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9.2 Intellectual Products Policy

9.2 Intellectual Products Policy
Attach as Appendix 9.2 the organization’s policy pertaining to the ownership of intellectual products of its
employees and students.

Appendix 9.2 will contribute to the assessor’s judgments about whether the submission meets the Board’s Academic
Honesty and Integrity standard, Benchmark 3: Handbook for Private Organizations:

The applicant has an appropriate policy on the ownership of the intellectual products of employees
and students.

CMCC maintains employee Intellectual Property policies, as contained in Article 35 of the
Collective Agreement between CMCC and CUPE Local 4773 dated March 27, 2008, excerpted
below:

Article 35 — Intellectual Property

35.01 Intellectual property is defined as any form of knowledge or expression created with
one’s intellect. It can be categorized into two main areas: property (e.g. patents and
trademarks) and copyright (e.g. literary and artistic works).

35.02 Intellectual property is governed by current federal legislation: the Canadian Copyright
Act and the Patent Act.

35.03 CMCC recognizes and encourages the dissemination of scholarly and copyrightable
works. As such CMCC affirms that the author is the owner of copyright in works created
in the course of their faculty appointment for purposes of instruction and research,
including the moral rights, except for the following:

a) Works created or modified by employees as assigned tasks in the course of their normal
employment. This includes course outlines, learning objectives, course-specific
laboratory manuals, and examinations.

b) Works created specifically as part of a commissioned task or by employees released
from assigned duties where the primary purpose is the creation of the works. The author
shall retain moral rights unless waived.

c) In cases where works are developed in the course of sponsored research or tasks
funded by an outside agency pursuant to an agreement approved by CMCC, ownership
shall be determined by the terms of the agreement.

35.04 Intellectual property created by employees during the course of their employment
making substantial use of CMCC resources, or as specifically agreed to in writing, the
copyright and patent shall be jointly shared between the employee and CMCC.
Substantial use of CMCC resources means direct discretionary investment by CMCC of
funds and staff; the purchase of special products for the creation of works; the use of
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9.2 Intellectual Products Policy

multimedia production personnel and/or facilities; the use of computing facilities; or any
resource used at greater than institutionally authorized levels.

Employees participating in activities generating copyrightable, patentable or
commercially valuable materials are required to maintain accurate and detailed records
of use of the resources and the extent to which they have been utilized in the production
of the works.

Employees who own copyright in works created in the course of teaching and research
activities and where the works have been printed and distributed or made publicly
available through, for example, the Library (subject to stipulations in external contracts),
grant CMCC a non-exclusive, royalty-free, irrevocable and non-transferable license to
use their work for non-commercial teaching or research activities only. The member
retains the right to withdraw the license, with notice, because of dating or other bona fide
scholarly reasons.

Conflict of interest exists when students are required to purchase teaching materials in
which the instructor has a commercial interest. If the copyright is held by a publisher at
arm’s length, the instructor(s) must declare a conflict of interest to the appropriate
Director. If the copyright is not held at arm’s length, the material shall be sold at cost.

Notwithstanding the other sections of this Article, the parties may agree to share
ownership of intellectual property. The parties shall enter into a written agreement at
such time as it becomes reasonably apparent that the product is considered to be
copyrightable or patentable. The written agreement shall describe the intellectual
property and specify the degree of ownership; the distribution of any proceeds; and any
other issues determined to be relevant by the parties.

CMCC and an employee may enter into a development agreement to formalize each
party’s shares, rights, obligations, performance requirements, retail price and percent of
net profits. Once all preparation and development costs have been recovered, the
employee will receive a minimum of 50% and CMCC the remaining portion of the net
profit. Employees shall receive pertinent accounting records on a quarterly basis. Any
agreement relating to this Article shall be evidenced in writing and signed by the parties.
Verbal agreements are not binding upon the parties.

It is the responsibility of the employee to promptly disclose any copyrightable or
patentable works that may, under this Article, be owned by CMCC at such time as it
becomes reasonably apparent that the product is considered to be copyrightable or
patentable. The disclosures are to be made to the Dean, Graduate Education and
Research.
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CMCC maintains policies on intellectual property for students, as set out below (CMCC Student
Handbook 2008-2009, Pg. 33-34 -- Appendix 13.2):

Copyright and Intellectual Property

This policy on copyrights applies to all members of the CMCC community (hereafter called the
author) who have developed works that are defined and governed by the Copyright Act of
Canada (“the Act” ).

5.1 Definitions

Student works are defined as works that are produced by the student as a requirement of the
academic program. Full ownership belongs to the student for student works. Faculty who
participate in student works as part of their usual duties have no claim to ownership.

5.2 Rights of CMCC

CMCC reserves the right to access student works for the purposes of: a) reference in CMCC'’s
library; b) circulation within CMCC’s community; ¢) making single copies to be distributed to
other Colleges or Universities; d) publishing the abstract of any student project or thesis.

5.3 Reproduction on a Photocopier

Reproduction on a photocopier is governed by the provisions of the Copyright Act of Canada.
The reproduction of any work governed by the Copyright Act of Canada, may be an
infringement of the Copyright and, therefore, a contravention of the Act. Only an amount less
than a substantial part of a protected work can be copied. This includes textbooks and journal
articles.

a) According to the Copyright Act you may make one (1) copy of a journal article for your
own use without written permission from the publisher. However, you may only copy a
few pages from a book (less than a chapter) without written permission.

b) The following acts do not constitute an infringement of Copyright: any fair dealing with
any work for the purposes of private study, research criticism, review, or newspaper
summary.

c) Neither CMCC, the Health Sciences Library nor the CMCC Supply Centre and
Bookstore condone or assume responsibility for any action by students, faculty or alumni
with respect to the use of any method of reproduction made.

d) The complete text of CMCC's copyright policy is available in the Office of Graduate
Education and Research, in the Library, and in the Library section of CMCC's web site.

5.4 Infringement of The Copyright Act

Any infringement of the Copyright Act is subject to disciplinary hearing within CMCC. As well,
persons in violation of this Act are subject to civil litigation.
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9.3 Ethical Research Practices

9.3 Policy on Ethical Research Practices

Attach as Appendix 9.3 the organization’s policies relating to the management of research funds, and its
guidelines and policies for research standards and practices involving human research participants and the
use of animals in research.

Appendix 9.3 will contribute to the assessor’s judgments about whether the submission meets the Board’s Academic
Honesty and Integrity standard, Benchmark 4: Handbook for Private Organizations:

Where appropriate, there are formal ethical research standards, as evidenced by polices on human
research participants, the use of animals in research, and the management of research funds.

CMCC maintains formal ethical and research standards regarding the conduct of its research in
the Research Policy Manual (Appendix 13.4).

The Research Ethics Board (REB) is defined in Section A.2 of the Research Policy Manual:

The REB consists of a maximum of eleven (11) members: 7 to 9 faculty members, one legal
counsel (not representing CMCC) and a minimum of one member external to CMCC. The REB
is chaired by the Dean, Graduate Education and Research Programs (GERP).

The REB operates under the Tri-Council Policy Statement: Ethical Conduct for Research
Involving Humans (TCPS) of the Canadian Institutes of Health Research (CIHR), the Belmont
Report, the Natural Sciences and Engineering Research Council of Canada (NSERC), and the
Social Sciences and Humanities Research Council of Canada (SSHRC) as well as the Privacy
Act. The REB operations are consistent with the policies of the Office of Human Subjects
Research of the US National Institutes of Health (NIH). For purposes of reference within this
policy all sources guiding the REB management are grouped under the term (TCPS). The
functions of the REB are to:

1. perform both expedited and full ethical reviews of research proposals, as appropriate
under the TCPS to ensure the ethical and dignified treatment of research volunteers and
human remains;

2. provide oversight and boundaries for a Departmental Institutional Review Board (DIRB)
for reviewing undergraduate research within course requirements under the TCPS (for a
description and further information on DIRB’s, please see section H.1.). Reviews shall
be proportionate to the magnitude and probability for risk of harm, including the
likelihood of disclosure of personal identifying information;

3. facilitate content-expert peer review and consultative feedback to investigators through
the Office of Research Administration (ORA) and Dean, GERP for investigators who
request this service;

4. review ethical policies and procedures and to provide feedback and recommendation to
the Dean, GERP upon request."
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Management of Research Funds:

Section F in the Research Policy Manual outlines CMCC policies on the management of
research funding. This policy provides guidelines and expectations on the establishment of a
research grant and the management and stewardship of these funds.

Granting institutions such as NIH, the Canadian Institutes of Health Research (CIHR) and the
Ministry of Health and Long-Term Care (MOHLTC) have their own policies which they enforce
Principle Investigators to adhere to, and they require regular reporting on these policies - usually
at least on a yearly basis. Therefore, the accountability in this process is safeguarded twofold.

Human Subjects:

The Informed Consent policy is outlined in the Research Policy Manual, Section D.6: Informed
Consent. Appropriate informed consent is obtained from all human subjects prior to initiation of
treatments or studies.

Animal Research:

CMCC does not currently conduct research on animal subjects. However, with the development

of a Neurophysiology Laboratory (2009), the related research policies for animal subjects are
under revision.
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9.4 Academic Honesty
9.4.1 Academic Honesty Policy

Attach as Appendix 9.4.1 the organization’s policy on academic honesty.

Appendices 9.4.1 and 9.4.2 will contribute to the assessor’s judgments about whether the submission meets the
Board’s Academic Honesty and Integrity standard, Benchmarks 5 and 6: Handbook for Private Organization:

enforcement.

understanding of the policies and procedures concerning academic honesty.

. The applicant has appropriate policies pertaining to academic honesty and procedures for their

« The applicant provides an appropriate plan for informing students and faculty about and ensuring their

CMCC maintains policies on academic honesty and procedures for enforcement as set out in
the Manual of Employee Policies (excerpted below), and the CMCC Student Handbook 2008-
2009 (Appendix 13.2).

EMPLOYEE POLICIES

Academic Offenses, Section 3.08

Academic offences, whether committed by students or faculty members, relate primarily to the
honesty and fairness of individuals in the conduct of their academic endeavours. These
endeavours may include, but are not limited to: teaching, learning, evaluation and scholarly
activity (e.g., presentations, publications, research). Shortcomings in academic performance

due to neglect or incompetence ought not to be dealt with by disciplinary processes, but by
suitable administrative action.

Academic offences include, but are not limited to, the following:

" Misrepresentation of any idea or expression of an idea contained in any academic and
scholarly endeavour.

" The improper evaluation of work performed either by a student or a faculty member.

" The improper evaluation of applications for admission or transfer to a course or program
of study.

" Misrepresentation of the results of research, plagiarism, mishandling of research data and
material.
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Non-Academic Offenses, Section 3.09)

Breaches of conduct relating to non-academic offenses will include, but not be limited to,
conduct adversely affecting the reputation of CMCC and the chiropractic profession. These
offences may be of a moral, ethical or legal nature.

STUDENT POLICIES

All students of the CMCC community are governed by the following policy (CMCC Student
Handbook 2008-09, pg. 29-30 -- Appendix 13.2).

1.0 Academic Honesty

CMCC recognizes the responsibility of all faculty members, staff, current and former students,
and applicants to foster standards of academic honesty and integrity, and to be knowledgeable
of, and act in accordance with such standards.

It is a breach of academic honesty to falsely claim credit for the ideas, writing, projects, or
creations of others. Similarly, it is a breach of academic honesty to cheat, attempt or actually
alter, suppress, falsify or fabricate any research data or results. It is also a breach of academic
honesty to aid or abet another individual in an act of academic dishonesty.

All CMCC faculty members, staff and students are expected to be vigilant regarding breaches of
academic honesty and are responsible for taking appropriate action when it is believed that a
breach of academic honesty has occurred. All suspected breaches of academic honesty will be
investigated. A finding of guilt will lead to the imposition of a penalty from a range of sanctions.
A lack of familiarity with the policy and guidelines on academic honesty on the part of any
member of the CMCC community does not constitute a defense against misconduct.

Academic Offenses (CMCC Student Handbook 2008-2009, pg. 41-43 -- Appendix 13.2).

Discipline Process:

Any student of CMCC may be dealt with for breaches of conduct, both academic and non-
academic. This shall include, but is not limited to breaches of conduct involving morality, ethics
or legality which could affect the reputation of the Canadian Memorial Chiropractic College and
the chiropractic profession.

All students of the CMCC community enjoy the same basic rights as do all citizens and are
bound by the same responsibilities to respect the rights of others as are all citizens. Therefore,
breaches of the CMCC Standards of Student Conduct which are also breaches of the law, may
also be dealt with in the courts.

CMCC does not serve as a sanctuary from the laws governing all citizens. Nor does it stand in
‘loco parentis” to any of its students and each member is free to organize his or her own
personal life and behaviour, subject only to the law and to the duly established rules of CMCC.
These rules include, but are not exclusive to the following definitions of Academic and Non-
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Academic Offences, and notwithstanding any action or sanction taken or imposed by any third
party against the member committing the breach of conduct.

Academic offenses relate to the honesty and fairness of the teaching and learning relationship,
especially with respect to evaluation. Thus, the essence of an academic offence by a student is
the seeking of a credit by fraud or misrepresentation, rather than on the basis of merit. The
essence of an academic offence by a teacher is dishonesty or unfairness in dealing with the
work or record of a student. Shortcomings in academic performance due to neglect or
incompetence ought not to be dealt with by disciplinary processes but by suitable administrative
action. In the case of the student, they will be reflected in the student’s academic standing. In
the case of the teacher, they are primarily failures to fulfill obligations to CMCC as employer and
should be dealt with accordingly.

Of the Offences listed here, section A and C relate to Offences by students. Section B includes
Offences that can only be committed by a member of the teaching staff or a member acting in
that capacity, as for example, a teaching assistant. The list of available sanctions and the
conditions under which they are to be imposed by the Discipline Board are contained in Section
19 herein.

A) Examination Violations

The following specific regulations are established for the purpose of acquainting the students
with their obligation to CMCC. (CMCC Student Handbook 2008-2009, pg. 23-25)

The actions that constitute a violation of examination procedures in essence are:
¢ Looking at another examinee’s examination booklet or answer sheet or test paper.
e Being engaged in any form of communication with another examinee (be such
communication visual, oral or otherwise).
e Being in possession of (whether actually using them or not) extraneous materials (such
as coats, books, papers, etc.).
¢ Failure to follow the procedures of the examination as listed in this document.

In order to protect the integrity of the teaching, learning and assessment processes of CMCC, it
shall be an offence for any student, with intent to deceive to attempt to or actually to:

e use unauthorized aids or obtain unauthorized assistance in any academic writing, essay,
thesis, research report, project or assignment submitted for credit in a course, or
program of study, or an examination;

e represent as that of the student in any academic writing, essay, thesis, research report,
project or assignment submitted for credit in a course or program of study any idea or
expression of an idea of another; (Note: this clause covers plagiarism in parts of a work,
and the case where the student obtains an entire essay, etc. and submits it as his/her
own.)

o represent as that of the student any idea or expression of an idea contained in any
academic writing, essay, thesis, research project or assignment submitted for credit in,
or otherwise in connection with, any course or program of study;

e submit for credit in any course or program of study, without the knowledge and approval
of the faculty to whom it is submitted, any academic writing, essay, thesis, research
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report, project or assignment for which credit has previously been obtained or is being
sought in another course or program of study at CMCC or elsewhere;

submit for credit in any course or program of study any academic writing, essay, thesis,
research report, project or assignment containing a purported statement of fact or
reference to a source which has been fabricated;

reproduce lectures by tape recording same, or by any other mechanical means without
the written approval of the lecturer;

sell or provide notes prepared from faculty lectures without the written approval of the
lecturer; (Note: This is not intended to prevent the free exchange of notes between
students.)

unless express approval is given for entry, enter into offices, rooms or other places to
which they are not entitled, which shall include, but not be limited to administrative
offices, professional offices, supply rooms.

B) to the benefit or detriment of a member or former member to:

evaluate work performed by the member for credit in a course or program of study by
reference to any criterion that does not relate to the merit of the work, provided that a
department or a division of CMCC shall have the right to establish regulations
prescribing penalties that may be imposed in the recording of the grade for work which a
member has failed to perform, or submit within the time or in the manner required, and
where such regulations have been established, penalties for such failure may be
imposed by a member in accordance therewith;

evaluate an application duly made by the member or former member who is seeking
admission or transfer to a course or program of study by reference to any criterion that
does not relate to the academic suitability of the applicant for the course or program of
study; except that where limitation on enrolment in the course or program of study exists,
academically suitable candidates may be selected by duly established and published
criteria. (Note: This clause does not apply to cases where improper criteria have been
used to evaluate an application by a person who is not a member or former member at
the time the application is made. Such conduct does not relate to the process of
evaluation, or to the honesty and fairness of the teaching and learning relationship
among members of CMCC.)

C) Diplomas or Certificates

In order to protect the integrity of the diplomas or certificates granted by CMCC, the
Discipline

Board shall have power to recommend to the Academic Affairs Committee the
cancellation, recall or suspension of any diploma or certificate obtained by any alumnus
who, while a member, committed any academic offence which, if detected before the
granting of the diploma or certificate, would, in the judgment of the Board, have resulted
upon conviction in the application of any sanction sufficiently severe to lead to the loss of
credit in any course or program of study pursued by that alumnus, so that the diploma or
certificate would not have been granted.

In order to protect the integrity of the diplomas and certificates granted by CMCC, the
Board shall have power to recommend to the Board of Governors the cancellation, recall
or suspension of any diploma or certificate obtained by any alumnus who, while a
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student, committed any academic offence which, if detected before the granting of the
diploma or certificate, would, in the judgment of the Discipline Board, have resulted in
conviction or in the application of any sanction sufficiently severe to lead to the loss of
credit in any course or program of study pursued by the alumnus, so that the diploma or
certificate would not have been granted.

e Offences committed by a student of CMCC may be classified as either academic or non-
academic in nature. In the case of academic Offences, the decision concerning the
conduct of the student may be made by a faculty member, the Dean, the Academic
Affairs Committee, the President, the Discipline Board and/or the Board of Governors.
The decision making process may be commenced at any intermediate stage, at the
discretion of the President, and appealed to a higher body, save and except to the Board
of Governors, which said appeal is discretionary in nature. In the case of a non-
academic offence, the student’s conduct may be dealt with by the Students’ Council, the
faculty member concerned, the Dean, the President, the Discipline Board, the Director of
Student Services and/or the Board of Governors. Again, the decision making process
may be commenced at any intermediate stage and appealed to a higher body, save and
except to the Board of Governors which said appeal is discretionary in nature. The
disciplinary process set out herein supersedes any and all methods of dealing with
disciplinary action set out in any other material distributed by CMCC.

e Each member of CMCC has an obligation to participate in the enforcement of these
regulations.

e Any members observing a breach of regulations should advise the offender of the
regulations. Any member who is advised that he/she is violating a regulation should
immediately stop the violation. Any member of CMCC who fails to report the existence of
a violation by another member, may be found guilty of participating in the said violation.

¢ Any member who is in violation of the regulations may be subject to disciplinary action
and penalty, which may include the imposition of a fine, restitution, suspension or
expulsion from CMCC.

Non-Academic Offenses (CMCC Student Handbook 2008-2009, pg. 43-44 -- Appendix 13.2).

Any member of CMCC may be dealt with pursuant to this Code for breaches of conduct not
relating to Academic Offenses and which further clarification shall include but not be limited to
conduct affecting the reputation of the Canadian Memorial Chiropractic College and the
chiropractic profession, which may involve breaches of conduct involving morality, ethics or
legality and notwithstanding any action or sanction taken or imposed by any third party against
the member committing the breach of conduct.
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9.4.2 Academic Honesty Procedure
Attach as Appendix 9.4.2 the organization’s plan for informing faculty and students about and for ensuring
their compliance with policies pertaining to academic honesty.

Appendices 9.4.1 and 9.4.2 will contribute to the assessor’s judgments about whether the submission meets the
Board’s Academic Honesty and Integrity standard, Benchmarks 5 and 6: Handbook for Private Organization:

« The applicant has appropriate policies pertaining to academic honesty and procedures for their
enforcement.

« The applicant provides an appropriate plan for informing students and faculty about and ensuring their
understanding of the policies and procedures concerning academic honesty.

Plan For Informing Faculty and Students:

CMCC maintains policies and procedures pertaining to academic honesty and their
enforcement, as set out in Appendix 9.4.1.

CMCC faculty and students are made aware of the institution’s policies on academic honesty in
a variety of manners. Students are given a copy of the CMCC Student Handbook and are
required to verify in writing the receipt of the Handbook and that they are responsible for
reviewing and understanding the polices of CMCC. This is an annual requirement for all
students registering in the program.

New faculty employees are made aware of CMCC policies at the time of signing a letter of offer
of employment with CMCC. All faculty are directed to periodically review the CMCC Manual of
Employees Policies, and faculty governed under the Collective Agreement are also directed to
familiarize themselves with its content.

Enforcement Procedures:
All students of the CMCC community are governed by the following procedures:
Academic Honesty (CMCC Student Handbook 2008-2009, pg. 29-30)

Procedure: During a quiz, test, or examination (any situation in which there is assessment of
student performance in a controlled environment):
¢ When a faculty member(s) or proctor(s) suspects that students are cheating, the faculty
member(s) or proctor(s) are to take the following steps before the student leaves the
examination venue:
1. take possession of the test(s), examination(s), etc. and any incriminating evidence
(e.g., cheatsheets, books) to assist in the investigation;
2. discreetly escort the student(s) to Student Services;
3. provide all of the evidence to Student Services. The Director, Student Services will
determine if a recommendation for a disciplinary hearing is appropriate.
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These procedures may be subject to alternative action depending on circumstances as they
arise on an assignment, project, or research:

¢ When a faculty member suspects that an assignment, project or research has not been
completed in compliance with the Academic Honesty Policy he/she should document
his/her concerns and provide this document and all of the evidence to the appropriate
Director of Education. The Director, Education will contact the student(s) involved and
arrange a time to meet and discuss the allegation(s) with both the student(s) and the
faculty member. This meeting is to occur within five business days of the student(s)
being notified of the concern.

o At the meeting the student will be presented with the allegations and given time to read
them. The student may discuss the allegations with the faculty member or the Director of
Education. At this time the Director of Education will determine if a suspected breach of
the Academic Honesty Policy has occurred and if the issue should be referred to the
Director, Student Services.

Enforcement Procedures:

Discipline Board/Hearings (Sections 2 to 25) (Student Handbook 2008-2009, pgs. 44-47 —
Appendix 13.2)

With respect to all disciplinary issues, the Director, Student Services shall be available to inform
the student re the processes and procedures.

Section 2 Initiating a Disciplinary Hearing

2(a) Any individual may institute proceedings by setting out in writing the nature of the
complaint, the name of the accused, and all particulars necessary to sufficiently allow the
complaint to be proceeded with. Any complaint made pursuant to this enactment shall be
received by the President in a timely manner.

The complaint shall be directed to the President, who shall determine within fourteen (14) days
after receiving the complaint, whether proceedings shall be continued and a hearing be
constituted (and a board established); or notify the complainant, or have a designate notify the
complainant, that no further proceedings shall take place pursuant to the complaint.

In the event that a hearing is directed, the President shall inform the Board of such direction
within seven (7) days after the expiry of the time referred to above. Nothing in this enactment
shall prevent the President at his/her sole discretion from dealing with any complaint submitted
pursuant to this enactment and imposing any penalty within the President’s power.

2(b) In the event that a complaint is dealt with by the President, an accused or complainant

may appeal the decision of the President by setting out in writing a request that a hearing be

directed pursuant to this enactment:

a) The notice of appeal shall be in the form as approved by CMCC from time to time; b) The
notice of appeal must be received by the President within seven (7) days of the accused
having been notified of the decision of the President;
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c) Upon receipt of the notice of appeal, the President shall direct that proceedings be instituted
as if a complaint had been originally directed to the President as set out above;

d) A decision of the Board made pursuant to this enactment shall supersede and render null
and void the decision of the President

Section 3 Alternate Dispute Resolution: Breaches of conduct may, at the discretion of the
President be referred for alternate dispute resolution. In the situation where a decision has been
reached through an alternate dispute resolution, the parties involved must meet before the
Discipline Board who may choose to accept, reject or amend the decisions reached through the
alternate dispute resolution.

Section 4 Members of the Discipline Board:

a) The Board appointed under this Code to deal with an alleged offence by a student shall
consist of the President of Students' Council or his/her designate, a student
representative from a class other than that of the accused, and three members of the
faculty, each having a vote.

b) The Director, Student Services shall be an ex-officio member of the Board. The Director
or his/ her designate, shall not have voting privileges.

c) The President shall appoint a faculty member from among the members of the Board as
a Chair. The Chair shall preside over all matters under its jurisdiction and also have a
vote.

d) The President may appoint an investigator to diligently compile all relevant information
necessary to carry out the investigation of the accused, and to preside as agent for
CMCC at any proceedings which shall take place pursuant to the complaint.

e) In addition, the President may appoint at her/his discretion an individual to prosecute the
complaint on behalf of CMCC.

f) The President may appoint a clerk to compile and retain, as the case may be, all records
of a hearing; and to attend at all hearings for the purpose of fulfilling any directions of the
Board, such as the reading of a charge and the affirming of witnesses.

g) Inthe event that a member of the Board shall be unable or unwilling to act, the member
shall be replaced by an alternative member as appointed by the President.

h) In the event that any member of the Board cannot act as a result of bias, an alternative
member shall be appointed as provided in this enactment.

Section 5 Timing of Summons: The Board shall, within seven (7) days of receiving
notification by the President that a hearing shall be constituted, notify the accused that a
discipline panel will be constituted.

Section 6 Delivery of Summons: Notice of Hearing shall either be hand delivered to the
accused, in which case notice is deemed to have been given at the time of delivery, or may be
served by prepaid post addressed to the accused at her/ his last known address as may appear
on CMCC records, and which said notice shall then be deemed to have been given four (4)
days after the posting of said notice, or by e-mail in accordance with CMCC policy.

Section 7 Attendance of Board Members: At least one (1) member of the Board shall attend
at the time and place set out in the summons, at which time the complaint shall be read to the
accused, and a date shall be set for the adjudication of the complaint, to be heard by all
students of the Board.
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Section 8 Details of Notice of Hearing: The Board shall give all parties notice of the hearing
which shall include:
a) a statement of the time, place and purpose of the hearing;
b) a statement that if the party notified does not attend at the hearing, the Board may
proceed in their absence, and the party will not be entitled to any further notice in the
proceedings.

Section 9 Non Attendance: Where notice of a hearing has been given to a party to any
proceedings in accordance with this enactment, and the party does not attend at the hearing,
the Board may proceed in their absence and the party is not entitled to any further notice in the
proceedings.

Section 10 Public Attendance: A hearing may be open to the public except where the Board
is of the opinion that having regard to the circumstances, the desirability of avoiding disclosure
thereof in the interests of any person affected, or in the interest of CMCC, outweighs the
desirability of adhering to the principle that a hearing may be open to the public, in which case
the Board may hold the hearing concerning any matter in camera.

Section 11 Order and Direction: The Board may make such order or give such directions as it
considers necessary for the maintenance of order at the hearing and/or any proceedings which
take place under and pursuant to the directions of the Board; and, if any person disobeys or fails
to comply with any such order or direction, the Board may impose such penalty as it deems
appropriate against any offender and within the power of the Board.

Section 12 Subpoena: The Board, at its own instance, or at the request of the accused or
prosecution, shall issue a subpoena directing any individual to attend at a hearing. Any person
failing to comply with the terms and directions for the subpoena shall be subject to any sanction
imposed by the Board.

Section 13 Rights of the Accused: An accused may, at his or her discretion at a hearing:
a) be represented by counsel or an agent, or act on his or her own behalf;
b) call and examine witnesses and present his/her arguments and submissions;
c) conduct cross-examinations of witnesses at a hearing that may be reasonably required
for a full and fair disclosure of the facts in relation to which they have given evidence;
d) not give or present evidence on his/her own behalf.

Section 14 Testimony under Oath: Testimony given at a hearing may be given under oath, as
the Board may in their discretion decide, with the witness being sworn or affirmed to tell the truth
as the case may be.

Section 15 Evidence and Information: The Board may, in making its decision:
a) take notice of facts that may be judicially noticed;
b) take notice of any generally recognized scientific or technical facts, information or
opinions within its scientific or specialized knowledge;
c) admit as evidence at a hearing evidence not given or proven under “oath or affirmation”;
d) admit, upon the Board being satisfied as to their authenticity, any documents or other
things.
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Section 16 Record of Proceedings: The Board shall not be required to keep a detailed
account or testimony of the proceedings, but must compile a record of proceedings in which a
hearing has been held, which shall include:

a) any complaint by which the proceedings were commenced;

b) the notice of any hearing;

c) any intermediate orders made by the Board;

d) all documentary evidence filed with the Board;

e) the decision of the Board, and the reasons therefore, where reasons have been given;

which should be stored in the corporate file.

Section 17 Decision of Penalty: The Board shall impose such penalty, as allowed under this
enactment:
a) at the time of the giving of the decision, provided that the Board may allow the accused
to make submission as to the penalty;
b) may set a date for hearing submissions as to the penalty;
c) shall notify the accused forthwith of the penalty decided upon by the Board, but in no
event after the expiry of fourteen (14) days.

Section 18 Notice of Decision: The Board shall, within fourteen (14) days following the
conclusion of a hearing, inform the parties and the President of the decision of the Board,
together with reasons therefore, where reasons have been given.

Section 19 Penalty: The Board may impose one (1), all or any combination of the following
penalties in cases of an offence by a student:

e fine;

e restitution;

e suspension;

e expulsion;

e such further and other penalty as the Board may deem appropriate.

Section 20 Board Decision: A decision of the Board shall be:
a) based upon a majority decision of the Board;
b) kept confidential to the extent determined by the Board.

Section 21 No Decision: In the event that the Board is unable to come to a decision:
a) it shall forthwith notify the President and the accused;
b) the President may direct new proceedings to be commenced, or direct that the complaint
be withdrawn, in which case no further proceedings may be instituted pursuant to this
charge.

Section 22 Timeliness: In the event that a penalty imposed by the Board is not satisfied within
the time prescribed by the Board, then the Board may impose such further and other penalty as
it deems appropriate.

Section 23 Indemnity: No action or proceeding whatsoever, shall be commenced against any
member of the Board for their having participated in the activities of the Board.
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Section 24 Irregularities: No decision of the Board shall be set aside as the result of any
irregularities which take place under this enactment, except at the sole discretion of the Board.

Section 25 External Review: No decision, order, direction, declaration or ruling of the Board
shall be questioned or reviewed in any court; and no order shall be made or process entered or
proceedings taken in any court, whether by way of injunction, declaratory judgment, certiorari,
mandamus, prohibition, judicial review, or otherwise; to question, review, prohibit or restrain the
Board or any of its proceedings.

Information regarding policies and procedures for members of CUPE Local 4773 are outlined
below.

Disciplinary Action (excerpted: Article 13, Collective Agreement between CMCC and CUPE
Local 4773, pgs. 8-9)

13.01 An employee who is called before the employee’s supervisor concerning any disciplinary
matter shall be accompanied by a Steward or designate. An employee who is to be
reprimanded, suspended, discharged shall be sent a letter setting out the reason(s) for
this action with a copy to be sent setting out the reason(s) for this action with a copy to
be sent to the Union.

13.02 An employee shall have the right, during normal business hours and on reasonable
notice in writing to have access to and review his/her personnel record. The employee
shall be allowed to review his/her record only in the presence of a person designated by
the head of Human Resources and may request a copy of any material in the file but
shall not be permitted to remove the file or any part thereof from the office.

13.03 The record of an employee shall not be used against him/her at any time after twelve
(12) months following a suspension or disciplinary action and shall be removed from
his/her file.

13.04 If the employee wishes to file a grievance against the written reprimand, suspension or
discharge it may be initiated directly at Step 1 of the grievance procedure.
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10.2 Financial Audit Policy
Attach as Appendix 10.2 the organization’s policy requiring the regular audit of the organization’s
financial methods, performance, and stability by an arm’s-length professional accountant.

Appendices 10.2 will contribute to the assessor’s judgments about whether the submission meets the Board’s
Financial Stability standard, Benchmark 3: Handbook for Private Organizations.

A policy requiring the regular audit of the Applicant’s financial methods, performance, and stability by an
arm’s-length professional accountant.

This requirement is covered by CMCC By-laws No. 22.01, 22.02, 22.03, 23.01 and 23.02, as

presented below:

Auditors

22.01 The auditors shall be appointed at the annual meeting to hold office until the next annual
meeting, and /or until a successor is appointed.

22.02 The auditors shall have the right of access to all records, documents, books, accounts
and vouchers of CMCC, such information and explanations as may be necessary for the
performance of the duties of auditors.

22.03 The auditors shall report to the members on the financial statements of CMCC.

Financial

23.01 Unless otherwise determined by the Board of Governors, the fiscal year of CMCC shall
end on the 31% day of May in each and every year.

23.02 At each annual meeting there shall be tabled:
- the financial statements of CMCC for the year ended May 31 immediately prior to such
meeting, and
- the report of the auditors thereon.
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11. DISPUTE RESOLUTION

Appendices in section 11 will contribute to the panel’s judgments of the proposal against the Board’s
Dispute Resolution Standard:

The Applicant has policies for dealing with disputes between the organization and its students, and
between faculty and students.

11.1  Dispute Resolution Policies

Attach as Appendix 11.1 the organization’s policy(ies) and procedures pertaining to student’s academic

and non-academic appeals, complaints, and/or grievances.

Appendix 11.1 will contribute to the assessor’s judgments about whether the submission meets the Board’s Dispute
Resolution standard, Benchmark 1: Handbook for Private Organizations:

Institutional policies and procedures through which
= students’ academic appeals, complaints, grievances, and/or other disputes
= individuals have a right to a fair and expeditious resolution of disputes;
= individuals have a right to know and understand the charges or complaints made against them;
any disciplinary decision is taken;
deadlines;

with disputes fairly and expeditiously at the informal level.

= complaints, grievances, and/or disputes of faculty, staff and administration, with respect to the policies
required by the Board, can be dealt with in accordance with the following principles of natural justice:
= individuals have a right to be heard in response to charges or complaints made against them, before
= institutions have an obligation to deal with complaints or grievances according to clear and reasonable

= institutions have an obligation to establish and operate according to administrative processes that deal

Students: CMCC has established comprehensive policies and procedures with respect
to Student Appeals and Student Discipline.

The following policies on Academic Appeals and Examination Re-Reads are reprinted from the
CMCC Student Handbook 2008-2009, pgs.27-28, and pgs. 26-27 (see Appendix 13.2).

Academic Appeals

CMCC expects the academic judgments of its faculty members and staff to be fair, consistent
and objective. This policy ensures that students, whose academic status has been adversely
affected, will have access to a thorough, respectful, and impartial review of their concerns.
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Procedure

In all instances, students who believe that an appropriate grade has not been assigned must
first seek to resolve the matter informally with the faculty member and the Director of Education.
If a satisfactory resolution cannot be reached the student should contact the Director, Student
Services (or his/her representative) within two weeks. The Director, Student Services will
provide such advice and assistance as may be required by the student with regard to initiating a
formal appeal.

1. If a student wants to appeal a grade on the basis of a concern with the structure or
grading of an exam, he/she must first complete an official re-read.

2. Health problems, bereavement or other extenuating circumstances must be
documented and brought to the attention of the Director, Student Services at the
earliest possible time but no later than one (1) school day after the event.

3. Circumstances brought to the attention of the above after the one (1) day period may
not be used as grounds for an appeal.

4. A formal appeal must be submitted in writing to the Director, Student Services no later
than two (2) weeks after final grades have been mailed. Students with outstanding
fees will not be sent transcripts and relinquish their rights to appeal until their accounts
are cleared.

5. The appeal must be in writing and include:

(a) the specific nature of the appeal;
(b) the grounds for the appeal,;

(c) supporting documentation; and
(d) the remedy sought.

Supporting documentation is essential to assist the Appeals Committee in their deliberations.
Such documentation could include: medical certificates, letters of reference, relevant course
outlines, curricula, transcripts, previously marked assignments and/or other material that may
assist the student appeal. Extenuating circumstances that exist prior to or during exams must be
documented at the time the circumstances occur.

6 After satisfying himself/herself that proper procedures have been followed, at his/her
discretion the Director, Student Services, in consultation with the Dean, Undergraduate
Education may either attempt to resolve the matter in a manner deemed appropriate to
all parties or refer the matter directly to the Chair of the Appeals Committee with his/her
comments.

7. The student will be informed directly (by mail, email or telephone) of the time and
location of the meeting of the Appeals Committee. The student is advised to appear on
his/her own behalf; however, the hearing will proceed whether or not the student is in
attendance.

8. The Appeals Committee consists of the Chair, the Director, Student Services, three (3)
faculty and two (2) students. The Chair and the Director, Student Services are non-
voting members. The two (2) student representatives are typically the President of
Students' Council and a class representative. Voting is conducted by secret ballot and all
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votes remain confidential even to the voting members of the Appeals Committee. The
outcome of the appeal is determined by majority vote.

9. A decision of the Appeals Committee is binding; only the President of CMCC may, within
three (3) working days of receipt of the decision, request the re-evaluation of a decision
and then, based only on procedural grounds.
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Examination Re-Reads

When a student believes that his/her performance is not adequately reflected in his/her grade
on an exam, the student may request a re-read by petitioning the Registrar in writing and paying
the re-read fee.

The petition must be filed within two weeks of the grade being posted.

The attending parties at the re-read will be the following:
1. the student, or if he/she is unable to attend due to distance or expense or circumstances
beyond his/her control, a designate who is chosen by the Students’ Council;
2. the instructor(s);
3. the Registrar or designate.

The presence of any other party shall not be allowed. The purpose of the re-read is to re-
evaluate the grade and clarify the areas of the student’s academic weakness. The student is
allowed to bring only the required textbook(s) or course materials for the course. No tape
recording is allowed. The student will be given an opportunity to review his/her paper during the
re-read. If, after the re-read, the grade has been changed to the advantage of the student, the
re-read fee will be refunded.

Remedial and Supplemental Examinations

Students who receive less than 60% on any assessment in a course are encouraged to seek
help either through work with faculty or the Peer Tutoring Program.

Remedial examinations will be conducted for students who have a course average of less than
60% on all assessments to date upon completion of the second module for the course (or after
the first module for courses that are completed in two modules or less). All remedial exams will
be course specific. If a student passes the remedial examination they will receive a grade of
60% for all assessments completed in the first two modules. If a student receives a remedial
grade of less than 60%, they will get the higher of either their original two module results or the
score on the remedial.

Supplemental Examination

Students whose final grade after taking a remedial examination(s) in a course is less than 60%
but greater than 40% are offered a supplemental examination. Any student may write up to 30%
of their total credit weight for the year as supplemental exams provided that their post-
supplemental yearly GPA would be greater than 1.70.
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Examinations Fees

Payment of a Remedial/Supplemental Examination fee is due two (2) business days prior to the
date of the examination. A student who does not pay the fee in advance will not be permitted to
take the examination.

Timetable of Events for Supplemental Examinations

1.

Before sitting the final examinations, students must inform the Registrar, in writing, of
any circumstances which may precipitate an appeals procedure (see below).

Final course results must be sent to the Registrar within two (2) weeks from the date of
the examination or completion of the course.

The Registrar compiles marks and identifies any failures.

The Registrar notifies the supplemental examination candidates by registered or hand
delivered letters within two (2) weeks of receipt of all final grades. It is the responsibility
of each student to provide the Registrar a forwarding address and telephone number
where they may be reached.

Supplemental examinations, both written and practical, are held following a two (2) week
remediation period.

Students must inform the Registrar in writing before the scheduled sitting of the
supplemental examination, of any exceptional circumstance which may require the re-
scheduling of the supplemental exam. (Vacation, family visits and work schedules are
not considered exceptional circumstances.)

Supplemental examinations will be taken before the end of the first week in July.

Supplemental examination marks must be returned to the Registrar by the end of the
week subsequent to supplemental examinations.

A student may not appeal to re-write a failed supplemental exam, except as outlined in
the Appeals section. The student must initiate the appeal in writing within one (1) week
of the mailing or hand delivered notification of the supplemental grade. The Appeals
Committee will make every endeavor to meet within two (2) weeks of receipt of appeals.

Non-Discrimination/Harassment (CMCC Student Handbook 2008-2009, pgs 36-38):

8.1 General

Every member of the CMCC community has the right to study, work and conduct his or her
activities in an environment free of discrimination and harassment, and supportive of
academic achievement, dignity, and self esteem.
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8.1.1 CMCC is committed to providing and maintaining such an environment through
its policies, regulations and education programs.

8.1.2 This policy applies to all members of the CMCC community in their interaction with
other members of the CMCC community and supersedes the Sexual Harassment
Policy & Procedures and the Equal Opportunity Policy, except where those policies
are incorporated by specific reference in an agreement with a unionized group
and/or dealt with by legislation. The CMCC community includes employees,
students, patients, visitors, volunteers, and other individuals who work, visit, or
study at CMCC.

8.1.3 Nothing contained in this policy shall derogate from the rights, privileges or
obligations of the Institution to deal with the issues in a formal manner which then

obviates the necessity of dealing with the complaint through dispute resolution.
8.2 Policy

8.2.1 CMCC shall provide a work and learning environment free of discrimination and
harassment exercised by or against an individual by reason of race, colour,
ancestry, place of birth, national origin, citizenship, creed, religious or political
affiliation or belief, sex, sexual orientation, physical attributes, family relationship,
age (except as consistent with applicable legislation), physical or mental illness or
disability, place of residence, or record of offences.

8.2.2 This policy shall not preclude any equity measures implemented by CMCC or as
required by law.

8.2.3 There shall be no harassment or sexual harassment exercised by or against an
individual.
8.2.3.1 Harassment means engaging in a course of vexatious comment, verbal
abuse or threats, or conduct related to one or more of the prohibited grounds of
discrimination under Section 8.2.1 of this policy.
8.2.3.2 Sexual harassment means engaging in a course of vexatious comment or
conduct of a sexual nature including sexual assault, verbal abuse or threats,
unwelcome sexual invitations or requests, demands for sexual favours or
unwelcome innuendo, or taunting about a person’s body, physical appearance or
sexual orientation.
8.2.3.3 Conduct and/or behavior also constitutes harassment, whether or not it is
based on the prohibited grounds of Section 8.2.1, when it creates an intimidating,
demeaning or hostile working or academic environment.

8.2.4 There shall be no reprisal or retaliation nor any threat of reprisal or retaliation
against anyone for pursuing rights under this policy. Any such alleged reprisal or
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retaliation or threat thereof shall be equivalent grounds for laying a complaint
under this policy.

8.2.5 The informal resolution procedure set out in this policy offers a means to resolve
complaints in appropriate cases. However, non-compliance with this policy may
lead to discipline by CMCC. Any questions regarding the appropriate individual
with whom to a file a complaint should be directed to the Director, Human
Resources or Director, Student Services. If it would be inappropriate to contact

either one of the Directors above, the other may serve as an alternate.
8.3 Informal Resolution Procedure

8.3.1 Any individual may seek the advice of the Director, Human Resources or Director,
Student Services to discuss situations which may be encompassed by this policy.
All such discussions shall be held in accordance with the policies and procedures.
The Director, Human Resources or Director, Student Services shall explain these
policies to every individual seeking advice. Breach of these Policies by either
party involved in the issue, may lead to termination of the informal resolution
procedure by the Director, Human Resources or Director, Student Services.

8.3.2 Individuals who wish to file a complaint of discrimination or harassment with the
Human Resources or Student Services Office should seek advice from the
Director, Human Resources or Director, Student Services regarding the

procedures that will govern such a complaint.

8.3.3 A complaint may be filed by (an) individual(s) up to six (6) months from the
incident, or most recent related episode in a series of incidents, of the
alleged discrimination or harassment occurring.

8.3.4 In any meeting the complainant(s) and respondent(s) may be accompanied by
a colleague of his or her choosing.

8.3.5 If the circumstances giving rise to a complaint under this policy independently give
rise to proceedings before a Board of Inquiry under the Ontario Human Rights
Code or to proceedings in the courts or to the laying of a criminal charge, or to
proceedings under the Grievance Procedure or the Code of Student Conduct
Discipline Procedure, then the complaint and resolution procedures set out herein
may, at the option of the Institution, be terminated or alternatively suspended until

such proceedings are concluded.
8.4 Initiating The Complaint
8.4.1 Following consultation with the Director, Human Resources or Director,
Student Services, the complainant(s) may elect to file a complaint which
shall be in writing, signed and dated, setting out the circumstances of the
alleged discrimination or harassment, naming the respondent(s) and
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authorizing the Director, Human Resources or Director, Student Services to
attempt informal resolution.
8.5 Informal Resolution

8.5.1 Within five (5) working days of receiving the written complaint, the Director, Human
Resources or Director, Student Services shall provide the respondent(s) with a

copy and invite the respondent(s) to reply in writing.

8.5.2 The respondent(s) shall have fifteen (15) working days after receiving the
request to respond in writing to the Director, Human Resources or Director,
Student Services.

8.5.3 The Director, Human Resources or Director, Student Services shall provide a copy
of the response to the complainant and attempt to discuss the complaint with both
parties and may conduct informal mediation in an effort to resolve the complaint in a
manner acceptable to both parties.

8.5.4 If the terms of resolution entail action by CMCC, CMCC shall agree to undertake
such action by signing the written resolution document. If CMCC refuses to

undertake such action, it shall state in writing to the parties why it refuses to do so.

8.5.5If resolution is achieved, both parties shall sign a statement of the terms of
the resolution which shall be filed with the Director, Human Resources or
Director, Student Services.

8.5.6 If a resolution is not reached within thirty (30) working days of providing the
respondent with a copy of the complaint, the Director, Human Resources or
Director, Student Services will so inform the parties in writing and terminate
the proceedings of the informal resolution leaving the option for more formal
proceedings to be initiated.

8.5.7 Complaint files maintained by the Director, Human Resources or Director, Student
Services pursuant to this policy shall be confidential and may not be introduced in
subsequent investigations or proceedings except as provided in section 8.6 below,
or unless compelled by law. The Director, Human Resources or Director, Student
Services may not appear as witnesses in any dispute resolution process arising
from the application of this policy or in any subsequent investigations or
proceedings unless compelled by law.

8.6 Retention of Files
8.6.1 All documents related to a complaint will be retained in confidence for ten (10)
years in the Director, Human Resources or Director, Student Services Office and
then will be shredded. Such files in the Director, Human Resources’ or Director,
Student Services’ Offices can be accessed only when there is reason to believe
that there is a pattern of harassment.

Discipline Process: (CMCC Student Handbook 2008-2009, pgs. 41-43)
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Any student of CMCC may be dealt with for breaches of conduct, both academic and non-
academic. This shall include, but is not limited to breaches of conduct involving morality, ethics
or legality which could affect the reputation of the Canadian Memorial Chiropractic College and
the chiropractic profession.

All students of the CMCC community enjoy the same basic rights as do all citizens and are
bound by the same responsibilities to respect the rights of others as are all citizens. Therefore,
breaches of the CMCC Standards of Student Conduct which are also breaches of the law, may
also be dealt with in the courts.

CMCC does not serve as a sanctuary from the laws governing all citizens. Nor does it stand in
‘loco parentis” to any of its students and each member is free to organize his or her own
personal life and behaviour, subject only to the law and to the duly established rules of CMCC.
These rules include, but are not exclusive to the following definitions of Academic and Non-
Academic Offences, and notwithstanding any action or sanction taken or imposed by any third
party against the member committing the breach of conduct.

Academic offenses relate to the honesty and fairness of the teaching and learning relationship,
especially with respect to evaluation. Thus, the essence of an academic offence by a student is
the seeking of a credit by fraud or misrepresentation, rather than on the basis of merit. The
essence of an academic offence by a teacher is dishonesty or unfairness in dealing with the
work or record of a student. Shortcomings in academic performance due to neglect or
incompetence ought not to be dealt with by disciplinary processes but by suitable administrative
action. In the case of the student, they will be reflected in the student’s academic standing. In
the case of the teacher, they are primarily failures to fulfill obligations to CMCC as employer and
should be dealt with accordingly.

Of the Offences listed here, section A and C relate to Offences by students. Section B includes
Offences that can only be committed by a member of the teaching staff or a member acting in
that capacity, as for example, a teaching assistant. The list of available sanctions and the
conditions under which they are to be imposed by the Discipline Board are contained in Section
19 herein.

A) Examination Violations

The following Examination Regulations and Procedures are established for the purpose of
acquainting the students with their obligation to CMCC and are found on page 23-25 of the
Student Handbook 2008-2009.

The actions that constitute a violation of examination procedures in essence are:
¢ Looking at another examinee’s examination booklet or answer sheet or test paper.
Being engaged in any form of communication with another examinee (be such
communication visual, oral or otherwise).
e Being in possession of (whether actually using them or not) extraneous materials (such
as coats, books, papers, etc.).
¢ Failure to follow the procedures of the examination as listed in this document.
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In order to protect the integrity of the teaching, learning and assessment processes of CMCC, it
shall be an offence for any student, with intent to deceive to attempt to or actually to:

use unauthorized aids or obtain unauthorized assistance in any academic writing, essay,
thesis, research report, project or assignment submitted for credit in a course, or
program of study, or an examination;

represent as that of the student in any academic writing, essay, thesis, research report,
project or assignment submitted for credit in a course or program of study any idea or
expression of an idea of another; (Note: this clause covers plagiarism in parts of a work,
and the case where the student obtains an entire essay, etc. and submits it as his/her
own.)

represent as that of the student any idea or expression of an idea contained in any
academic writing, essay, thesis, research project or assignment submitted for credit in,
or otherwise in connection with, any course or program of study;

submit for credit in any course or program of study, without the knowledge and approval
of the faculty to whom it is submitted, any academic writing, essay, thesis, research
report, project or assignment for which credit has previously been obtained or is being
sought in another course or program of study at CMCC or elsewhere;

submit for credit in any course or program of study any academic writing, essay, thesis,
research report, project or assignment containing a purported statement of fact or
reference to a source which has been fabricated;

reproduce lectures by tape recording same, or by any other mechanical means without
the written approval of the lecturer;

sell or provide notes prepared from faculty lectures without the written approval of the
lecturer; (Note: This is not intended to prevent the free exchange of notes between
students.)

unless express approval is given for entry, enter into offices, rooms or other places to
which they are not entitled, which shall include, but not be limited to administrative
offices, professional offices, supply rooms.

B) to the benefit or detriment of a member or former member to:

evaluate work performed by the member for credit in a course or program of study by
reference to any criterion that does not relate to the merit of the work, provided that a
department or a division of CMCC shall have the right to establish regulations
prescribing penalties that may be imposed in the recording of the grade for work which a
member has failed to perform, or submit within the time or in the manner required, and
where such regulations have been established, penalties for such failure may be
imposed by a member in accordance therewith;

evaluate an application duly made by the member or former member who is seeking
admission or transfer to a course or program of study by reference to any criterion that
does not relate to the academic suitability of the applicant for the course or program of
study; except that where limitation on enrolment in the course or program of study exists,
academically suitable candidates may be selected by duly established and published
criteria. (Note: This clause does not apply to cases where improper criteria have been
used to evaluate an application by a person who is not a member or former member at
the time the application is made. Such conduct does not relate to the process of
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evaluation, or to the honesty and fairness of the teaching and learning relationship
among members of CMCC.)

C) Diplomas or Certificates

In order to protect the integrity of the diplomas or certificates granted by CMCC, the
Discipline Board shall have power to recommend to the Academic Affairs Committee the
cancellation, recall or suspension of any diploma or certificate obtained by any alumnus
who, while a member, committed any academic offence which, if detected before the
granting of the diploma or certificate, would, in the judgment of the Board, have resulted
upon conviction in the application of any sanction sufficiently severe to lead to the loss of
credit in any course or program of study pursued by that alumnus, so that the diploma or
certificate would not have been granted.

In order to protect the integrity of the diplomas and certificates granted by CMCC, the Board
shall have power to recommend to the Board of Governors the cancellation, recall or
suspension of any diploma or certificate obtained by any alumnus who, while a student,
committed any academic offence which, if detected before the granting of the diploma or
certificate, would, in the judgment of the Discipline Board, have resulted in conviction or in
the application of any sanction sufficiently severe to lead to the loss of credit in any course
or program of study pursued by the alumnus, so that the diploma or certificate would not
have been granted.

Offences committed by a student of CMCC may be classified as either academic or non-
academic in nature. In the case of academic Offences, the decision concerning the conduct
of the student may be made by a faculty member, the Dean, the Academic Affairs
Committee, the President, the Discipline Board and/or the Board of Governors. The decision
making process may be commenced at any intermediate stage, at the discretion of the
President, and appealed to a higher body, save and except to the Board of Governors,
which said appeal is discretionary in nature. In the case of a non-academic offence, the
student’'s conduct may be dealt with by the Students’ Council, the faculty member
concerned, the Dean, the President, the Discipline Board, the Director of Student Services
and/or the Board of Governors. Again, the decision making process may be commenced at
any intermediate stage and appealed to a higher body, save and except to the Board of
Governors which said appeal is discretionary in nature. The disciplinary process set out
herein supersedes any and all methods of dealing with disciplinary action set out in any
other material distributed by CMCC.

Each member of CMCC has an obligation to participate in the enforcement of these
regulations.

Any members observing a breach of regulations should advise the offender of the
regulations. Any member who is advised that he/she is violating a regulation should
immediately stop the violation. Any member of CMCC who fails to report the existence of a
violation by another member, may be found guilty of participating in the said violation.
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Any member who is in violation of the regulations may be subject to disciplinary action and
penalty, which may include the imposition of a fine, restitution, suspension or expulsion from
CMCC.

The following is excerpted from the CMCC and CUPE Local 4773 Collective Agreement, Article
#36, excerpted below:

Article 11 — Grievances

11.01

11.02

11.03

11.04

11.05

11.06

For the purposes of this Agreement “grievance” shall mean any difference or dispute
arising between the parties to this Agreement concerning the interpretation, application,
administration or alleged violation of this Agreement, including any question as to
whether a matter is arbitrable.

Complaint Step:

With the exception of a grievance that may be submitted directly at Step 2 as provided
for in this Article, no grievance shall be deemed to exist unless the matter has
Supervisor. This discussion shall be requested by the employee no later that 10 working
days after the employee became aware, or ought to have been aware of the
circumstances giving rise to the complaint.

Step 1:

If the grievance is not settled as provided for in 11.02 above it shall be set forth in
writing, signed by the grievor and a Union Steward and given to the employee’s
Supervisor. The written grievance shall be submitted no later than 2 working days
following receipt of the employee’s Supervisors’ reply as provided for in 11.02 above and
shall contain details of the grievance, the specific provision(s) or interpretation of the
Agreement allegedly violated and the relief sought. A Step 1 meeting shall be scheduled
within § working days of the filing of the Step 1 grievance. The meeting shall be between
the employee, the Union Steward, the employee’s Supervisor and another management
representative. The Union shall be given a written reply, no later than 5 working days
following the Step 1 meeting.

Step 2:

If the grievance is not settled at Step 1 it shall be submitted in writing to the appropriate
Dean no later than 5 working days following receipt of the Step 1 reply. The Dean and
another management representative shall meet to discuss the grievance with the grievor
and the Union representative within 5 working days of the filing of the grievance at Step
2. CMCC’s written reply shall be given within 5 working days following the Step 2
meeting.

If the grievance is not settled at Step 2 it may be taken to Arbitration as provided for in
Article 12 Arbitration.

The parties agree to follow the Grievance process in accordance with the steps, time
limits and conditions set out in this Article.
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11.07 A group grievance, defined as a grievance where two or more employees allege a
specific provision or interpretation of the Agreement has been violated and request a
common relief, shall be submitted, by the Union directly at Step 2. However, no
grievance shall be considered unless it is submitted within 10 working days after the
Union became aware of or ought to have been aware of the circumstances giving rise to
the grievance.

11.08 A policy grievance, defined as a grievance involving a question of general application or
interpretation of an Article, shall be submitted by the Union directly at Step 2. However,
no grievance shall be considered unless it is submitted within 10 working days after the
Union became aware of ought to have been aware of the circumstances giving rise to
the grievance.

11.09 Any of the time allowances set out in the Article may be extended, if mutually agreed to,
in writing, by the parties.

11.10 Grievance and Arbitration Pay Provisions Representatives of the Union shall not suffer
any loss of pay or benefits for time meeting with management involved in the grievance
and arbitration procedure.

Non-Represented Employees:

CMCC'’s policy on complaint resolution for non—represented employees is outlined below.
CMCC Complaint Resolution Policy 9.01

Introduction

CMCC is committed to promoting good employee relations and wishes to ensure that proper
channels exist through which problems concerning employment or working conditions may be
resolved as fairly and expeditiously as possible.

In recognition of the fact that situations may arise where an employee encounters treatment,
which he/she considers to be unfair, and which constitutes grounds for complaint, the following
procedures have been developed to have the complaint proceed through the appropriate
channels in a fair and expeditious manner.

Policy

Employees should note that presenting a complaint shall not in any way prejudice the position of
an employee in his/her department and that the resolution of a complaint shall be consistent
with the established policies, practice and procedures of the College.

Informal Review Process

Once an employee concludes that he/she may have a complaint, he/she should endeavour to
resolve the issue in an informal way with his/her immediate supervisor. The complaint shall be
presented within two weeks of the incident’s alleged occurrence. The immediate supervisor
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and/or Division Director have a responsibility to attempt to resolve the complaint and, where
appropriate, seek the advice of the Director, Human Resources on specific problems pertaining
to employment policies and practices within the College. Every effort should be made to resolve
departmental problems informally at this level.

Formal Review Process

It is to be noted that as the level of the immediate supervisor may vary according to the level or
rank of the staff member, the steps involved in the formal Review Process will vary accordingly.

Step I: Immediate supervisor

The employee shall submit a statement in writing outlining his/her complaint to the immediate
supervisor, forwarding a copy to the Division Director (if not the employee’s immediate
supervisor) and the Director, Human Resources. The complaint must be submitted within 10
business days of the completion of the informal review process.

Within five working days of receiving the complaint, the immediate supervisor and/or Division
Director shall meet with the Complainant and in consultation with the Director, Human
Resources investigate the matter and attempt to resolve the complaint based on the established
policies, practice and procedures of the College.

Step ll: Vice-President, Administration/Dean

If the employee is not satisfied with the decision made by his/her immediate supervisor and/or
Division Director, the employee, if an administrative staff member, shall submit a statement in
writing to the Vice-President, Administration sending copies to the parties involved and the
Director, Human Resources. The complaint must be submitted within ten business days of the
completion of Step I. If the employee is a faculty member, he/she shall submit a statement in
writing to the appropriate Dean sending copies to the parties involved in Step | and the Director,
Human Resources. Statements in writing shall include all the information from Step | and
include the reason the employee is dissatisfied with the decision.

Upon investigation of the complaint, the Vice-President/Dean shall communicate his/her
decision in writing to the employee explaining the rationale behind the decision within five
working days of receiving the complaint.

Step lll: President

If the employee is not satisfied with the decision made by the Dean or Vice-President,
Administration, the employee shall submit a statement in writing to the President sending copies
to the parties involved in the previous steps and the Director, Human Resources. This statement
shall include the reason why he/she is dissatisfied with the decision, and, must be submitted
within ten business days of the completion of Step II.

Upon investigation of the complaint, the President will notify the complainant of his/her decision
outlining the rationale for the decision within five working days of receiving the complaint.
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Step IV: The Board of Appeal

If dissatisfied with the President’s decision, the employee must submit to the President a written
request to have a Board of Appeal established. This request must be submitted within ten days
of the completion of Step Ill. Upon receipt of this request the President will request the
employee and immediate supervisor to each nominate an employee of the College to formulate
the Board of Appeal. The two Board of Appeal members shall appoint a third person to act as a
Chair. In the event that the two members do not reach agreement on a Chair within five working
days of their nomination, the President or another member of Senior Management shall appoint
a Chair within three working days.

The Board of Appeal shall have the authority to determine its own rules provided that they are
ethically and legally sound and in accordance with procedures and practices of the College. The
Board of Appeal may request and be provided with whatever evidence and documentation it
deems relevant to the case including a report on the matter from Human Resources. It may
resolve the complaint in any way it feels is just provided it is consistent with the established
policies, practices and procedures of the College. In making a final decision, the Board of
Appeal will take into consideration past decisions made in situations of a similar nature. The
decision of the Board of Appeal shall be by majority vote with each of the three members being
entitled to one vote.

The decision of the Board of Appeal with an explanation of the reason for the decision shall be
communicated in writing to the employee within ten working days of the constitution of the
Board forwarding copies to the President, the parties involved in the earlier steps and the
Director, Human Resources.
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11.2 Policy Implementation and Awareness

Attach as Appendix 11.2 an explanation of how the organization will inform students and
employees about the organization’s dispute resolution policies and procedures outlined in
Appendix 11.1.

Appendix 11.2 will contribute to the assessor’s judgments about whether the submission meets the Board’s
Dispute Resolution standard, Benchmark 2: Handbook for Private Organizations.

Students and employees are informed about and understand the policies and procedures for
dispute resolution. To these ends, the Applicant’s policies shall ensure that:
= charges or complaints against an individual are stated clearly and in writing;
= there is an administrative person(s) responsible for dealing with complaints and to whom
complaints may be directed, and who may facilitate the informal and satisfactory resolution of
disputes;
= there is a process for reviewing disputes and examining the evidence;
= there is provision for a final internal review by a body of persons not involved in the dispute in any
way.

Policy Implementation -- Students:

As discussed in Appendix 8.2.2 of this submission, students are given a copy of the CMCC
Academic Calendar and the CMCC Student Handbook 2008-2009 and are required to verify,
yearly, in writing the receipt of both and that they are responsible for reviewing and
understanding the polices of CMCC.

Annually, the students are required to confirm their having read and understood these policies
as part of the registration process.

The Director, Student Services makes a presentation to incoming student during Orientation on
Policies and Procedures

All students must complete and pass, with a minimum of 60%, an on-line tutorial based on the
academic policies and standards of student conduct as a promotion requirement.

Policy Implementation -- Represented employees:

For represented employees, there is an agreed-upon practice to discuss matters of interest
between parties (Article 9 — Labour/Management Committee) and a grievance process to initiate
a complaint (Article 11 — Grievances).

Policy Implementation -- Non-Represented employees:

The following methods are used to communicate with employees:

In the initial employment letter of offer, the employee is referred to CMCC policies and
procedures. The are informed that they responsible to become familiar with its contents.
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12. ORGANIZATION EVALUATION

Appendices in section 12 will contribute to the assessor’s judgments of the proposal against the Board’s
Organization Evaluation Standard:

Program
Evaluation
Standard

The quality of the operational and administrative aspects of the organization is assured by
procedures for periodic evaluation that meet the requirements outlined in the benchmarks.

12. Periodic Review Policy and Schedule
Attach as Appendix 12.1 the formal, approved policy and procedures for the periodic review of your
organization.

Appendix 12.1 will contribute to the assessor’s judgments about whether the submission meets the Board’s
Organization Evaluation standard, Benchmarks 1 and 2: Handbook for Private Organizations.:

1.

The applicant has a formal, institutionally approved policy and procedure for the periodic review of it

operational and administrative policies and procedures embodying the following characteristics:

a) organizational reviews at regular intervals, normally not exceeding five to seven years. The first such
evaluation should occur before a request for renewal of ministerial consent

b) criteria for organizational review that include:

i) assessment of the continuing adequacy of the organization’s mission statement and academic
goals that accurately identify the academic character and aspirations of the organization;

il)  assessment of the continuing adequacy of the organization’s governance structure and qualified
administrative capacity necessary to organize and manage a competent institution of higher
learning with appropriate participation by qualified academic staff and in consultation with
students;

c) assessment of organization’s ethical conduct and businesses practices in its dealings with
administrative, academic and support staff, students, regulators, suppliers, and the public in general;

d) assessment of the continuing accuracy and completeness of the institution’s public reports, materials
and advertising and the key information about the organization and that it is readily available to
potential and current students;

e) assessment of the organization’s commitment to and the continuing appropriateness of its academic
freedom and integrity policies in that they (i) recognize and protect the rights of individuals in their
pursuit of knowledge; (ii) clearly define the ownership of the intellectual products of employees and
students; (iii) uphold formal ethical research standards; and (iv) foster and enforce academic honesty;

f) assessment of the continued financial stability of the organization and that it has the financial resources
to provide a stable learning environment and to ensure that students can complete the program with the
stated learning outcomes;

g) assessment pf the continuing appropriateness of the organization’s dispute resolution policies and
practices.
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2. The Organization review procedure includes:

(a) A Self study
A study undertaken by administrators, faculty members and staff of organization based on evidence
relating to organizational performance against the criteria stated above, including strengths and
weaknesses, desired improvements, and future directions.

(b) An Organization Evaluation Committee

A committee struck by the senior administration to evaluate the organization’s operational and
administrative activities, policies and procedures based on (a) the self study and a site visit during which
members of the committee normally meet with administrators, faculty members, students, graduates, and
other relevant parties such as financial auditors, bankers, critical service providers to gather information.
A majority of the members must have relevant expertise in the degree-granting environment, be from
outside the institution, and be free of any conflict of interest.

(c) The Report of the Committee

The overarching purpose of the Organization Evaluation Committee report is to assess the appropriateness
and quality of the organization’s operation, policies and procedures, and to recommend any changes
needed to strengthen that quality. The report must be addressed to the senior administration and be shared
with the academic council and governing Board, together with a plan of action responding to the
recommendations in the report.

CMCC is committed to the ongoing programmatic review and evaluation of its organization and
program quality relative to its stated mission and goals. CMCC’s policy on Programmatic
Reviews is as follows:

CANADIAN MEMORIAL
CHIROPRACTIC COLLEGE
POLICY

NO OF PAGES: 4

POLICY NO.

TITLE: Program Review
Policy

APPROVED BY:
Institutional Affairs

REPLACES POLICY: EFFECTIVE DATE: REVIEW DATE:
Quality Assurance March 2009 January 2014
Standard- 7 (Program
Review)-July 2003

1.0

POLICY

CMCC will conduct three types of program reviews in compliance with the standards of the Canadian
Federation of Chiropractic Regulatory and Educational Accrediting Boards (the Federation) and the
Postsecondary Education Quality Assessment Board (PEQAB):

a.
b.
c.

an annual program review
a specific department review as directed by the President

a comprehensive formal program review every five to seven years as directed by either the
Federation or PEQAB
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2.0 PURPOSE

A Program Review is a systematic process of collecting and disseminating information to assist
administrators and faculty in making judgements about the effectiveness and quality of the academic
program and organization. The general purpose of a program review is to:

e Assist CMCC with the improvement of academic programs

e Provide assurance to the program clientele, the public, and the accreditation bodies that quality
control procedures are in place

e Provide accumulative results which may indicate trends

e Assess past and recent innovations or changes

e Confirm, promote and improve the quality of the student’s learning experience

The results of such reviews, measured in terms of faculty, students, library resources, curriculum, facilities
and reputation, are to be available for review and discussion by both internal and external accreditation
bodies.

As per PEQAB’s guidelines, a post-secondary institution wishing to receive or maintain its accreditation
status will have established the following guiding questions as part of an institution’s review process:

a. Academic program reviews (both internal and external) occur at regular intervals, normally not
exceeding five to seven years. Criteria to be included in program reviews:
i. Assessment of the continuing consistency of the program with the organization’s
mission, educational goals and long range plan
ii. Assessment of the learning outcome goals and standards to determine if the intended
outcomes are appropriate and relevant to the degree level
iii. Assessment of the continuing relevance of the program to the field of practice it serves,
including evidence of revisions made to adapt to changes in the field of practice
iv. Assessment of the continuing appropriateness of the program’s structure, method of
delivery and curriculum for its educational goals and standards
v. Assessment of the continuing adequacy of the methods used for evaluating student
progress and achievement
vi. Assessment of the efficient and effective utilization and adequacy of existing human,
physical, technological and financial resources
vii. Assessment of faculty performance, including the quality of teaching and supervision
and demonstrable currency in the field of specialization
viii. Assessment of individual student work in the terminal stage of the program that reflects
exemplary, average and minimally acceptable performance demonstrating that a
degree-level standard has been achieved

3.0 SCOPE:

This policy applies to all programs and departments in the institution.

4.0 INFORMATION AND COMPLIANCE PLANS:

Students and faculty members are informed about CMCC policies in a number of ways. By the time a
policy is adopted, it has been reviewed by a number of internal operational committees, all of which

include employee representation from many areas of the institution. When a new policy is passed, all
employees are notified of the policy by email. Relevant policies are discussed at orientation sessions.
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Policies are referenced on the CMCC web site. All employees are subject to the terms of this policy
whether they read the policy and agree to abide by its terms or not.

5.0

SANCTIONS:

This policy is part of an overall QA process and as such is not subject to individual employee sanctions.

6.0

7.0

8.0

9.0

9.1

RESPONSIBLE:

Executive:
Each member of the Senior Management Team is responsible for the annual review and
implementation of this policy.

RELATED POLICIES:

Quality Assurance Policy
DEFINITIONS/EXPLANATIONS/EXAMPLES: None
PROCEDURES

Annual Program Review

An annual program review will be conducted to assess the items listed below:

Vi.

Assessment of the continuing consistency of the program with the organization’s mission,
educational goals and long range plan

Assessment of the learning outcome goals and standards to determine if the intended outcomes
are appropriate and relevant to the degree level and the standards of any related regulatory,
accrediting or professional association

Assessment of the continuing relevance of the program to the field of practice it serves, including
evidence of revisions made to adapt to changes in the field of practice

Assessment of the continuing appropriateness of the program’s structure, method of delivery and
curriculum for its educational goals and standards

Assessment of the continuing adequacy of the methods used for evaluating student progress and
achievement

Assessment of individual student work in the terminal stage of the program that reflects
exemplary, average and minimally acceptable performance demonstrating that a degree-level
standard has been achieved

An Annual Program Review is conducted at a mid-year point and updated at the end of the academic

year.

The Annual Program Review Reports will be submitted to the relevant members of the Senior
Management Team and to the Division of Institutional Planning and Assessment for collation and
submission through the President to the Board of Governors.

Further, as part of the program review process, evidence of revisions made to a course or assessment
process are to be clearly documented and recorded in the minutes of CMCC’s Academic Affairs
Committee and if required the Institutional Affairs Committee.
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9.2 Specific Department Review

Individual courses may be reviewed as part of a Program Review process to determine the continuing
relevance of the course to the field of Chiropractic.

CMCC is committed to conducting at least two (2) department reviews each calendar year.

When a specific department review is conducted, a report that includes specific recommendations will be
submitted to the President.

Further, as part of the review process, evidence of revisions made to adapt to changes arising from the
reviews is to be clearly documented and recorded in the minutes of CMCC’s Academic Affairs and
Institutional Affairs Committees.

9.3 Accreditation Program Review

As a professional program, CMCC is subject to external review by two accreditation bodies, the
Federation, and PEQAB. The accreditation process conducted by these two bodies occurs minimally
every 5 to 7 years and requires a self study component and a site visit.

The self study documents are used by CMCC to address specific requirements by the accreditation
bodies and illustrate compliance with standards based upon previous submissions. The self study
documents are reviewed by the accrediting bodies and follow-up documentation is submitted as required.

Site visitations are used to verify the self study documentation.

The above policy embodies the following characteristics relevant to PEQAB Standard 12
Benchmarks (referenced in italics):

a) an organizational review undertaken every 5 — 7 years: As a consequence of its
accreditation with the Canadian Federation of Chiropractic Regulatory and Educational
Accrediting Boards (the Federation), CMCC undergoes a formal in-depth review and
self-assessment (Self Study) of its organizational structure, program quality, processes
and outcomes every five to seven years. In addition, every five years, CMCC will submit
an application for renewal of Ministerial consent to offer the Doctor of Chiropractic
degree. This process involves a thorough assessment and evaluation against private
degree granting standards.

The standards for chiropractic education programs are very similar in many respects to the
standards for private institutions established for degree granting programs by PEQAB. Each of
the characteristics identified with this standard are embodied in those articulated by the
Federation. A complete list of Standards for Chiropractic Programs is in Appendix 13.5 and a
comparison of these standards to the Private Degree Granting Standards is in Appendix 13.11.

The Self Study process and subsequent organizational review by a Site Visitation Team further

assesses the institution’s adherence to the Federation’s Standards for Doctor of Chiropractic
Programs, which address the following:
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a) an assessment of the continuing adequacy and appropriateness of the institution’s
mission statement and academic goals to meet the needs of the institution and the
continuing adequacy of the governance structure: Federation Standard A2.a, 3 —
Organizational Structure — Governing Board and Administrative Organization, Standard
B — Mission and Goals and Standard H: Evaluation, Planning and Effectiveness

b) assessment of the ethical conduct and fair business practices: Federation Standard
C.11 a,b — Policies and Procedures - Integrity

c) assessment of the continuing accuracy and completeness of the institution’s public
reports, materials and advertising and the key information about the organization and
that it is readily available to potential and current students: Federation Standard C.1 —
Policies and Procedures - Disclosure

d) assessment of the organization’s commitment to and the continuing appropriateness of
its academic freedom and integrity policies in that they (i) recognize and protect the
rights of individuals in their pursuit of knowledge; (ii) clearly define the ownership of the
intellectual products of employees and students; (iii) uphold formal ethical research
standards; and (iv) foster and enforce academic honesty: Federation Standard C.3 —
Policies and Procedures - Research, Federation Standard C.5.a — Policies and
Procedures — Faculty and Staff, Federation Standard C.7.a,b - Policies and Procedures -
Integrity

e) assessment of the continued financial stability of the organization and that it has the
financial resources to provide a stable learning environment and to ensure that students
can complete the program with the stated learning outcomes: Federation Standard E —
Inputs/Resources — Finances

f) assessment of the continuing appropriateness of the organization’s dispute resolution
policies and practices: Federation Standard C.1.g — Policies and Procedures —
Disclosure, Federation Standard C.6.f — Policies and Procedures — Students — Student
Complaints, Federation Standard C.11.f — Policies and Procedures - Integrity

Annual Organizational and Program Review

In addition to formal external reviews conducted by our accreditors, CMCC undertakes a
number of regular organizational and program reviews as part of its normal business cycle. As
a consequence, CMCC updates and revises, as necessary, its Strategic and Academic Plans
on a minimum five year cyclical basis, most recently completed in 2006 and 2008 respectively.
In so doing, the institution undertakes a review and assessment of its internal and external
threats and opportunities and assesses how these are affected by its inherent strengths and
challenges. The outcome of this process is the development of operational targets and planned
activities that are formulized in a series of institutionally based SMART Goals. These goals then
provide guidance for the development of divisional SMART Goals, thereby integrating the
activities of various management levels towards a common institutional mission and vision
reflecting the institution’s aspirations.
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As a measure of its progress towards meeting its goals and objectives, the Senior Management
Team, with input from mid-level management, annually reviews the outcomes of its activities.
Based upon these measures, the institution modifies its priorities as necessary for the
subsequent academic year. These priorities form the basis for the development of divisional
SMART Goals, which are formally reviewed and assessed in the fall and spring. These
progress reports are subsequently submitted to and reviewed, semi-annually, by the Board of
Governors.

CMCC maintains a comprehensive and ongoing system of evaluation and planning and reports
formally on this process many times per year as noted below. In essence, structure, process
and outcome strategies ensure the comprehensiveness and effectiveness of planned strategies.

Ongoing
measured
outcomes
and
analysis

Outcomes

Process

Planning meetings, mind-map
technology, activities

Structure

Infrastructure comprised of oversight committees,
organizational structure, and resources to facilitate
and support change

A. Structure:

The system of planning and evaluation can best be captured by the organizational structure and
related meetings that ensure ongoing communication of the plan and its outcomes. The
following depicts the structure used in planning and evaluation; however, it should be
highlighted that underlying this framework are countless divisional, departmental and individual
meetings that provide ongoing feedback to the status and outcomes of the plan.

1. Board of Governors: A semi-annual and annual progress report is prepared each year and
presented at the two Board of Governors meetings. These submissions report on the
institution’s progress towards meeting its goals by outlining the divisional goals, an
assessment of outcomes, an analysis of how successful we are at meeting these goals,
and/or what remedial activities or revision to the plan is necessary to move forward towards
meeting our strategic objectives. These reports form the basis for the Board to assess the
institution’s success at evaluation and planning and for the approval of the necessary
resources needed to meet the institution’s planning goals for subsequent years.
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Each of the two reports provides an interim barometer of the effectiveness of activities
performed towards achieving stated year end targets. These reports are compiled
according to the overall program areas (Administration, Undergraduate Education, Graduate
Education and Research, and Institutional Advancement). They contain divisional goals that
have been agreed to for the year in order to meet CMCC's strategic directions. Each goal is
assessed relative to the success of the Division toward achieving its goals, by showing the
outcomes which have been assessed. An overall evaluation of the success at achieving the
divisional goals is also provided.

2. Division Directors: The Division Directors meetings are held quarterly. For each meeting
directors prepare a written report on their progress towards meeting their divisional goals by
reporting on outcomes and an assessment of each, relative to the stated goals for the
period. These meetings are further used to explore synergies that emerge as a
consequence of the sharing of the strategic plan, activities and outcomes of each Division.
Thus the threat of a silo-thinking mentality is replaced with one that is more collaborative
and integrative, and as a consequence prevents redundancy or duplication of activities, and
facilitates a uniform direction and consistency of message.

3. Senior Management Team: The Senior Management Team reviews the overall institutional
goals with the President on a frequent basis, using a SMART Goal methodology and
reporting tool developed to present information in a high-level yet comprehensive format. In
addition, the Senior Management Team holds annual Planning Retreats to ensure the team
remains focused on the overall priorities, assesses the achievement of stated targets,
identifies potential gaps and solutions, and makes necessary strategic alterations for the
subsequent year(s). These meetings result in the identification of Institutional Priorities for
the subsequent year and are communicated to the CMCC community once finalized.

4. Budget Submissions: Each Division prepares its annual budget submission and ties
resource requests to their divisional plan. Each Division Director’s budget is submitted to
and vetted by their executive level director for continuity of divisional and institutional
planning priorities.

B. Process

Ongoing planning is derived from the assessment of outcomes associated with the strategic
priorities of the institution. CMCC has provided each manager with the software (Mindjet
MindManager Pro7) to utilize for updating their divisional progress towards meeting their goals
and to provide a consistent and effective communication tool to ensure all of our constituents
are clear on our strategies and goals. Linked to these objectives are measurable activities that
provide an ongoing assessment of the effectiveness of meeting their various targets.

C. Outcomes

The final piece is the collection of appropriate outcomes, selected to measure the effectiveness
of the undertaken processes. CMCC undertakes evaluation using a number of data points and
tools, such as external data trending by year; internal data trending by year and by category;
survey of the chiropractic profession and alumni (2006); survey of the student body (annual);
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internal and external reviews; potential applicants (annual starting in 2007); and customers
including Supply Centre customers, Continuing Education participants and patients.

CMCC recently undertook a Self Study and independent organizational review (Site Visit)
following which the accreditation Site Team commended CMCC on its commitment to the above
processes:

CMCC has excellent evaluation processes linked directly to the DCP’s Mission, goals,
and objectives, and effectively utilizes outcome measures to drive its planning and
resource allocation processes. The Team commends the College for its institutional
planning, evaluation, and measures of effectiveness activities to include its utilization of
SMART Goals methodology and Mindjet Mind Manager Pro7 software as tools which
continuously provide shared information regarding achievement of the goals and
objectives that have been formulated as a result of strategic planning and the setting of
Institutional Priorities exercises.

Academic Departmental Reviews

The institution is committed to excellence in its academic programs. Accordingly, Academic
Program reviews are undertaken on a regular basis. These may be in the form of internal or
external departmental reviews. The reviews explore the administrative structure and processes,
qualifications and performance of personnel, practices, nature and completeness of its
programs and reports, and financial viability.

Self Study and Organizational Review Committee and Report

CMCC has recently completed its accreditation cycle with the Federation, having been granted
another seven year accreditation award in November 2008. Given the significant overlap in
standards between the two sets of standards (i.e., PEQAB and the Federation), CMCC has
enclosed this Self Study, Self Study Update and Report of the Site Visitation Team, including
CMCC’s response in support of the requirement to undertake an organizational and
programmatic Self Study, host an independent organizational review and respond to the report
of findings from this process.

Self Study

On May 1, 2008, CMCC submitted a comprehensive Self Study to the Commission On
Accreditation of the Federation, followed by an Update to the Self Study on August 1, 2008 (see
Appendices 13.7 and 13.8. The Self Study documents are prepared at the departmental and
divisional level, submitted to the respective member of the Senior Management Team and
reviewed and collated by the Division of Institutional Planning and Assessment. These reports
speak to the assessment of how CMCC meets the standards for accreditation of Doctor of
Chiropractic Programs (DCPs) and addresses the outcome measures, evaluation and changes
to planning for each program area and how this aligns with the institutional goals and supports
the institutional Mission.

Site Visit

In September, an independent Site Visitation Team (Organizational Review Committee) visited
CMCC for a one week period to complete its on-site assessment of the Self Study Reports.
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The organizational review committee was a committee appointed by the Commission on
Accreditation and made up of assessors who are trained by the Academy of Site Team Visitors
by the Council on Chiropractic Accreditation USA. The members of the Site Team have
relevant expertise in a degree granting environment, are trained in accreditation reviews, are
external to CMCC, and are free of conflict of interest with CMCC. Therefore, the members of

the review team hold qualifications appropriate to this review:

CMCC asked two senior

academics from Ontario universities to participate as observers to the process of accreditation.
Both Dr. Marsden and Dr. Van Loon were provided with the Self Study, Update to the Self Study
and participated in the on-campus Site Visit, including meetings with faculty, staff, students,

community partners and alumni.

Site Visitation Team — September 2008

Name

Title

Home Institution

G. Lansing Blackshaw, Ph.D
Site Team, Chair

Provost Emeritus

New York Chiropractic College
Seneca Falls, NY

Thomas F. Bergmann, DC

Professor
College of Chiropractic

Northwestern Health Sciences University

Bloomington, MN

Beth Donohue, MS, DC

Director of Accreditation

New York Chiropractic College
Seneca Falls, NY

Marc Gamerman, DC

Private Practitioner

Hagerstown, MD

Tim Gross, MS, DC

Dean of Clinics

Life University

College of Chiropractic Marietta, GA
John Pecchia, CPA Vice President of Financial D’Youville College
Affairs Buffalo, NY
Richard Van Loon, PhD President Emeritus Carlton University
Ottawa, ON

Peter Waite, CAE

Executive Director

Federation of Chiropractic Regulatory and
Educational Accrediting Boards

Toronto, ON
Observers to the Site Visitation Team and Staff Support
Name Title Home Institution
Drew Potter, DC COA Observer; Glen Morris, ON

Private Practitioner

Lorna Marsden, PhD

President and Vice

York University

Chancellor Emerita Toronto, ON
Richard Van Loon, PhD President Emeritus Carlton University
Ottawa, ON

Peter Waite, CAE

Executive Director

Federation of Chiropractic Regulatory and
Educational Accrediting Boards
Toronto, ON

While on campus, the Site Team met with individuals or groups from the CMCC community.
Sessions were held with the Senior Management Team, the Executive Committee of the Board,
the Undergraduate Management Team, the Clinic Management Team, the Students’ Council,
the Faculty Council President, the President of the CUPE Local 4773 and Academic

Department Chairs.
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Meetings took place with the Dean of Undergraduate Education, the Associate Dean of Clinics,
the Education Directors, the Dean of Graduate Education and Research, the Vice President
Finance and Administration, the Vice President Institutional Advancement and the President.
Team members were able to speak with individuals from the following departments: Human
Resources, Finance, Information Technology, Continuing Education, Student Services, the
Supply Centre and Bookstore, Library Services, Institutional Planning and Assessment,
Research, Graduate Education, and Institutional Advancement.

CMCC also facilitated discussions for Team members with alumni and with various government
and community health care leaders with whom CMCC has relationships.

Members of the Team were able to visit and meet with administrators, clinicians and interns in
six of the seven patient care Clinics.

The Team also met with individual groups of faculty, staff and students and held two, one hour
open door sessions where anyone from the CMCC community could meet with members of the
Team.

Organizational Review Report and CMCC’s Response

Upon completion of their visit, the Site Visitation Team issued a Report of a Reaffirmation of
Accreditation Site Visit (Report). CMCC submitted a detailed response to this Report to the
COA in October (see Appendix 13.9).

The comprehensive review report commented on CMCC’s Self Study, the Update to the Self
Study and the interviews and interactions between Site Team members and the CMCC Board of
Governors and CMCC’s alumni, community partners, faculty, staff, and students.

CMCC received ten commendations in the Report and four areas of concern and
recommendations. The Commendations are:

The Team commends the Board of Governors for its commitment and efforts to improve the
financial position of the College that will better enable the institution to enhance the
educational and scholarly activities of the DCP and graduate studies, research, and service
programmes.

The Team commends the ability of the CMCC community to successfully manage the
organizational and cultural transitions that have occurred during the past two years.

The Team commends the College for its commitment and provision of services to its
patients, the chiropractic profession and to integration of chiropractic into policies and
systems related to interdisciplinary health care.

The Team commends the DCP and the Admissions personnel for their commitment to the
Admissions process.

The Team commends the College for its foresight and efforts in acquiring, retrofitting,
constructing and maintaining its beautiful new campus.
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The Team commends the DCP for the variety of clinical experiences it offers to its student
interns and the interdisciplinary relationships that have been developed.

The Team commends the institution for its commitment to accelerate repayment of its long-
term debt thereby improving its financial condition and strength.

The Team commends the College on the institutional commitment it has made to research,
the research initiatives being undertaken, the research environment that has been
established, the level of external funding for research being attracted, and the research
outcomes and scholarly productivity that have been demonstrated via peer reviewed
publications and presentations by faculty.

The Team commends the College for maintaining a high level of student performance on
CCEB and NBCE examinations.

The Team commends the College for its institutional planning, evaluation, and measures of
effectiveness activities to include its utilization of SMART Goals methodology and Mindjet
Mind Manager Pro7 software as tools which continuously provide shared information
regarding achievement of the goals and objectives that have been formulated as a result of
strategic planning and the setting of Institutional Priorities exercises.

CMCC received four concerns that pertained to the formalization and documentation of quality
assurance measures of clinical processes. As a consequence, CMCC has provided a
comprehensive plan to respond to these concerns, which is summarized as follows:

1. The development of a consolidated and formalized program (system) of existing quality
assurance measures for patient care.

2. The articulation of CMCC'’s definition and statement of expectation regarding the
documentation of a comprehensive patient history.

3. The articulation of CMCC’s definition and statement of expectation regarding the
documentation of a clinically relevant physical examination.

4. The establishment of goals and clinical outcomes to inform patient care for every Plan of
Management, which will be monitored through the revised QA Audit Process.

In November 2008, CMCC representatives met with the Commission on Accreditation and the
Chair of the Site Visitation Team to respond to questions from the Commission. The
Commission on Accreditation was pleased with CMCC'’s response and the action plans that had
been put forward to address their stated concerns.
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This was exemplified when CMCC was notified (see Letter of Notification — Appendix 13.11) that
it demonstrated its

commitment to excellence by the administration and governing board;
soundness of the institutional programs

ability of its faculty and staff

calibre of its students

adequacy of its facilities and finances

abrwnN=

through adherence to the Standards for Doctor of Chiropractic Programs and was awarded the
maximum period of accreditation of seven years, 2009-2015.
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