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Policy Statement 
Acsenda School of Management (ASM) maintains regular operations according to its academic calendar and will provide continuity 
of the delivery of its academic programs. In the event of a disruption to campus operations, an incident that may cause concern 
for the safety and security of ASM students and employees, or an incident which does not allow for the delivery of classes and 
services, ASM may close its campus and/or cancel classes. ASM will endeavour to plan for the delivery of classes through other 
modes in order to minimize the disruption of classes and academic programs. ASM will provide a timely, coordinated response 
and communication plan. 

Scope 
This policy applies to all employees, students, and work experience interns while working for ASM or while at ASM 's place of work.  
The different categories of campus closure are full campus closure with class cancellation, move to online with classes running, 
work from home protocol and expectations for employees while working from home. This policy applies to all ASM staff, faculty, 
and students.  
 
1. Campus Closure  
ASM considers many factors when deciding to physically close the campus. These include public transportation disruptions, labour 
disruptions, road conditions, weather conditions, and any disaster that may result in the building not being safe to deliver classes. 
Where the cause is affecting the general community, ASM will also consider the status of other local colleges. 
 
The decision to close the campus is determined by the President or designate, following consultation with the Senior Management 
Team. 
 
Whenever possible, ASM will try to retain a minimal staff at the campus.   
 
Students and employees will be advised of the decision through the following: 

• Email: will be sent to all faculty, staff, and students by 7am to notify of campus closure by the Communication Manager. 
• Website banner: will be posted by our Communication Manager. 
• Social Media:  An announcement banner will be put on the ASM website homepage by the Communication Manager. 
• Local Media:  ASM will send an advisory to local radio and TV stations CKNW 980(AM) and News 1130 (AM) by our 

Communication Manager. 
• Telephone: a message will be recorded on ASM’s main phone line (604-430-5111) by the Facilities and Administration 

Coordinator. 
 
Employees will be advised to switch to the “work from home” protocol. 
 
Instructors and students will be advised to switch to the “online learning” protocol. 

2. Cancellation of Classes 
If a class must be cancelled, the instructor will consult with the Director of the Program. The instructor, or the Director is 
responsible for informing students in their class through their course web page and to send an email to students through the 
students’ ASM email address. The instructor will advise of any make up work and the arrangement to re-schedule the class.  The 
make-up of the class time may be done in person, online or through other modes as approved by the program director.  

A general cancellation of all or multiple classes requires the approval of the VP Academic or designate. The VP Academic will 
coordinate a communication and dissemination strategy that will provide instructions for Program Directors, faculty, and any 
relevant administration staff including the Director of Student Services, ASM Communication Manager and the Registrar. The 
Program Directors will coordinate the plans for the make-up of any scheduled class time and instructions on the resumption of 
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regular classes in consultation with the VP Academic. The make-up of the class time may be done in person, online or through 
other modes as approved by the Program Director. Relevant information about any general cancellation of all or multiple classes 
will be disseminated to students by the Director of Student Services in coordination with the office of the VP Academic. 

3. Online Learning Protocol 
Faculty can switch from campus class to online class by notifying their students of the switch and emailing campus front desk staff.   
 
Students who were scheduled to be on campus will be contacted by their instructor.  
 
Classes that are switched to online will be expected to continue as a regularly scheduled day. 

4. Work from Home Protocol 
Staff can switch from working on campus to online from home if campus has been closed or they are unable to commute to 
campus.  
 
Directors/Managers will be responsible for informing employees who report to them. 
 
In the case of a “work from home protocol’, employees will continue their regular work schedule and perform their regular duties 
remotely.  

5. Communication 
ASM will provide a timely and coordinated response to all Faculty, Staff, and students regarding a cancellation of classes or a 
campus closure. 
 
The Communications Manager will be responsible for coordinating the distribution of information which will include: 

• Email: will be sent to all faculty, staff, and students by 7am to notify of campus closure. 
• Website banner: will be posted on the ASM web page 
• Social Media:  an announcement will be made through other ASM social media channels 
• Local Media:  ASM may send an advisory to local radio and TV stations CKNW 980(AM) and News 1130 (AM) by our 

Communication Manager. 
• Telephone: a message will be recorded on ASM’s main phone line (604-430-5111) by the Administration and Facilities 

Coordinator 

The Communications Manager will post updates on the status of the campus. 
 
The VP Academic will coordinate instructions to Faculty for announcements to be posted on the course web pages. 
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