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Academic Policies and Standards 
 

VCA currently prepares aspiring professionals in the fields of design, communication and the 

arts and proposes to continue to do so under the new program requirements. We propose to 

deliver an excellent undergraduate degree and certificate and portfolio development program as a 

visual and applied arts, academic product while stringently conforming to locally, nationally and 

internationally accepted, fair and ethical business practices. 

 

To achieve the delivery of our academic and cultural product, VCA conscientiously: 

• maintains an inclusive admissions policy for all persons who meet basic requirements for 

admission and instruction and who want to obtain higher learning in a wide spectrum of 

disciplines in art and design; 

• teaches a disciplined approach to the study of art and design that encourages students to 

develop their own styles that blend their talents, technical skills and creative aspirations with 

professional knowledge; 

• enlists a dedicated and very able full-time and part-time faculty of career artists, designers 

and scholars who are professionals and whose success as educators comes from their ability to 

teach students through the wisdom and skill they have amassed through years of experience and 

study; 

• operates in an urban context so that academic programs can draw upon and contribute to 

the cultural wealth of those communities that are served; 

• provides a creative environment that is at once supportive and challenging and underpinned 

by excellent personalized teaching and support services that address the needs of students of 

diverse ages and backgrounds; 

• offers an undergraduate general education program designed to stimulate development of 

critical thinking, and communications skills, and to encourage emerging artists to draw upon a 

variety of disciplines to look at issues from multiple perspectives and to cultivate the ability to 

function as educated global citizens; 

• manages the arts educational organization in an ethical and efficient manner and 

administers the finances in a prudent fashion; and  

• fosters optimum quality in all aspects of programs and services 

 

 

Admissions, Student Recruitment and Transfer 

 

In VCA’s handbook of ‘Student and Academic Policies,’ the policies governing admissions, 

student recruitment and credits transfer are comprehensively outlined and shown as adhering to 

fair business practices. The advertisement of transfer arrangements and any public reports, 

brochure materials and advertising are produced in a full, accurate and truthful manner. In order 

to be considered for admission into the Victoria College of Art Diploma Program or the 

Occupation-Related program, current applicants must comply with the following prerequisites, in 

compliance with PCTIA policies and regulations: 

 

1. Minimum grade 12 or 19 years of age. If in question, proof of date of birth is required. 

2. Valid photo ID issued by a government agency (passport, driver’s license) 

3. Most recent transcript of marks from a college, university or high school diploma 
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4. Program Admission requirements cannot be waived by either the institution or the student.  

5. Students will provide VCA with a photo and will be issued a student card. 

 

An Admission letter of Acceptance is issued and a copy kept on file. Registration forms and 

student contract forms must be filled out and signed, and a copy issued to the student. In 

accordance with PCTIA regulations, VCA currently adheres to the following polices as pertain to 

enrolment: 

 

Terms and Conditions of Enrolment for the Victoria College of Art  

 All tuition and fees must be paid by the due dates specified on the enrolment 

application form. 

 Diplomas, certificates, transcripts and reports will not be issued unless all tuition and 

fees have been paid.  

 Enrolment may be subject to the applicant complying with the admission policies for 

his/her program as well as undergoing an assessment.  

 All programs are subject to sufficient enrolment and may be postponed or cancelled 

at the discretion of administration.  

 The program duration is determined by the start and end dates on the enrolment 

application form. 

 VCA reserves the right to suspend or dismiss a student for disciplinary reasons, if the 

student acts in contravention to the instructions of staff, rules, regulations or policies.  

 Students participate in activities at their own risk and by making application to VCA, 

release its employees, assigns, volunteers from any and all liability for any loss, 

damage, injury or expenses suffered due to any cause whatsoever. 

 

 
Under the regulations and policies governing B.F.A. credential-granting institutions in British 

Columbia, admission policies are developed, enhanced, and tightened in the proposed program. 

Consistent with the organization’s mission and academic goals, and with the level of preparation 

necessary for student success at the post-secondary level in British Columbia, the proposed 

admissions policies are comparable to admission requirements for students entering similar 

degree programs at other degree-granting institutions in British Columbia. Policies for evaluating 

and awarding transfer credit are systematic and satisfy current program course requirements and 

transfer arrangements with other institutions are currently in development. Students will be fully 

informed about the transfer credit arrangements currently in place in the handbook, and policies 

for requesting transfer credit will be systematic and fully consistent with those established for 

institutions currently within the British Columbia Transfer System, as shown below: 

 

Admissions Requirements 

The admissions process and requirements at Victoria College of Art are designed to ensure 

students are capable of being successful in the program while providing opportunities for 

students who have not yet necessarily demonstrated a propensity for academics. Applicants are 

required to possess a secondary school diploma or a GED with an average of 65 percent or 

higher from a Canadian high school or equivalent recognized by a provincial government.  

 

Program Admissions 
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Applicants are required to have met the Math proficiency requirement with a minimum grade of 

“C” in Math 11 (or equivalent) and to have met the English proficiency requirement with a 

minimum grade of “C” in English 12 (or equivalent). Applicants can also meet any of the 

following English language requirements: 

 

• "C" in English Literature 12, English 12 First Peoples, Communications 12 or Technical 

and Professional Communications 12 (each option must include the completion of the 

provincial exam), or 

• Computer-based TOEFL 213 with Essay 4.5, or 

• Paper-based TOEFL 550 with TWE 4.5, or 

• Internet-based TOEFL 80, or 

• LPI Essay score 26 level 4, or 

• IELTS (Academic module only) - min. overall band test score 6.5 

• Advanced Placement (AP) English Language or Literature - min. grade of 3 or "C" 

• International Baccalaureate (IB) English Language A (Higher level) - min. grade of 6 or 

"C" 

• Proof of undergraduate (Bachelor) degree conferral from an English speaking Post-

Secondary Institution. 

 

Applicants who do not meet the preceding requirements and who have received their education 

in a language other than English will be required to provide proof of English Language 

Proficiency through one of the following TOEFL scores: 500 (Paper); 173 (Computer); 61 

(Internet Based Test [i-BT]). These students may also be required to take transitional English 

courses. 

 

Victoria College of Art’s admissions policies are designed to provide access for mature students 

and for students who may have a non-traditional academic background. A mature applicant, as 

defined by Victoria College of Art, is at least 19 years of age and does not possess a provincially 

recognized Canadian high school diploma, recognized equivalent diploma, GED, or academic 

grade average above 65 percent. The Admissions Committee will review the following when 

determining the mature applicant’s acceptance: 

 

• A 250-word essay on why they want to pursue the course of study applied for and their 

expectations, including career expectations. 

 

• Applicants’ attainment of an appropriate English Language score (see above). 

 

Transfer Credit Policy 

Students may earn up to 25% of the required amount of credit toward the proposed degree as the 

result of testing, portfolio review, prior work experience or experiential learning. Students may 

earn up to 50% of the required amount of credit toward the proposed degree as the result of 

coursework completed at other accredited post- secondary institutions, or in combination with 

credit received as the result of a transfer agreement The Victoria College of Art may have with 

that post-secondary institution, as well as any testing or prior work experience credit mentioned 

above.  
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Students may earn up to 75% of the required amount of credit toward the proposed degree as the 

result of coursework completed at another art school, university art department, or in 

combination with credit from coursework completed at other accredited post-secondary 

institutions, or received as the result of a transfer agreement the Victoria College of Art may 

have with that post-secondary institution, as well as any testing, portfolio review, prior work 

experience or experiential learning credit mentioned above.  

 

All advance credit, regardless of its source, must be awarded no later than the end of the 

student’s first quarter of study. It is the student’s responsibility to follow up on the award of 

advance credit. 

 

Credit For Previous Post-Secondary Studies 

Course credits, which may be awarded by advanced course credit, proficiency examination, or 

prior learning assessment, are applied to the total credits required for graduation, but have no 

letter or point value and are not computed in the grade point average.  

 

Credit will be given for college courses successfully completed with a grade point of 2.0 or 

better, and where the courses are comparable to those offered by Victoria College of Art program 

to which the student applies. The credit must be from an accredited institution recognized by the 

British Columbia Council on Admissions and Transfers. Official grades must be on file. All 

advanced course credit must be applied for and approved before the first (1st) day of class of the 

initial quarter of study. Victoria College of Art reserves the right not to accept any advanced 

course credit applications and the transfer of any credit based solely on its internal guidelines, 

and on a case-by-case basis. All exceptions must be approved by the Art College director. 

 

Credit for courses taken at an accredited postsecondary institution may be accepted at VCA if the 

following conditions are met: 

 

1. An official transcript, or transcripts, accompanies the request, which must be made prior to 

matriculation at Victoria College of Art. 

 

2. All credits requested have been completed prior to matriculation. There is no 

accommodation for concurrent enrolment. 

 

3. Students with degrees from international colleges and universities must submit a 

translation of the transcript along with the request to transfer credits. 

 a. Requests must be received prior to matriculation. 

 b. Credits may be granted on a course-by-course basis.  

 

4. Students who have earned credits at a postsecondary institution, but did not complete an 

academic associate’s or bachelor’s degree, may request transfer credit by submitting a 

transcript along with the request.  

 

5. Credit may be granted on a course-by-course basis if: 

 a. Credit is applied for prior to matriculation.  

 b. Grades earned are C (2.0) or higher.  
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c. General academic courses fit into the Humanities, Liberal Arts, History, Art History, 

Cultural Theory, Critical Studies, Social and Behavioral Sciences, or Technical, 

Mathematics and Sciences categories. 

 

Process for Evaluation of Transfer Credit Equivalencies  

Transfer credit must meet the expectations of the faculty, Academic Directors, and the Director, 

and must be appropriate to the credential sought. Academic credit earned within 10 years prior to 

admission will be reviewed as to applicability to the present course of study. The review 

committee reserves the right to require examinations or other proof of competence regardless of 

transfer credits listed on the student’s records. It is not the policy of Victoria College of Art to 

impose redundant programs or requirements on any student. All transfer credits must be 

reviewed prior to the student’s matriculation. Credits will not be accepted after the student has 

matriculated at Victoria College of Art.  

 

Process for Establishing Equivalency of Transfer Credit 

Transfer credit is accepted from postsecondary institutions authorized by appropriate legal 

authorities. Corporate or specialized training programs may be recognized as transfer credits as 

recommended by generally accepted educational standards. Not all prior credit is applicable to 

degrees earned at Victoria College of Art. Transfer credit must support the degree program. A 

designee of the Academic Affairs Department will evaluate all transcripts and requests for credit 

to determine transfer credit acceptable to Victoria College of Art as meeting partial requirements 

for the degree.  

 

Administrative Position Responsible for Transfer Evaluation 

The College Director, President and CEO, with the Vice President, Administrator of Student 

Affairs and Registrar are the administrators ultimately responsible for the transfer evaluation, 

though the Director may delegate individual evaluations to faculty members or academic staff. 

 

Prior Learning and Assessment Recognition (PLAR) 

At Victoria College of Art, our objective is to provide students with multiple routes for learning 

success and to acknowledge their background knowledge and/or experience in addition to 

transfer credit. Our Prior Learning Assessment and Recognition (PLAR) policy is a process 

whereby students receive credit for learning that occurred in a non-standard or non-traditional 

environment. Prospective students seeking credit for non-traditional learning must 

demonstrate mastery of competencies acquired through their professional work or other learning 

experiences. These competencies will be demonstrated through submission of a portfolio to 

Victoria College of Art and will be reviewed by the respective program or department. 

 

Residency Requirements 

Students who seek to transfer credit from other accredited post-secondary institutions must 

complete at least 50% of the total number of credits at Victoria College of Art. Students who 

have successfully received transfer credit from other College of Arts must complete 25% of the 

total number of credits at Victoria College of Art. 

 

 

Policies on Academic Freedom, Honesty and Integrity 
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STATEMENT ON ACADEMIC FREEDOM AND ACADEMIC RESPONSIBILITY 

VCA values the pursuit of meaningful creative expression and truthful inquiry as essential 

elements of the artist and scholar’s contribution to culture and society. VCA recognizes its 

commitment to upholding these pursuits in the event they should be challenged. 

 

VCA expects all members of its community to promote free expression as appropriate to the 

curriculum, while maintaining an environment conducive to learning and responsible academic 

behavior. VCA’s expectations of responsible academic behavior include, but are not limited to: 

• Engagement in learning in a tolerant, respectful, and informed manner;  

• Professional behavior in all aspects of work. 

 

VCA encourages a spirit of open inquiry as students develop their creative processes and 

intellectual positions. Intellectual and imaginative openness in itself, however, cannot sustain the 

educational process. VCA expects faculty and directors to identify teachable moments and to 

cultivate habitual opportunities for learning. Faculty and administrators thus have the following 

responsibilities: 

• Encourage free expression as appropriate to the curriculum; 

• Avoid introducing material that has no relation to the course objectives; 

• Place imagery, words, and symbols in their context and ensure their appropriate 

presentation in open and closed forums including classrooms and exhibition spaces. 

 

Academic freedom is both a right and a responsibility—it is not a license to violate the law or the 

rights of others. VCA reminds its members that they must abide by Canada and British Columbia 

laws addressing: 

• Discrimination against any demographic category;  

• Harassment of any individual on any grounds;  

• Obscenity, incitement, and slander. 

 

While members of the VCA community will not be disciplined for activities that are protected 

under the law as free speech, they can be disciplined for sexual harassment if their activities are 

viewed as creating a hostile environment for others. VCA will investigate expressions of violent 

intent that indicate the person may be endangering himself or others. 

 

Any disputes will be adjudicated through VCA’s grievance procedure. The Board of Directors 

and President are ultimately charged with protecting and overseeing standards of academic 

freedom and responsibility at VCA. 

 

ACADEMIC HONESTY 

The VCA community, in order to fulfill its purposes, must maintain high standards of academic 

honesty and model clear standards of professional behavior for its students. All members of the 

VCA community are expected to exhibit honesty in their academic work. The principle of 

academic honesty is understood to include the writing of papers, reports, quizzes, and 

examinations, as well as the creation of art and design work. Students are expected to participate 

fully in their academic studies by contributing their own ideas and understanding to each 

assignment. All material submitted for credit must be original work created for a specific 



VCA Academic and Student Policies, Page # 

 

7 

assignment. Students may not resubmit work created for previous or concurrent courses taken at 

VCA or any other institution unless permission is given by the instructor or department. 

 

VCA addresses violations of this academic honesty policy on an individual basis. Academic 

honesty violations may be grounds for suspension or dismissal. 

 

PLAGIARISM 

All art and design work, and all written work, must be the original work of the student. Any 

quotations, paraphrases, or direct appropriation of imagery or ideas from source material must be 

properly cited according to college, departmental, and/or instructor policy. 

Any student who plagiarizes will receive a grade of “F” for that assignment, with no opportunity 

to do the assignment again. All plagiarism offenses will be reported to the Department Director 

and to the Educational Services Office and a notation will be indicated on the student’s 

transcript. 

 

Plagiarism is a violation of the VCA’s Academic Honesty Policy and may be grounds for 

suspension or dismissal from VCA. This policy constitutes an official warning to each student. 

 

CHEATING 

Cheating is defined as accepting or giving aid to another during a written exam or for a written 

report unless authorized by the instructor, or accepting or giving aid to another for an individual 

studio project unless authorized by the instructor. This includes representing another person’s 

work, as one’s own, or buying or selling written or visual work to be turned in for a class. 

 

Cheating also includes dependence on sources other than those specifically authorized by the 

instructor; possession of tests or other materials before such materials have been distributed by 

the instructor, unless prior permission is granted; failing to abide by the instructions of the 

instructor with respect to test-taking procedures; influencing or attempting to influence any 

College official, faculty member or employee responsible for processing grades, evaluating 

students or for maintaining academic records through the use of bribery, threats, or any other 

means of coercion in order to affect a student’s grade or evaluation; alteration or misuse of 

College documents pertaining to academic records. 

 

INTERPRETATIONS OF REGULATIONS 

Disciplinary regulations at VCA are set forth in writing in order to give students general notice 

of prohibited conduct. The regulations should be read broadly and are not designed to define 

misconduct in exhaustive terms. 

 

FOCUS OF THE PROCEEDINGS 

The focus of any inquiry relating to an alleged Code violation shall be to determine if an 

individual is responsible or not responsible for violating the disciplinary regulations. Formal 

rules of evidence shall not be applicable, nor shall deviations from prescribed procedures 

necessarily invalidate a decision or proceeding. 

 

VIOLATIONS OF LAW AND DISCIPLINARY REGULATIONS 

Students may be accountable to both criminal and civil authorities and to VCA for acts that 
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constitute violations of the law and of this Code. Disciplinary action at VCA will normally 

proceed despite any pending criminal proceedings and will not be subject to challenge on the 

grounds that criminal charges involving the same incident have been dismissed or reduced. 

 

HARASSMENT 

It is the policy of VCA to promote a learning and working environment free from harassment of 

any kind, including sexual harassment. Harassment is considered intolerable behavior and 

complaints will be investigated and acted upon promptly. Students who have any questions 

regarding this policy, or who wish to complain of harassment, or any VCA personnel who have 

been informed of harassment involving a student, should contact Executive Vice President of 

Educational Services & International Admissions/Services, Nancy Ruffalo. Complaints alleging 

harassment will be maintained as confidential and private. Any member of the College found to 

have engaged in harassment may be dismissed from the College.  

 

 

Student Policies and Services 
Student Protection and Awareness 

 

Prior to registration, each student is provided with a handbook of policies and procedures, ethical 

conduct and procedures as to the ownership of intellectual properties, plagiarism, and their rights 

and protections as to refunds, academic records transfers and financial protections concerning 

their educational investment. The procedures for handling complains, disputes, and/or grievances 

are laid out and prospective students sign a contract confirming their awareness of all policies 

and procedures, support services, payment requirements and refund policies, financial assistance 

and transcript protection terms and conditions. Each registered student thus ratifies their 

awareness of, and commitment to, their educational, financial, and ethical agreement with VCA, 

as well as its conduct, time constraints, accreditation and delivery methods; as per the terms and 

conditions described below and in the Full Program Proposal (Application) document: 

 

Student Support Services 

Given Victoria College of Art’s existing diploma program in Fine Art, most resources required 

for the bachelor program are already in place. In addition, Victoria College of Art already offers 

a wide range of student support services. A brief description of each service is provided below. 

 

Academic Advising: The Victoria College of Art offers exceptional service to students in terms 

of academic advising. Academic Directors provide integrated and complementary support and to 

all students throughout the course of their study, and beyond graduation. Advisors are adept and 

highly effective academic counselors who conduct seminars with faculty, staff and students. 

They provide ongoing academic planning with individual students, engage at-risk students and 

work extensively with all departments to help students be more successful in their studies. 

Academic Directors also provide academic planning and consultation on an individual basis, 

assist students with registration on a quarterly basis, and often consult with students about their 

educational goals and career strategies. Academic Directors have the insight of vast experience 

from working in program-specific industries and can draw upon extensive professional networks. 

Advisors and Academic Directors meet weekly with other key school departments (i.e. registrar, 

accounting, career services, and financial services personnel) to discuss and develop multi-level 
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assistance plans for at-risk students as part of the Continuing Student Review committee. VCA is 

well known, locally, for its accommodation of students diagnosed with autism and Aspergers 

syndrome. 

 

Campus Resources: Campus Resources (CR) offers support for students and staff at all campus 

locations. CR is accountable for a wide range of resources, including on-site equipment, 

equipment for loan, facilities, security, FAQ's, user accounts and the support services to assist 

with its maintenance and care.  

 

VCA’s academic standards, delivery methods, ethical conduct, financial and intellectual 

properties procedures, and viable business models will be reviewed in the same schedule, and as 

an integrated, naturally occurring part of, the Organizational and Program Reviews and 

Assessments. 

 

Student safety and emergency procedures are outlined in the Student Handbook, and posted 

(with floor plans and exits clearly mapped) throughout the facility. 

 

 

Student Withdrawal, Dismissal and Refund Policies 

 

VCA currently has comprehensive polices and procedures in place for student withdrawal, 

dismissal and refund that are fair, reasonable and effective that are published in the Student 

Handbook, issued at registration, which includes the following information: 

 

Dismissal 

VCA will provide a written notice to the student advising that the student has been dismissed 

from the program. Dismissal is deemed to be effective from the date it is delivered. VCA 

reserves the right to dismiss a student for disciplinary reasons, if the student acts in contravention 

to the rules and policies of Victoria College of Art. A student may be dismissed due to poor 

attendance. 

 

VCA currently operates in full compliance with PCTIA operational regulations and policies: 

 All full-time programs require a minimum of 20 hours of participation per week to 

comply with PCTIA regulations. 

 Students are expected to attend and be punctual for all classes.  

 If students are absent, they are to advise the office on or before the day of absence, 

stating the reason and duration of the absence.  

 If absent for more than 3 consecutive days, a doctor’s certificate must be provided.  

 In order for students to receive a certificate or diploma they must attend a minimum 

of 80% overall.  

 Once students fall below 70% attendance, they may be dismissed from the school. 

Tuition will not be reimbursed. They will not be re-admitted into class until they 

have spoken with administration.  

 

Attendance is taken for each class. Attendance is reviewed every 2 weeks. It is the discretion of 

the instructor as to whether they accept a late student into class. 
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Please note: 

Canada and Provincial student loan programs require VCA to dismiss any loan student whose 

attendance falls below 80% or misses 10 consecutive days of classes for any reason whatsoever. 

This constitutes a “technical withdrawal” and VCA is required to notify the Student Aid Loan 

Office. 

 

Refund Policy: 

1) A student may be entitled to a refund of tuition fees in the event that:  

 

(a) The student provides written notice to the institution that he or she is 

withdrawing from the program; or 

(b) The institution provides written notice to the student advising that the 

student has been dismissed from the program.  

 

2) The written notice of withdrawal or dismissal may be delivered in any manner 

provided that a receipt or other verification is available that indicates the date on 

which the notice is delivered.   

 

3) The notice of withdrawal or dismissal is deemed to be effective from the date it is 

delivered. 

 

4) The refund to which a student is entitled is calculated on the total tuition fees due 

under the contract.  Where total tuition fees have not yet been collected, the 

institution is not responsible for refunding more than has been collected to date 

and a student may be required to make up for monies due under the contract. 

 

5) If the institution has received fees in excess of the amount it is entitled to under 

the student contract, the excess amount must be refunded. 

 

Refunds before the program of study begins: 

 

1. If written notice of withdrawal is received by the institution within 7 

days after the contract is made, and before the commencement of the 

period of instruction specified in the contract, the institution may 

retain 5% of the total tuition and fees due under the contract to a 

maximum of $250. 

2. If written notice of withdrawal is received by the institution 30 days 

or more before the commencement of the period of instruction 
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specified in the contract and more than 7 days after the contract was 

made, the institution may retain 10% of total tuition only due under 

the contract to a maximum of $1000. 

3. Subject to Section 6(a)(1) above, if written notice of withdrawal is 

received by the institution less than 30 days before the 

commencement of the period of instruction specified in the contract, 

and more than 7 days after the contract was made, the institution may 

retain 20% of the total tuition only, due under the contract to a 

maximum of $1300.   

 

Refunds after the program of study starts: 

 

(b) If written notice of withdrawal is received by the institution or a student is 

dismissed before 10% of the period of instruction specified in the contract 

has elapsed, the institution may retain 30% of the tuition due under the 

contract. 

(c) If written notice of withdrawal is received by the institution, or a student is 

dismissed after 10% and before 30% of the period of instruction specified in 

the contract has elapsed, the institution may retain 50% of the tuition due 

under the contract. 

(d) If a student withdraws or is dismissed after 30% of the period of instruction 

specified in the contract has elapsed, no refund is required. 

 

Where a student did not meet the institutional and/or program specific minimum 

requirements for admission through no misrepresentation or fault of their own, the 

institution must refund all tuition and fees paid under the contract, less the applicable non-

refundable student deposit fee. 

Refunds owed to students must be paid within 30 days of the institution receiving written 

notification of withdrawal and all required supporting documentation, or within 30 days of 

an institution’s written notice of dismissal. 

 

No refund or credit will be given for student absences from scheduled classes or tests. 

Where total tuition fees have not been collected, VCA is not responsible for refunding more than 

has been collected to date and a student may be required to make up for monies due under the 

contract. 

 

DROP AND WITHDRAWAL POLICIES 

Fall and Spring Terms 

Students enrolled in a Spring or Fall term who drop a course or withdraw from school, 

voluntarily or involuntarily, will receive one of the following notations on their official records: 

• No notation, if a student drops or withdraws prior to the end of the first week of class 
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instruction. 

• “W”, if a student drops or withdraws after the first week of class instruction but prior to the 

start of the eighth week of class instruction. A “W” grade will not be counted in computing grade 

point averages but will count when calculating the required completion rate if dropped after the 

first week of class. 

• “I”, if a student drops or withdraws after attending the eighth week of class instruction. An 

Incomplete will be counted the same as an “F” in computing grade point averages. 

 

Summer Terms 

Students enrolled in a Summer term who drop a course or withdraw from school, voluntarily or 

involuntarily, will receive one of the following notations on their official records 

• No notation, if a student drops or withdraws prior to the end of the first week of class 

instruction. 

• “W” if a student drops or withdraws after the first week of class instruction but prior to the 

start of the fourth week of class instruction. A “W” grade will not be counted in computing grade 

point averages but will be counting in calculating the required completion rate if dropped after 

the first week of class. 

• “I”, if a student drops or withdraws after attending the fourth week of class instruction. An 

“I” will be counted the same as an “F” in computing grade point averages. 

 

For purposes of counting weeks, the first week of class instruction begins with the first class 

session held at the Academy of Art University for the particular term, regardless of holidays or 

actual class meetings for a particular class. 

 

FINANCIAL AID NOTE: 

Recipients must notify the Financial Aid Office of any schedule change affecting the total units 

in which a student is enrolled for that term. International Students must notify the International 

Student Office of any schedule changes that result in a less than Full-Time Enrollment Status. 

 

REFUNDS 

All refund payments will be mailed within 30 days of the date of cancellation, withdrawal, 

involuntary withdrawal or completion of a Refund Request Form (obtained from the Student 

Adviser). 

 

Checks will be mailed to the student’s home address maintained by Victoria College of Art. 

Students are responsible to keeping their address(es) up-to-date through notifying their Student 

Adviser of any address changes. 

 

Refunds for students who receive financial aid will be first paid to the financial aid source 

according to a distribution formula established pursuant to provincial and federal government 

regulations. 

 

REFUND POLICIES 

Refund for Cancellation or Withdrawal Prior to the Start of Instruction 

A refund of all charges less a $120 fee will be sent to students who withdraw from the term prior 

to the first day of instruction. 
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NOTE: The one-time International Student Deposit Fee is non-refundable. 

 

Refund for Cancellation or Withdrawal After the Start of Instruction: Weeks 1 – 4 

Students withdrawing from school or dropping a course after the start of instruction and before 

the fifth week (fourth for Summer term) of the period of enrollment will receive a refund for the 

unused portion of tuition and other refundable charges paid. Refunds will be calculated on the 

basis of the last actual week of attendance. Refunds will be paid within 30 days of the date of 

withdrawal. 

 

No Refund for Cancellation or Withdrawal After the Start of Instruction: Weeks 5 - 15 

There will be no refund after attendance during the fifth week (fourth for Summer term) of the 

period of enrollment. The period of enrollment is the term (Fall, Spring, Summer) the student is 

currently attending. 

 

FINANCIAL AID: REFUNDS 

Students who have paid tuition with any source of financial aid will be refunded based on a 

distribution formula established by provincial and federal government regulations. 

 

 

Student Life/Support Services 

 

VCA has clearly articulated definitions, policies and procedures regarding student financial 

assistance, and makes them available to its students in the Student Handbook upon registration, 

as well as through the Financial Aid Office and Student and Employment Counseling Services. 

These services are expanded and enhanced in the proposed B.F.A. program, with an increase in 

dedicated staff and departmental support systems. 

 

Student Financial Services: 

At the time of initial enrolment, the student meets with a Student Financial Planner to work on a 

plan so that they should be able to meet the expenses involved in the education process (tuition, 

fees, supplies, cost of living, etc.) for the length of the program. The school offers financial 

planning services to all students. Any student who has incurred or anticipates a financial problem 

is encouraged to meet with Student Financial Services and receive consulting assistance as 

needed to ensure his/her completion. Victoria College of Art is eligible to offer its students the 

opportunity to apply for a variety of financial assistance programs. These programs include loan 

and grant assistance for qualified applicants. Details regarding these programs are available in 

Student Financial Services. Student Financial Services personnel also participate in the 

Continuing Student Review committee with career services and academic affairs. The college 

also offers scholarships and bursaries such as the Glen Howarth Memorial Scholarship, and 

donated grants such as the Zonta Award and South Jubilee Worthy Student Grant. The Financial 

Aid Office provides information on Financial Aid resources, and assists in filing Financial Aid 

applications 

 

Counseling Services: Victoria College of Art employs a full-time counselor who provides no-

cost counseling with the goal of fostering individual student success. Common Areas of focus in 
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Student Counseling are insecurity, stress, relationships, balancing social demands, confusion 

over personal goals, anxiety, anger, time management, depression, death or illness of loved ones, 

self-harming behaviors, sexual orientation and gender issues, family of origin issues, and alcohol 

or drug abuse.  

 

Disability Services: Victoria College of Art provides accommodations to qualified students with 

disabilities. The Dean of Student Affairs and Disability Services Coordinator assist qualified 

students with disabilities in acquiring and coordinating reasonable and appropriate classroom 

accommodations. 

 

Student Affairs: The Student Affairs department coordinates a wide range of extracurricular 

resources such as: coordination of quarterly activities, festivals and contests, student 

communications, school-sponsored housing; inter-departmental liaisons, health and wellness 

events, and student clubs. 

 

Student Sponsored Housing: VCA provides students in need of housing with an opportunity to 

study and live in close proximity to the school, and in shared accommodation with other VCA 

students. In addition, Housing Services assists students in finding alternative accommodations. 

Agencies in association with Camosun College, the University of Victoria, the local language 

schools, and other hostel and billeting services also offer assistance with housing students. 

 

Student Accounting: The Student Accounting Department assists students to fulfill their financial 

responsibility. This department is responsible for processing student payments. Any student who 

requires accounting advisement and has incurred or anticipates a financial problem may access 

Student Accounting to discuss alternative payment options. Student Accounting works in 

conjunction with Student Financial Services. Student Accounting personnel also participate in 

Continuing Student Reviews with Academic Affairs and Career Services. 

 

 


