evaluation and return evaluated
materials where appropriate;

e Participate in the inquiry conducted by the Director, Registrarial Services in accordance
with this procedure;

e Discharge their respective responsibilities fairly and according to established time
frames.

Associate Registrar - Admissions:
e Participate in the inquiry conducted by the Director, Registrarial Services in accordance
with Step 1 of this procedure;
e Discharge their respective responsibilities fairly and according to established time
frames.

Office of Registrar:
e Make Appeal Request Forms available to students;



e Discharge their respective responsibilities fairly and according to established time
frames;

e Facilitate orientation for members of the appeal panel;

e Ensure that the policy and procedures are published;

e Administer pre-hearing matters in accordance with the guidelines;

e Actinan advisory role to faculty members, chairs, vice-presidents, executive deans and
members of the appeal panel;

e Retain appeal documentation as required.

PROCEDURE ELABORATION:
Informal Process — Step 1
1. An applicant who is seeking a review of an admission decision is expected to discuss
their concerns with the associate registrar — Admissions within 5 (five) working days of
the date of the decision.

2. The applicant shall provide a well-documented statement of the issues and the outcome
they desire. The associate registrar — Admissions shall respond to the student within five
(5) working days of receipt of the concern unless an extension has been mutually agreed
to by both parties.

Formal Appeal — Step 2
3. Anapplicant who is not satisfied with the outcome reached in Step 1, or a response was
not provided may request a formal appeal by submitting an Appeal Request Form

The criteria for a formal appeal are that the timelines for a response were not adhered
to and/or new and significant evidence/information which was not considered or
available during the informal process.

The applicant’s submission of a request for a formal appeal must include a letter setting
out the reason(s) why they disagree with the decision by the associate registrar —
Admissions in Step 1 of the process. All documentation provided and received by the
applicant must be submitted with the appeal request to the registrar. No additional
documentation will be accepted during the formal process.

4. The director, Registrarial Services review the request, and within ten (10) working days
of receipt of the applicant’s request, inform the applicant in writing whether or not
Conestoga intends to proceed with an appeal hearing. If the request is denied, written
reasons are to be given.

5. The registrar will convene an appeal hearing within fifteen (15) working days of notifying
the applicant of the intent to proceed. The appeal will be heard by a panel and
composed of three persons chosen by the registrar as follows:

a. faculty member of the program (not previously involved in the matter)
b. afaculty member (neither from the program or school) or counsellor;



6.

10.

c. academic administrator
i.  The hearing will be chaired by the director, Registrarial Services

Submissions for the appeal hearing will be provided by the director, Registrarial Services
to all parties at least one (1) working day prior to the meeting. If the applicant desires
an external adviser to attend the appeal hearing, the director, Registrarial Services must
be notified at least three (3) working days prior to the meeting. The external adviser will
not have formal status nor be allowed to make any presentation. The applicant’s
attendance at the hearing in person is not required. However, they may make an oral
presentation in addition to their written submission.

At the appeal hearing both the applicant and a representative of the program may
present oral arguments in support of their respective positions. After the presentation
of arguments, the panel will meet to consider the facts and to render a decision. The
decision will include a written explanation of the reasons for the decision and will be
given to the applicant, vice-president, executive dean, chair and associate registrar —
Admissions.

The decision of the panel is final and binding.

Should the panel find in favour of the applicant, and the pertinent program no longer
has seats available, alternatives will be investigated. Under no circumstances will the
findings of the panel disadvantage a student already admitted to Conestoga.

Within five (5) working days of the hearing, the chair will communicate the decision in
writing to the applicant, vice-president, executive dean, and/or chair of the program
and the associate registrar — Admissions.

All documents used by the panel will be delivered to the Office of the Registrar.

The panel may also make recommendations regarding changes to the policies and
procedures of Conestoga/school/program.

Protection from Reprisals

11.

Conestoga prohibits reprisals or threats of reprisal against applicants or Conestoga
personnel who have raised matters of concern under this procedure. Individuals who
violate these provisions shall be subject to discipline or other corrective action.

REFERENCES:

Admission Policy

Recognition for Prior Learning Policy
Appeal Request Form
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