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Policy Statement

Acsenda School of Management (ASM) is committed to delivering high quality, accessible, face-to-face educational experience to
all students. It is essential for students to attend classes in-person to successfully complete each course during their studies at ASM
while meeting the regulatory requirements. However, in rare occasions, students may be faced with challenges that prohibit them
from physically attending classes on campus.

ASM provides both short-term and long-term online attendance options to students with particular and legitimate challenges in
accordance with the British Columbia Human Rights Code, the Canadian Charter of Right and the Accessible British Columbia Act.
Provision of academic accommaodations shall not lower the academic standards of ASM, nor shall it pose undue hardships to the
institution, staff or affected instructors.

Purpose

The purpose of this policy is to articulate the principles which form the basis for granting an online attendance option to students
as well as the eligibility criteria for approval. The policy aims to provide guidelines for the provision and administration of arranging
online attendance accommodation so that they are administered in a fair, equitable and consistent manner.

Scope

This policy applies to all ASM students, faculty and relevant administrators. A student who is faced with a conflict between a personal
or familial responsibility and an academic obligation to attend classes in person, may ask ASM for online attendance accommodation
in accordance with these guidelines.

1. General Guidelines

e Students have the responsibility to anticipate potential conflicts in their personal life to the best of their ability to ensure
their academic obligation is not compromised by their personal or familial responsibilities. Where a student cannot attend
classes in person due to a conflict with personal matters, the student shall first endeavor to identify alternative
arrangements before seeking accommodation through these guidelines.

e Where an alternative arrangement is not available at the time of their class, the student may request an accommodation
by submitting the Request to Study Online form via MyASM as described in the Procedure section.

e Allrequests for online accommodation must be supported with valid and appropriate medical or other documentation.

e All requests for online accommodation must be submitted three (3) business days prior to the date of the class they wish
to take online.

e  Only those who have received approval in a timely manner following this policy and procedure are eligible to attend classes
online and marked ‘Present.” Without formal approval, they will be marked ‘Absent’ even if they attend class online with
the instructor’s permission.

e In case a student faces an unexpected emergency, such as sudden illness, within 2 days before the class date, it is highly
recommended that they take a day off to focus on dealing with that emergency, such as fully recuperating. This
recommendation should be made clear by all instructors at the beginning of each course.

e Ifaccommodated online, the instructor determines attendance. No academic appeals regarding attendance as determined
by the instructor will be allowed.

e The current policy specifically deals with attendance during non-exam sessions. Please refer to the policy on Examinations
and Assessments regarding online examination rules.

2. Exceptional Cases
e Students with disabilities: according to Policy 7501 Academic Accommodations for Students with Disabilities.
e Students with caregiving responsibilities or pregnancy: handled on a case-by-case basis.
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Definitions
These definitions apply to terms used in this policy.
Word/Term Definition

Short-term request | A request to study online for 2 weeks or less

Long-term request | A request to study online for more than 2 weeks

Related Policies

Policy Number Policy Title

5650 Attendance and Participation

5660 Academic Examinations and Assessments

7501 Academic Accommodations for Students with Disabilities
Responsibilities
Students

e Students in need of online attendance accommodation must submit the Request to Study Online form in a timely manner
with appropriate evidence as outlined in this policy.

e Students approved to attend classes online should be visible on camera and remain fully engaged in all class activities for
the whole duration of the class unless given permission to do otherwise by the instructor.

e Students approved to attend classes online should make every attempt to find a space where no other individuals can
interfere with their class. Where possible, they should be in a separate room from others.

e Students approved to attend classes online should not leave the Zoom classroom without permission.

Registrar’s Office
e  Registrar’s Office will review short-term requests and communicate the decision to the affected instructor(s).

Program Directors
e  Program Directors will review long-term requests and communicate the decision to the affected instructor(s).

Instructors
e Instructors who have been informed of students approved to attend class online will share the class Zoom link with the
students and mark them ‘Present’ if they attend online.
e  Only those pre-approved can attend online and be marked ‘Present’.
e Instructors will reinforce the policy that students with sudden/temporary iliness should not request an online attendance
but rather take a rest day.
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Procedure Title:

Online Attendance

Procedure Version:

PROCEDURE
1
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5651
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September 2023
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Approved By:
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Online Attendance Accommodation Procedures
1. Students submit the Request to Study Online form via MyASM three (3) business days prior to the date of the class they wish

to take online. The request must be supported with valid medical or other documentation. If either of these two conditions has
not been met, the request will be automatically declined.
e Short-term online attendance accommodation requests (2 weeks or less) will be directed to the Registrar’s Office for

review, decision and communication to the instructors as necessary.

e Long-term online attendance accommodation requests (more than 2 weeks) will be directed the program director for

review, decision and communication to the instructors as necessary.

2. Instructors who have been informed of approval may allow the student to attend class online.

¢ When a last-minute request to study online is received by the instructor, the instructor may decide to allow the student
to attend the class online. In such cases, the student will still be marked ‘Absent’, with a brief explanatory note made in
Note, e.g., ‘Attended online without approval’. If approval is provided by the director at a later time, the student’s
attendance can be changed to “Present”.

3. All students attending online will make every effort to attend class on time and actively participate in accordance with policy

#5650 on Attendance and Participation.
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Appendix 1

Request to
Study
Online

Is it submitted 3
Is this a new b ess days
student waiting prior to the date of
for visa result? the class they v
to take onling?

E Does the
Documents wi request h: alid
documentation?

Review requested
time to study online*

APPR

*Long Term: More than 2 weeks
*Short Term: 2 weeks or less

(By Registrar's Office)
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