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Policy:

Internationals House (IH) Vancouver is committed to providing accurate information and guidance to prospective
students to ensure they make informed decisions about their program of study. IH Vancouver’sadmission criteria are
well publicized and applied consistently. Entry assessment tools and admission requirements ensure students have
the required language competencies, and the basic knowledge, skills and abilities to achieve program outcomes.
Admission requirements may not be waived by either the student nor IH Vancouver.
Students are provided with the following policies before entering into any contract, including a Letter of Acceptance or
student enrollment contract:
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.
k.

Tuition and Refund Policy
School Policies and Regulations
Dispute Resolution/Grade Appeal Policy
Health Insurance Policy
Dismissal Policy
Policy on keeping student records and person information
Attendance and Lateness Policy
Health and Safety Policy
Respectful and Fair Treatment of Students Policy
Policy on Sexual Misconduct
Student Statement of Rights
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IH Vancouver Refund Policy
INTERNATIONAL HOUSE VANCOUVER (IHV) TUITION AND REFUND POLICY
Circumstances when Refund Payable

Amount of Refund

Before program start date, IHV receives a notice of withdrawal (applies to all students)
•
•

No later than seven days after student signed the enrolment contract, and
Before the program start date.

100% tuition and all related fees,
other than application fee. Related
fees include: administrative fees,
application fees, assessment fees,
and fees charged for textbooks or
other course materials.

•

At least 30 days before the later of:
a) The program start date in the most recent Letter of Acceptance
(international students)
b) The program start date in the enrolment contract.

IHV may retain up to 10% of
tuition, to a maximum of $1,000.
IHV must refund fees paid for
course materials if not provided to
the student.

•

More than seven days after the student and IHV signed the enrolment
contract, and
Less than 30 days before the later of:
a) The program start date in the most recent Letter of Acceptance
(international students)
b) The program start date in the enrolment contract.

IHV may retain up to 20% of
tuition, to a maximum of $1,300.
IHV must refund fees paid for
course materials if not provided to
the student.

•

After program start date, IHV provides a notice of dismissal or receives a notice of withdrawal (applies to all
students, except those enrolled in a program delivered solely by distance education)
•

After the program start date, and up to and including 10% of
instruction hours have been provided.

IHV may retain up to 30% of
tuition.
IHV must refund fees paid for
course materials if not provided to
the student.

•

After the program start date, and after more than 10%, but before
30% of instruction hours, have been provided.

IHV may retain up to 50% of
tuition.
IHV must refund fees paid for
course materials if not provided to
the student.

Student does not attend program – “no-show” (applies to all students except those enrolled in a program
delivered solely by distance education):
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•

Student does not attend the first 30% of the program.

IHV may retain up to 50% of the
tuition.
IHV must refund fees paid for
course materials if not provided to
the student.

IHV receives a refusal of study permit (applies to international students requiring a study permit):
•

Before 30% of instruction hours would have been provided, had the
student started the program on the later of the following:
a) The program start date in the most recent Letter of
Acceptance
b) The program start date in the enrolment contract

•

Student has not requested additional Letter(s) of Acceptance.

100% tuition and all related fees,
other than application fee.

After the program start date, student withdraws or is dismissed (applies to students enrolled in a program
delivered solely by distance education):
•

Student completed up to 30% of the program.

IHV may retain up to 30% of the
tuition.
IHV must refund fees paid for
course materials if not provided
to the student.

•

Student completed more than 30% but less than 50% of the program
(based on evaluation provided to student).

IHV may retain up to 50% of the
tuition.
IHV must refund fees paid for
course materials if not provided
to the student.

Student enrolled in a program without having met the admission requirements for the program
100% tuition and all related fees,
• If the student did not misrepresent the student’s knowledge or skills
including application fees
when applying for admission and the registrar orders the IHV to
refund tuition and fees.

IHV does not provide a work experience
•

The IHV fails to provide the work experience within 30 days of the
contract end date, unless the registrar determines the IHV was
prevented from doing so by circumstances beyond its control.

100% tuition and all related fees,
other than application fees

IHV must pay the tuition or fee refund within 30 days after receiving notice of withdrawal or refusal of study
permit; providing a notice of dismissal, or the date on which the first 30% of the hours of instruction are provided
(no-show).
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Housing
(a)

Housing Cancellation Policy before arrival
-

(b)

Accommodation placement fee is non-refundable
If a student cancels 3 weeks or more before the arrival date, no cancellation fee will be charged
If a student cancels less than 3 weeks before the arrival date, 1 week of housing will be charged
If a student cancels less than 1 week before the arrival date or is a no-show, 2 weeks of
housingwill be charged
Housing Cancellation Policy after arrival

-

Students registered for one month or less of housing must give the Housing Director
TWOweeks notice.
Students registered for more than one month of housing, must give the Housing Director
ONEmonth notice.
If there is a serious problem with the host family that requires an immediate move, the
HousingDirector will assist in finding a new family at no extra cost.
As long as there is a valid reason for wanting to change to a new family, there will be no
chargefor a new homestay placement. However, if a student chooses to change
accommodation for his/her own reasons, there will be a charge for the new placement.

Note:
*The Placement fee is non-refundable.
*There is no refund available for missed meals in Homestay.
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School Policies and Regulations
1. All students are required to have medical insurance and must submit a signed waiver at the start of their
studies.
2. Students are required to attend all classes. If you cannot attend a class, you should notify the teacher or
the school office before class. If a student is absent for more than 20% of their classes, neither a
certificate nor a report card will be issued. It is the responsibility of the student to make up any missed
assignments or tests.
3. Students must be on time for class. If you are more than fifteen minutes late, you will not be allowed into
the classroom. Three late arrivals will be counted as one absence.
4. The school has an ENGLSISH ONLY policy. Students wishing to speak their native language may do so with
their counselor.
5. Class or level changes take place on Mondays only. All class or level changes must be approved by the
office the week before. To change your classes you must fill in and submit a requested form by Friday.
6. Students must notify their counselors about all program changes and/or school breaks at least two weeks
in advance.
7. Food is not permitted in the classrooms during class time. Bottled water or soft drinks are allowed,
Students can eat lunch in the student lunge, on the balcony, or designated classrooms.
8. Smoking is not allowed inside the school. The smoking area is on the second floor balcony. Please refrain
from smoking near the doorways.
9. At the end of each four-week schedule, students can write a levels test. This test will determine if you are
ready to move up to the next level or if you should stay at the same level.
10. A certificate is awarded to students upon successfully completing their courses at IH. You will receive
your certificate on your final day of class. Please confirm your finish date one week prior to your final day.
Extra certificates are available for a fee of $5 per certificate.
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Dispute Resolution and Grade Appeal
1.

This policy governs complaints from students respecting IH Vancouver or IH Whistler and any
aspect of its operations. Student will not be subject to any form of retaliation as a result of filing a
complaint.

2.

All student complaints must be made in writing.

3.

The student must provide the written complaint to their student counselor (please see emails
below) who is responsible for making determinations in respect of complaints. If the student
counselor is absent or is named in a complaint, the student must provide the complaint to the
Managing Partner Jeff Romonko (jeff@ihpacific.com)

4.

The process by which the student complaint will be handled is as follows:
• The student counselor or Managing Partner reviews the complaint. If the complaint is service
related the counselor should be able to deal with the issue and provide a solution. If the problem is
academic related the counselor will involve the Assistant Director of Studies and provide the
student with a solution as soon as possible. If the issue is housing related the counselor will
forward it to the housing coordinator who will review the problem and provide a solution to the
counselor or the student directly.
• Written reasons for the determination will be provided to the student within 45 days after the
date on which the complaint was made.

5.

The student making the complaint may be represented by an agent or a lawyer.

6.

If the student is or was enrolled in an approved program, is dissatisfied with the determination,
and has been misled by the institution regarding any significant aspect of that program, he or she
may file a complaint with the Private Training Institutions Branch
(www.privatetraininginstitutions.gov.bc.ca).
If you and IH Vancouver cannot come to an agreement after having followed theabove steps,
you can also contact Languages Canada at http://www.languagescanada.ca/en/contact-us.
Contact information according to country of origin:
Europe
learn@ihvancouver.com
Latin America
americas@ihvancouver.com
Korea
korea@ihvancouver.com
Japan
japan@ihvancouver.com
South East Asia
asia@ihpacific.com
Middle East
middleeast@ihvancouver.com
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Grade Appeal
If you do not agree with a grade on your levels test (or any other test you may take during the course of
your study), please speak to your student counselor. The student counselor will discuss it with the
Director of Studies who will check the score again and also speak to the person who administered your
oral test. You will receive a response to your appeal within 1 week.
If an error was made in grading your test, the grade will be corrected immediately.
If the score is correct and the grade justified, the Director of Studies will speak to you to explain in detail
the criteria for grading and the process of calculating the score.
Please bear in mind that for the levels tests your attendance and your performance in class may also be
taken into consideration.
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Health Insurance for Students Policy

Medical insurance is required for all students at IH Vancouver. International studentscannot study in
Canada without medical insurance.
On the first day of school, IH Vancouver students receive a waiver form which must be signed before
beginning classes. This waiver states that you have the required medical coverage.
IH Vancouver offers Guard.me (Student Guard) insurance. Students can enroll on the plandirectly by
speaking to their counselor.
Students who have a Canadian Study Permit are eligible to join the Medical Service Plan of British
Columbia after living at least three months in the province. Private medical insurance is required until
eligibility for the Medical Services Plan is reached
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IH Student Dismissal Policy
Should a situation arise where a student’s enrolment at the school is felt to be detrimental or damaging
to the other students or staff members, or to the atmosphere or safety of the school, the student may be
dismissed from the school.
Any of the following will result in immediate dismissal without a written warning letter given:
1. Sexual misconduct (1 warning letter may be given depending on the severity of the incident)
2. Physical assault or other violent acts committed either on campus or off campus against any other
student or member of staff.
3. Vandalism of school property
4. Verbal abuse or threats
5. Theft
The following infraction will result in dismissal with 1 prior warning letter given:
1. Smoking in non-designated smoking areas
2. Consuming food and/or drinks at a computer or in the computer lab
3. Abuse of alcohol and/or narcotics on campus
4. Disruptive or offensive classroom behavior
5. Making inappropriate remarks concerning one’s ethnicity, race, religion or sexual orientation
6. Any manner of recruitment or attempted recruitment without prior knowledge of the School Director
6. Damage to school’s or staff equipment resulting from careless or inappropriate use
The following infraction will result in dismissal with 2 prior warning letters given:
1.
2.
3.
4.

Absenteeism (Defined as being absent more than 3 times per week without prior notice being given)
Tardiness (Defined as being absent more than 3 times per week without prior notice being given)
Shouting in common areas or other disruptive or offensive behavior
Unauthorized use of the school equipment

Any tuition refunds resulting from a dismissal will be paid out according to the posted refund policy.
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Policy on keeping student records and personal information
At IH Vancouver we understand and value the importance of keeping accurate, complete and
secure records. We are committed to good practice in documentation and record keeping in
order to meet federal and provincial legislations.
When registering for a course, an individual client file is created in paper form and on our
computer database. The file may contain necessary information like:
• Student’s name
• Gender
• Date of birth
• Nationality
• Contact information
• Information on allergies or medical issues
• Passport information
• Level of English
• Progress reports
• Test results
• Student notes
• Credit card details (only kept electronically)
IH Vancouver takes responsibility for the safe and secure storage of student records seriously.
All paper files, when not in use, are kept in lockable drawers in our office. Archived files are
stored in lockable storage rooms. Information kept electronically in our database is password
protected and only IH staff members have the right to access the records.
Paper based information is kept in a lockable storage room for 7 years and securely disposed by
shredding after that period.

2001 - 88 West Pender Street, Vancouver, V6B 6N9 Canada
+1-604-739-9836 | info@ihvancouver.com | www.ihvancouver.com

Last revision: August 27, 2021

Attendance and Lateness

(a) Attendance
Students are required to attend all classes. If you cannot attend a class, you should notify the teacher or the
school office before class. If you are absent for more than 20% of your classes in a month, neither a
certificate nor a report card will be issued. It is your responsibility to make up any missed assignments or
tests.

(b) Absence/Lateness
If you are more than fifteen minutes late, you will not be allowed into the classroom. Three times late will
be counted as one absence.
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Health & Safety Policy
IH Vancouver is committed to providing a healthy and safe working and learning environment forall
employees and students. The policy applies to all IH Vancouver employees and students.
Procedure for Fire Safety:
1. The On-Site Administrator ensures that adequate fire suppression equipment is available as needed
throughout the campus and that all fire suppression equipment is inspected by a qualified inspector at
least annually.
2. The On-Site Administrator ensures that all employees receive training in the operation of the fire
suppression equipment and in the school fire evacuation procedures.
3. The designated institution safety officer is responsible for preparing and posting emergency exit
instructions route maps in each classroom at the campus with the exit from that room specifically noted
in a coloured highlight.
4. In the event of a fire emergency, the Office Administrator will dial 911 and advise the fire department of
the location of the school. They will provide details of the type of fire (if known) and the location of the
fire within the campus.
5. The On-Site Administrator will advise all employees to evacuate the campus.
6. Instructors will escort their students to the corner of West Pender Street and Taylor Street ensuring that
he or she takes the class list with them. At the corner of Pender Street and Taylor Street, the Instructor
will check the students present against the list of students in attendance that day and will immediately
advise the On-Site Administrator if anyone is missing.
7. The On-Site Administrator will act as a liaison between fire officials and students/employees during the
emergency. If necessary, the On-Site Administrator will authorize school closure.
8. No student or employee will re-enter the campus until the fire officials have authorized re-entry.

2001 - 88 West Pender Street, Vancouver, V6B 6N9 Canada
+1-604-739-9836 | info@ihvancouver.com | www.ihvancouver.com

Last revision: August 27, 2021

Procedure for Earthquake Safety
1. The On-Site Administrator ensures that adequate precautions are taken throughout the campus to
ensure that injury due to falling or unstable items during an earthquake is limited. This may include
securing file cabinets to walls and providing lipped shelving for books or binders that are located at
or above head-level.
2. The On-Site Administrator ensures that all employees receive training in the school earthquake
evacuation procedures.
3. The designated institution safety officer is responsible for preparing and posting emergency
instructions and exit route maps in each classroom at the campus with the exit from that room
specifically noted in a coloured highlight.
4. In the event of an earthquake emergency, all staff and students will take cover and remain under
cover until the shaking stops.
5. When it is deemed safe to do so, the On-Site Administrator will advise all employees to evacuate
the campus.
6. Instructors will escort their students to the corner of West Pender Street and Taylor Street ensuring
that he or she takes the class list with them. At the corner of Pender Street and Taylor Street, the
Instructor will check the students present against the list of students in attendance that day and
will immediately advise the On-Site Administrator if anyone is missing.
7. The On-Site Administrator will act as a liaison between rescue officials and students/employees
during the emergency. If necessary, the On-Site Administrator will authorize school closure.
8. No student or employee will re-enter the campus until the rescue officials have authorized reentry.
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Respectful and Fair Treatment of Students Policy
International House Vancouver is committed to ensuring that its learning environment promotes therespectful
and fair treatment of all students.
While on IH Vancouver’s premises or in the course of activities or events hosted by IHVancouver the
following activities are prohibited:
1. Sexual assault
2. Physical assault or other violent acts committed either on campus or off campus against any other
student ormember of staff.
3. Sexual Harassment (1 warning letter may be given depending on the severity of the incident)
4. Vandalism of school property
5. Verbal abuse or threats
6. Theft
7. Drug abuse
8. Smoking in non-designated smoking areas
9. Consuming food and/or drinks at a computer or in the computer lab
10. Abuse of alcohol and/or narcotics on campus
11. Disruptive or offensive classroom behavior
12. Making inappropriate remarks concerning one’s ethnicity, race, religion or sexual orientation
13. Any manner of recruitment or attempted recruitment without prior knowledge of the School Director
14. Damage to school’s or staff equipment resulting from careless or inappropriate use
15. Absenteeism (Defined as being absent more than 3 times per week without prior notice being given)
16. Tardiness (Defined as being absent more than 3 times per week without prior notice being given)
17. Shouting in common areas or other disruptive or offensive behaviour
18. Unauthorized use of school equipment
If under any circumstances, a prohibited activity occurs, the following outlines the process for
addressing theactivity:
According to the IH Vancouver dismissal policy some of the above mentioned activities will result in
immediate dismissal from the program whereas other activities will result in dismissal after either one or
twowarning letters (see the IH Vancouver dismissal policy for further information).
If a student is dismissed immediately he will be informed about the dismissal by a member of the Management
Teameither in person or in writing.
If warning letters will be issued the student will be sent the letter either by email or given in person by his
student councilor. If the prohibited activity continues the student will be informed about the dismissal by a
member of theManagement Team either in person or in writing.
Any tuition refunds resulting from a dismissal will be paid out according to the posted refund policy.
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Policy on Sexual Misconduct
1. Statement of purpose and intent of this policy
International House Vancouver (IHV) is committed to the prevention of and appropriate response to any sexual
misconduct.
2. Scope and Application
What is sexual misconduct?
According to the Sexual Violence and Misconduct Policy Act, sexual misconduct includes:
• Sexual Assault
• Sexual Exploitation
• Sexual Harassment
• Stalking
• Indecent Exposure
• Voyeurism
• The distribution of a sexually explicit photograph or video of a person to one or more people
• The attempt to commit an act of sexual misconduct
• The threat to commit an act of sexual misconduct
This policy addresses sexual misconduct involving students at IH, as required by the Sexual Violence and Misconduct
Policy Act.
This policy is applied to sexual misconduct between:
• Student and student
• Staff and student
• Visitors and student
• Any other person and student
• Staff and staff
Sexual misconduct under this policy is not limited to the International House Vancouver campus or the student
residences offered by International House Vancouver but can include events, excursions or any out of class activities.
3. Definitions
a) Consent
An agreement to engage in a sexual activity. It must be fully voluntary, clearly communicated and ongoing. All sexual
activities that are engaged in must be consented to: if there is consent given for a particular sexual activity, this
consent does not automatically extend to other sexual activities. Consent can be withdrawn at any time, including
during a sexual activity that had previously been consented to.
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b) Sexual Assault
Sexual assault is defined as any form of sexual contact without both parties’ voluntary consent. Sexual assault is not
limited to non-consensual intercourse, it can also include non-consensual fondling, touching, or kissing.

Section 265 of the Criminal Code of Canada (“Criminal Code”) outlines the offences of assault and sexual
assault as follows:
A person commits an “assault” when:
•

without the consent of another person, he applies force intentionally to that other person, directly
or indirectly;

•

he attempts or threatens, by an act or gesture, to apply force to another person, if he has, or causes
that other person to believe on reasonable grounds that he has, present ability to effect his purpose;
or

•

while openly wearing or carrying a weapon or an imitation thereof, he accosts or impedes another
person or begs.

c) Sexual Exploitation
Every person commits an offence who is in a position of trust or authority towards a young person, who is a person
with whom the young person is in a relationship of dependency or who is in a relationship with a young person that
is exploitative of the young person, and who
- for a sexual purpose, touches, directly or indirectly, with a part of the body or with an object, any part of the body
of the young person; or
- for a sexual purpose, invites, counsels or incites a young person to touch, directly or indirectly, with a part of the
body or with an object, the body of any person, including the body of the person who so invites, counsels or incites
and the body of the young person.
d) Sexual harassment
Unwanted communications or actions that are sexual in nature and are offensive, intimidating or humiliating. It can
include verbal, written or visual communication. Sexual harassment includes unwanted touching, offensive jokes,
sexual request, and verbal abuse. Sexual harassment is a type of sexual discrimination and falls under the Human
Rights Law.
e) Stalking
Criminal harassment, more commonly known as stalking, can be defined as harassing behaviour including repeatedly
following, communicating with or watching over one’s dwelling home. This sort of behaviour is against the law. It is
not a sign of love; it is about power and abuse.
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f) Indecent exposure
The deliberate exposure in public or in view of the general public by a person of a portion or portions of his or her
body, in circumstances where the exposure is contrary to local moral or other standards of appropriate behavior.
g) Voyeurism
The observation – including by mechanical or electronic means – or visual recording (including photographs and film
recording) of a person who is in circumstance that gives rise to reasonable expectation of privacy.
h) The distribution of sexually explicit photograph or video of a person to one or more people other than the person
in the photograph or video without the consent of the person in the photograph or video and with the intent to
distress the person in the photograph or video.
4. Responding to Complaints and Reports of Sexual Misconduct
•

A Complaint of sexual misconduct is different than a Report of sexual misconduct. A person may choose to
disclose or complain of sexual misconduct without making a formal report. A Report is a formal notification
of an incident of sexual misconduct to someone at the institution accompanied by a request for action.

•

The process for making a Complaint of sexual misconduct is as follows:
1) The victim discloses sexual misconduct to a staff member of their choice (e.g. teacher, counselor).
2) The IHV staff member will direct this complaint to a member (not involved with the complaint) of the
Senior Management team.
3) The member of the Senior Management team will acknowledge receipt of the complaint within 48 hours.
The member of the Senior Management team will check if they wish to make a formal report.
4) If they do not wish to make a formal report, the complaint will be recorded.

•

The process for responding to a Complaint of sexual misconduct is as follows:
1) Protective measures (e.g. moving the student to a different accommodation, change class, ensure there is
no contact between the victim and the alleged perpetrator) will be taken.
2) Confidential support and counselling will be made available from an IH Staff member
3) Referral to professional support and counselling may be given.

•

The process for making a Report of sexual misconduct is as follows:
1) The victim discloses sexual misconduct to a staff member of their choice (e.g. teacher, counselor).
2) The IHV staff member will direct this complaint to a member (not involved with the complaint) of the
Senior Management team.
3) The member of the Senior Management team will acknowledge receipt of the complaint with 48 hours.
4) If the victim chooses to make a Report, either a written or recorded statement will be taken by a member
of the senior management team. Private translation can be provided if necessary.
5) The member of the senior management team will provide a written response within 72 hours with
confirmation of follow-up steps.
6) The victim will be given assistance in contacting law enforcement and help in reporting the matter to
authorities.
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7) Protective measures (e.g. moving the student to a different accommodation, change class, ensure there is
no contact between the victim and the alleged perpetrator) will be taken.
8) Guidance of law authorities will be followed by the institution and the institution will assist the victim
with professional support and counselling.
5. It is contrary to this policy for an institution to retaliate, engage in reprisals or threaten to retaliate in relation to
a Complaint or a Report.
6. Any processes undertaken pursuant to this policy will be based on the principles of administrative fairness. All
parties involved will be treated with dignity and respect.
7.

All information related to a Complaint or Report is confidential and will not be shared without the written
consent of the parties, subject to the following exceptions:
• If an individual is at imminent risk of severe or life-threatening self-harm.
• If an individual is at imminent risk of harming another.
• There are reasonable grounds to believe that others in the institutional community may be at significant
risk of harm based on the information provided.
• Where reporting is required by law.
• Where it is necessary to ensure procedural fairness in an investigation or other response to a Complaint or
Report.

This institution is certified by the Private Training Institutions Branch (PTIB). Certified institutions must comply with
regulatory requirements, including the requirement to have a Sexual Misconduct policy. For more information about PTIB,
go to www.privatetraininginstitutions.gov.bc.ca.
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Student Statement of Rights
International House Vancouver is certified with the Private Training Institutions Branch (PTIB) of the British Columbia
Ministry of Advanced Education and Skills Training.
Before you enrol at a certified private training institution, you should be aware of your rights and responsibilities.
You have the right to be treated fairly and respectfully by the institution.
You have the right to a student enrolment contract that includes the following information:





amount of tuition and any additional fee for your program
refund policy
if your program includes a work experience, the requirements to participate in the work experience and the
geographic area where it will be provided
whether the program was approved by PTIB or does not require approval.

Make sure you read the contract before signing. The institution must provide you with a signed copy.
You have the right to access the institution’s dispute resolution process and to be protected against retaliation for
making a complaint.
You have the right to make a claim to PTIB for a tuition refund if:



your institution ceased to hold a certificate before you completed an approved program
you were misled about a significant aspect of your approved program.

You must file the claim within one year of completing, being dismissed or withdrawing from your program.
For more information about PTIB and how to be an informed student, go to:
http://www.privatetraininginstitutions.gov.bc.ca/students/be-an-informed-student.
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