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Welcome to the
Canadian College
of Performing Arts
The Canadian College of Performing Arts is
proud to provide the highest calibre of training
in a supportive environment where students can
grow into their own voices, talents, and potential
as artists. It is our responsibility to ensure our
students’ experience at the College is enriched and
fulfilling and that is reflected in the students we
accept, the faculty that we hire, and the artists we
engage.
The guidelines and information in this handbook
will enable you to enjoy a safe and rewarding
experience, and facilitate easy access to the many
resources & supports here at the College and in the
community around you. Please become familiar
with the College’s expectations, policies, and
procedures.

We gratefully acknowledge the Lekwungenspeaking peoples (also known as the Songhees and
Esquimalt Nations), on whose traditional territory
the College stands, and on whose home we learn,
create, and perform.
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Message
from the Directors
Welcome to the Canadian College of
Performing Arts. We are excited to
share this journey with you.
The College prides itself on its
ability to provide the highest
calibre of training in a nurturing
and healthy environment; one
where students can grow into their
own voices, talents and potential
as emerging young artists in
the Canadian and international
performing arts industries.
Because of the size and focus
of the programs, we are able to
offer individual and small group
instruction, and classes where
faculty, students, and staff work
together to discover and respond to
the students’ needs and challenges.

We believe in developing a well-rounded
performer who possesses a strong work
ethic, talent and discipline. We know that the
work ahead of you will demand far beyond
the time that we see you in the halls and
studios and we are truly grateful for your
sacrifices and investments.
We are here to ensure your success
and guide you in your time at CCPA.
We encourage you to consult with us to
discuss any concerns or suggestions you
may have. As senior management, we are
committed to providing the best quality
instruction & mentorship, and a learning,
creating & working environment that will
support your success. Take advantage of
the combined experiences, knowledge
and passions lived in our institution. Our
strong partnership with you will result in an
inspiring, personalized, collaborative and
professional experience that will prepare
you for your future path into the performing
arts industry.
Have a great year,

Caleb Marshall		
Managing Artistic
Director		

Heather Burns
Director of Education
& Programming
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How We
Do Business
CCPA prides itself on creating an
environment where all students,
staff, faculty, guest artists, and
volunteers can work in a positive,
respectful and supportive
environment.
We work in close quarters often
during long hours. All members of
the CCPA community are expected
to foster a calm and focused
environment.
Positive and healthy relationships are
important to all aspects of our work. We live
by this value as we maintain a welcoming
and friendly environment, open to guests
and patrons as well as each other. It is
important to understand that each artist
approaches their own work with a different
process. Their space, time, and attention
should be respected.
The expertise of our staff, faculty, and guest
artists is to be respected. We respect the
management and educational and artistic
hierarchy. Do not contribute suggestions
to someone’s process unless it’s specifically
requested. Issues of genuine concern
regarding a member of the CCPA staff,
faculty, and student body or guest artists
should be brought to the attention of the
Director of Education & Programming or the
Managing Artistic Director.

We support one another in our collaborative
work. Most workspaces at CCPA are shared
spaces. We also share our campus with St
Mary’s Anglican Church community and the
Oak Bay Preschool on either side. We should
be respectful in terms of volume, condition
of workspaces, studios and common areas,
etc.
Written communication (excluding text and
social media) is the preferred method of
communication. Email remains the primary
form of official communication from the
administration, but in urgent situations a
message may be posted on a social media
page or closed group. Texting and social
media groups are the least preferred
method of communication and are not
considered by the College to be official
communication. Faculty and staff are under
no obligation to provide and are cautioned
against sharing their cell phone numbers
with students. Students are asked to be
respectful of personal communication and
contact with faculty & staff.
Each interaction with the public is an
opportunity to act as an ambassador for
the College. All members of our community
are responsible for promoting the College.
Faculty, staff, and students should engage
with the public in a positive and welcoming
manner, as advocates representing the
College at all times.
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About
the College
The Canadian College of Performing Arts is built on education, artistic excellence and community.
Our three unique conservatory style post-secondary training programs offer emerging artists
intensified skill-based alternatives to academically oriented university programs. Classes are
rigorous and offered to the highest professional standards by elite faculty and guest artists, to
produce well-rounded performing artists of exceptional caliber with a strong work ethic and
business acumen.
Founded in 1998, the College has over 650 alumni who have successfully entered the industry as
performers and active artistic leaders. As one of the most uniquely focused training programs in
western Canada, the College has brought hundreds of artists together in collaboration as coaches,
educators and trainers.

Mission Statement

Our Values

To offer the highest quality of training in a
broad spectrum of skills that will prepare
students for careers of excellence in the
performing arts locally, nationally or
internationally.

To create a versatile, well-rounded
performing artist with a strong professional
work ethic.

To provide a stimulating, positive, and
constructive environment where students
are encouraged to develop high standards of
work ethic and conduct that will serve them
in any field of endeavour in their future.

In particular, to continue to offer unique
training programs in Canada where
students can develop their performance and
career management skills under the close
supervision and guidance of highly qualified
professional teachers, mentors and theatre
artists.

Strategic Plan
The College’s Strategic Plan for 2018-2021 can be downloaded from our website.
The College is a designated Private Training Institution, a colleague of the Professional Association of
Canadian Theatres, and a member of the Vancouver Island Private Accredited Colleges.
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Our
Programs
The Canadian College of Performing Arts offers a conservatory style curriculum
focused on multi-disciplinary performing arts training.
Performing Arts Certificate Program

University Transferability

The thirty-one-week Certificate Program
is designed for working professionals or
individuals who have completed a relevant
post-secondary program who wish to pursue
an intensive conservatory-style program to
enhance their skills.

The College’s three post-secondary
programs offer transferability to complete
a Bachelor of Performing Arts degree at
Capilano University or Douglas College.
Visit ccpacanada.com/apply for more details.

Performing Arts Diploma Program
Our two-year Performing Arts Diploma
Program offers advanced instruction
in the performing arts (acting, singing,
and dancing) plus a focus on career
development.

Applied Performing Arts Diploma
Program
This program provides graduates of the
above programs an opportunity to expand
their performance repertoire, strengthen
their skill set and develop business acumen.
Students work in a collaborative theatrical
collective and are guided thought their
productions by established professional
directors.
Visit ccpacanada.com/programs for more
details.
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Governance
& Regulatory Body
The Canadian College of Performing
Arts is owned and operated by the
Canadian Heritage Arts Society, a
non-profit society registered with
the Registrar of Societies of British
Columbia (registered charitable
organization #131341356RR0001)
and managed by a volunteer Board
of Directors. An Annual General
Meeting is held each fall, open to all
members of the Society.
Membership in the Society is divided into
voting members and non-voting members.
Non-voting members do not have the right
to vote at general meetings, however, they
are entitled to receive all information sent
to members and are encouraged to attend
general meetings.
Voting members include individuals who
have been alumni of the College for less
than two years, individuals who have made
a donation greater than $25 to the Society
in the current or immediately previous
financial year, and persons who have made
an application to the Board to be voting
members.
Non-voting members include students at the
College, staff, faculty, and individuals who
have been alumni for two or more years,
unless they are also voting members.
More at ccpacanada.com/governance/.

Regulatory Body
The College is regulated by the Private
Training Institutions Branch of the BC
Ministry of Advanced Education, and is
provincially and nationally designated for
student loans.

Program Advisory Committee
The Program Advisory Committee (PAC)
consists of Canadian theatre professionals
who meet once a year to advise the
College Directors on strategic direction and
leadership. The purpose of the Committee
is to ensure the College’s programs reflect
current practice in the performing arts
industry, to maintain accountability, and
sustain strong educational and training
practices. Members serve to support the
best execution of the vision and mandate of
the College.
Our PAC consists of individuals who are
not related to the institution and maintain
impartiality. This means the institution
cannot directly or indirectly control or
influence the person, and the person cannot
control or influence the institution.
The PAC must also include a staff member
who serves as secretary. The College will
keep written records of PAC meetings for at
least four years.
The PAC generally meet on an annual
basis— but must meet at least once every
two years.
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General
Information
The College is located at
1701 Elgin Road
Victoria BC, V8R 5L7
phone 250 595 9970
fax 250 595 0779
email hello@ccpacanada.com
Admin Office Hours
Monday - Friday
9:00am - 4:00pm
From May to August, the office operates on
adjusted summer hours.
Building Open for Students & Faculty
Monday to Friday
8:00am to 8:30pm
Saturday
8:30am to 6:00pm
Sunday
9:30am to 6:30 pm
(Studio Ensemble students only)

Facility
Located in a safe area of Victoria, a 5 minute
walk to all amenities, The Canadian College
of Performing Arts occupies a 2 story
building (20,000 square feet) owned by St.
Mary’s Anglican Church. There are 7 acting,
voice, or dance studios. Large studios have
sprung floors, ballet bars and mirrors. All
studios are equipped with audio visual
equipment and pianos. CCPA rents an offsite production workshop nearby.
There are locker rooms, showers,
washrooms (gender inclusive, genderspecific & accessible), student lounge,
student and staff kitchens, offices, as well
as a 107 fixed-seat, multi-use Performance
Hall (60’x 90’ with a vaulted ceiling). The
Hall doubles as rehearsal, dance studio and
lecture hall with a fully computerized lighting
and sound system.
Studios should be left clean and in “neutral”
set up at the end of each class, ready for the
next class. Students are not allowed to bring
food or beverages other than water into any
studio. Noise levels must be respected for
neighbours and other classes.
The administration strives to ensure
the College environment is safe and
comfortable. If you notice anything that
you think is unsafe or if there is a buildingrelated matter (e.g. it is too hot or cold, lights
are burned out, a sink or toilet is stopped
up), please notify College Reception (the
office to the right after entering through the
outside Performance Hall doors).
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General Information
Parking

Kitchen Space

Parking permits for the main parking lot
adjacent to St Mary’s Church are limited to
10 paid spots. Permits can be purchased
for $35/month through the front office
if available. This is a residential area and
everyone must park so as not to block
driveways and must obey all street signs.

The downstairs kitchen is for student use.
It must be kept clean at all times or access
may be revoked.

Bicycles
Bicycles are to be secured on the bike racks
installed on the property. CCPA accepts no
responsibility for theft or damage.

Public Transportation
Bus numbers 2, 3, 7, and 8 travel near the
College. BC Transit monthly bus passes are
available at various locations. For details,
visit www.bctransit.com or call 250 382 6161.

Internet
WiFi is available throughout the building.
The network name is CCPA Guest and the
password is Performance.

Guests and Visitors to the College
To ensure a safe and secure facility, all
visitors must sign in and out at the main
entrance, must be accompanied by a
student, staff, or faculty member host, and
must have prior approval to enter classes
or rehearsals. Visitors will wait in the lobby
until their host arrives to greet them, while
unexpected visitors may be asked to wait
outside the building.
Any person who has been identified as “unwanted” will be asked to leave the premises
immediately and refusal to do so will result
in a call to Oak Bay Police.

The upstairs kitchen is for faculty, staff,
& guest use, and for special events. The
College shares it with the Church.
All dishes are to be washed and put away
immediately and the fridge cleaned out
every Friday.

Lost and Found
All articles of clothing and equipment left in
the studios, lounge, kitchen, change rooms,
or shower room are cleared to the Lost &
Found at the end of each day. Unclaimed
items will be donated to an outside agency
periodically.

Scent and Allergy Considerations
The College is a scent and odour-free
environment.
Notify the admin staff of any allergies you
have, and we will do our best so ensure all
allergens are kept out of the building. Food
allergies will also be kept in mind when
providing meals or food at events.

Equipment
Keeping studio equipment secure and
safe from breakage and abuse is the
responsibility of everyone who uses a studio.
CCPA provides sound systems and pianos
in all studios. Equipment requirements and
repair queries should be directed to the
Operations Manager.
The College does not generally rent or
lend equipment for use offsite except in
rare circumstances. No equipment shall
be removed from the College without
permission and supervision from the
Production Manager or Operations Manager.
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General Information
After Hours & Studio Rentals

Posters, Signs, Banners, Notices

Any after-hours use of the building must be
for the purpose of course related activities,
rehearsals, or practice, and must not
disturb other building users. All activities
at the College are subject to operational and
governance policies.

Anyone wishing to post any posters,
signs, banners or notices must first obtain
permission from the Administration Office
and must comply with any conditions such
as location and duration of posting.

Faculty can make arrangements for access
to studios with the Registrar’s Office at no
charge to work with current students on
program related material.

Library

Students are not allowed in the building
unless supervised by staff, faculty, or an
assigned Student Monitor. Student Monitors
are assigned to school opening and lock up
duties as indicated on the weekly calendar.
Students requiring access to the building
outside standard operating hours can make
arrangements with the office through the
administrative assistant.
The College’s rental policy applies to any
after-hours class, audition, workshop, or
other non-program related activity where
revenue is generated from the event.
Contact the Operations Manager or visit
ccpacanada.com/rentals for information on
rental policies & procedures.

Studio Bookings
All studios must be booked a minimum of 24
hours in advance through the administration
office. Studio availability will vary from week
to week.
Anyone may use a vacant studio where the
person booked did not show up within 5
minutes of their scheduled reservation.
Faculty and guest artists have priority for
studio use. Studio bookings for student
practice may have to be revised if curricular
needs arise.
All studios must be returned to “neutral” at
the end of each session (please refer to the
guide posted on each studio wall).
Persons abusing the scheduling system and/
or not showing general courtesy will not be
allowed to book studios in the future.

The College library is vital and growing
and contributions of materials to support
course studies are appreciated. Students,
faculty and guest artists are encouraged
to use the library resources: books, plays,
music, internet, and recordings. Students are
encouraged to request new plays, music, etc.
to ensure our library remains current.
•

Everyone must sign out materials
through the library system.

•

Please do not remove any vocal
selections from the library. Please make
a photocopy of the piece needed and
return to the shelf immediately.

•

The library catalogue is accessible online
at ccpacanada.com/library.

•

The University of Victoria has an
excellent and extensive library relevant
to our students’ needs and fees for
College students are very reasonable.

•

The GVPL Main Branch library is
excellent and the local Oak Bay library is
also useful.

•

The Managing Artistic Director and
Director of Education & Programming’s
personal collections are accessible for
sign out.

There are computer stations in the student
library with internet access. Settings on
the computers are not to be adjusted and
no cables are to be touched. Maximum 15
minutes per use if there are others waiting.
Please inform CCPA administration
immediately if there are any issues,
questions or concerns with the equipment
or network.
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General
Information
Change Rooms and Showers

Good Neighbour Policy

All-gender locker rooms, change rooms,
and showers are provided with privacy
curtains in the change rooms and showers.
Students may use their own locker lock (with
the combination or extra key given to the
Registrar in case of emergency or neglect) or
rent one from the College.

The College values and maintains positive
relations with our community. We share our
facility with St. Mary’s Church and with the
Oak Bay Preschool.

Student Lounge
The student lounge is a comfortable place to
gather and relax. Its location is in view of the
entrance, and can set the tone as one’s first
impression. Please keep it tidy at all times
for more enjoyable shared use of the space.
Students are not permitted to sleep in the
lounge. Any items left in the lounge will be
placed in the Lost & Found.

Staff & Faculty Lounge
Staff, faculty, and guests may access the
lounge (Studio G), when not otherwise
in use, as a quiet work space to use in
preparation for classes or meetings. There
are couches, a workspace, and access to
the private accessible washroom. Any staff
or faculty needing to change clothing while
at the College are to do so in a private
washroom.

Please respect church and community
functions, in particular during evenings
and weekends, and avoid interaction with
preschool children.
The neighbouring houses are accustomed
to quiet and orderly conduct, therefore no
loud music, loud car motors or other noisy
distractions are permitted on Elgin Road.
Thank you.

Quiet Garden Space
St Mary’s Rutherford Memorial Garden,
located outside the Performance Hall doors,
was established as a place of remembrance
for loved ones. The parish and wider
community use the garden as a space of
stillness and mindfulness inspired by the
‘Quiet Garden Movement’.
Three one-hour periods during each day
have been identified when visitors are
invited to a time of quiet contemplation in
the garden. Between 8:00 - 9:00am, 11:30 12:30pm, and 5:00 - 6:00pm, we encourage
anyone interested to find appropriate ways
to enter the silence, and we ask others to
respect the quiet.
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Administrative
Staff Directory
Mark Adams
Finance Officer
finance@ccpacanada.com
ext. 104

Maia Crockett
Executive Assistant / Design
assistant@ccpacanada.com

Tony Adams
Audience Services Officer

Emma Kirkland
Development Officer

admin@ccpacanada.com
ext. 100

development@ccpacanada.com
ext. 201

Andrew Barrett
Communications &
Marketing Officer

Caleb Marshall
Managing Artistic Director

communications@ccpacanada.com
ext. 202

director@ccpacanada.com
ext. 102

Michelle Buck
Operations Manager

R.J. Peters
Production Manager

operations@ccpacanada.com
ext. 203

production@ccpacanada.com
ext. 200

Heather Burns
Director of Education &
Programming

Mark Riishede
Registrar

education@ccpacanada.com
ext. 103

registrar@ccpacanada.com
ext. 101
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Leadership

Funders, Donors,
and Volunteers

Facilities
Maintainance

Joint Health & Safety
Committee

Dept. Heads

Subscribers, Patrons,
Volunteers, & Public

Students,
Facility Monitors

Operations Manager

Students,
AV Technicians
Students

Contract
Musicians

Dance Faculty

Head of Dance

Support

Prospective Students

Administrative
Assistant

Student Librarians &
Facility Maintainance

Musical Director /
Choreographer

Finance Committee

Director of Education
& Programming

Registrar

Fundraising /
Development
Committee

Treasurer / Chair of
Finance Committee

Faculty & Advisory

Contract
Production Staff

Production
Designers

Production Manager

Production Guest
Directors

Managing Artistic
Director

Canadian Heritage Arts Society
Board of Directors

Vice Chair

Students

Voice Faculty

Head of Voice

Program Advisory
Committee

Artistic Unions

Students

Acting Faculty

Head of Acting

Finance Officer

Senior Finance
Officer

College staff are the administrative and facility support team.

Members of the faculty are responsible for teaching and evaluation.

The Director of Education & Programming is directly responsible for faculty, students and curriculum.

The Managing Artistic Director is the chief executive officer of CCPA and responsible for all aspects of operation & programming.

Reporting Structure

Media and
Audiences

Prospective Students

Executive Assistant /
Design & Publications

Development Officer

Public Relations
Liaison

Communications &
Marketing Officer

Student/Faculty/Staff
Liaison Committee

Ad Hoc Committees

Secretary / Chair of
Student/Faculty/Staff
Liaison Committee

Chair of the Board

Organizational Chart
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Phone Numbers
& Local Resources
Important Phone Numbers

Walk-In Medical Clinics

Emergencies (Police, Fire, Ambulance)
911

You can use medimap.ca to find estimated
wait times at local clinics before visiting.

Oak Bay Police Non-Emergency
250 592 2424
Victoria Police Non-Emergency
250 995 7654
Poison Control
1 800 567 8911
Royal Jubilee Hospital
1 877 370 8699
Vancouver Island Crisis Line
1 888 494 3888
BC Transit Info Line
250 382 6161
Please don’t hesitate to come to College staff
with any questions or concerns.

Jubilee Medical Clinic & Treatment Center
1902 Richmond Road
250 592 3441
Shelbourne Medical Clinic
3200 Shelbourne Street
250 592 8485
Oak Bay Medical Clinic
1640 Oak Bay Avenue
250 598 6744
Uptown Medical Clinic
3460 Saanich Road
250 590 8375

Physical Therapy & Extended Health
Shelbourne Physical Therapy
100B - 3200 Shelbourne Street
250 598 9828
Cedar Hill Sports Therapy Clinic
204 - 1662 McKenzie Avenue
250 721 3300
Yarrow Physiotherapy & Acupuncture
1005 Broad Street
250 385 3151
Foul Bay Orthopedic Physical Therapy Clinic
220 - 1964 Fort Street
250 595 2244
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Numbers & Resources
Counselling

Post Offices

Peter Ambery
Individual and family social services
#207 - 2186 Oak Bay Ave
250 598 5889

Oak Bay Pharmasave
2200 Oak Bay Avenue
250 598 3380

Arbour Counselling Centre
4277 Quadra St. Victoria
250 479 9912
arbourcounselling.ca

Other Health Support
Here2Talk
Post-secondary students only
1 877 857 3397
Here2Talk.ca
Kids Help Phone
Youth 20yrs and under
1 800 668 6868

Victoria Main Post Office
709 Yates Street
1 800 267 1177

Banks
Scotiabank
2212 Oak Bay Avenue
TD Bank
2187 Oak Bay Avenue
Coast Capital Savings
2067 Cadboro Bay Road
RBC Royal Bank
2255 Oak Bay Avenue

Vancouver Island Crisis Line
1 888 494 3888

Island Savings
1955 Fort Street

Victoria Sexual Assault Centre
250 383 3232

BMO Bank of Montreal
2219 Oak Bay Avenue

Crisis Text Services
250 800 3809 (6pm – 10pm)

HSBC
1831 Oak Bay Avenue

Island Sexual Health
250 592 3479

CIBC
2224 Oak Bay Avenue

Mental Health and Substance Use
250 370 8175

Coffee Shops

Mental Health Support & Information Line
310 6789
youthinbc@crisiscentre.bc.ca

Frescafe
2060 Oak Bay Avenue

Transportation

Discovery Coffee
1964 Oak Bay Avenue

Yellow Cab
250 381 2222
Blue Bird Cabs
250 382 2222

Starbucks
2182 Oak Bay Avenue

Good Earth Coffeehouse
1971 Oak Bay Avenue

BC Transit (bus)
250 382 6161
www.bctransit.com/victoria
Routes 2, 7, 8, and 3 stop near the College.
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Discounts &
Partnerships
The College has partnered with several Oak Bay businesses to provide discounts
to students, staff, and faculty who display their College I.D. at point of purchase.
Chef on the Run
Prepared meals
2020 Oak Bay Ave.
10% off

Jusu Bar
Juice bar
1965 Oak Bay Ave.
10% off

Good Earth
Coffee shop
1971 Oak Bay Ave.
10% off
Discount applies only to take-out orders
between 6:30am and 5:00pm. Dine-in orders
eligible for discount after 5:00pm.

The Whole Beast
Butcher
2032 Oak Bay Ave
10% off

Divine Gem
Gemstones
2033 Oak Bay Ave.
15% off
Oak Bay Bicycles
Bicycles / cycling supplies
1990 Oak Bay Ave.
10% off
Oak Bay Flowers
Flowers
2187 Oak Bay Ave.
10% off
Plants, flowers, & giftware only. Local
artisan product excluded.

Ivy’s Bookshop
Books
2188 Oak Bay Ave.
15% off
Ellswear
Dance supplies
3180 Harriet Rd
20% off
Shoes only.

ID Cards
Students are issued an ID card within 30
days of their program start. Staff & faculty
may obtain ID cards at a cost of $5.00.
Replacement cards can be obtained for
$25.00. Anyone wishing to obtain or replace
an ID card should contact the Registrar.
Cards are only available to students, staff,
and faculty.
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Safety &
Emergency Protocols
The safety of all members of and
visitors to the College community
is a primary concern, and is the
responsibility of everyone at the
Canadian College of Performing
Arts. If you have concerns or
suggestions regarding workplace
health or safety, or if you need to
report unsafe work practices or
conditions, please notify senior
management or College Reception
immediately.

Emergency First Aid

Please refer to the Health and Safety Policy
and Procedures (Appendix F) for a complete
review of all safety, emergency and medical
policies and procedures.

Suspicious Behaviour

In the event of an emergency lifethreatening situation, dial 911 for police, fire,
or ambulance service. As soon as you have
dialed 911, notify staff so they can assist
emergency services.
First aid and other safety equipment is
located in key areas throughout the facility
and it is the responsibility of everyone to
make themselves familiar with their location.
The Registrar and College Directors should
be notified immediately and will assist with
any emergency.

If you find any unusual circumstance such
as a door left open that should be locked, or
if you notice any suspicious occurrence or
person, please contact College Reception,
a student monitor, or one of the College
Directors. Report all incidents of theft or
suspected theft immediately.
The College’s administration maintains a
list of any “persons of concern” who have
been identified by anyone in as a threat
or concern to their personal safety. If any
persons of concern are seen on or near the
college property, immediately notify the
individual affected and College Reception,
one of the College Directors, or a student
monitor.
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Intoxicants
& Substances
Non-medical possession or use of
drugs is not permitted by anyone
on college property, in the adjoining
buildings/grounds, or while on
duty at any official College event,
performance or fundraiser.
‘Drugs’ refers to any mood altering
substances including but not limited to:
marijuana, controlled substances as defined
under the Controlled Drugs and Substances
Act, unauthorized prescription drugs, and
other chemical substances which impair a
person’s judgment and ability to participate
appropriately and safely in the learning or
performance environment.
Prescribed substances for medical purposes
must be brought to the attention of the
College Directors to determine if any
impairment will result is a threat to their
safety or that of others.

Alcohol
Students may not consume alcohol while
on College premises or while volunteering,
performing, working or representing the
College in an official capacity at any collegesanctioned event.
Staff, faculty, and guest artists may not
come to work or perform instruction under
the influence of alcohol, and may consume
alcohol on the premises only at licensed
events.
All College events where alcohol is served
must comply with BC liquor laws and be
appropriately licensed.

Smoking & Vaping
The College is a completely non-smoking
facility, on the premises and at all
performance/event spaces.
Students, staff, & faculty may only smoke or
vape off the property and must dispose of
cigarette refuse in the receptacle provided
near the front entrance of the college. Be
respectful of neighbours and passersby at all
times.
Smoking is strictly prohibited in the presence
of pre-school students.
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Staff, Faculty, &
Student Interaction
The College is committed to
a safe working and learning
environment which is free of all
forms of discrimination, bullying
and harassment. These policies,
related to how members of the
CCPA community work, relate,
and engage with each other, apply
to the staff, faculty, guest artists,
volunteers and students at the
College.
The policies serve to define
behaviours which constitute
discrimination, bullying and
harassment, establish a procedure
for dealing with complaints,
and provide for mechanisms to
investigate and resolve complaints
either by informal or formal means.
Our objective is to ensure that all
members of the CCPA community
are treated with respect and
dignity.
We expect every member of the
CCPA community to ensure that
their behaviour is consistent with
these objectives.

Respectful & Fair Treatment Policy
No staff, faculty, or guest artist may
engage in any form of intimate or physical
relationship with any current student and for
two years after the student’s departure from
the College.
Staff & Faculty Interactions with Students
•

Staff and faculty are not to initiate
private extra-curricular contact with a
current student.

•

All interactions with students are to be
limited to those reasonably necessary
for the course of study or other College
business.

•

All interactions with students are to be
conducted with utmost professionalism.

•

Staff and faculty may not engage
in social media, texting or other
contact with students other than as is
reasonably necessary for study or other
College business.

•

If a student initiates contact over social
media, texting or otherwise with a
member of the staff or faculty other
than as is reasonably necessary for
study or other College business, the staff
of faculty member so contacted should
politely make the student aware of this
policy.

•

This policy does not apply to students
once they are no longer studying at
CCPA.
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Student Interaction
Student Interactions with Students

Sexual Harassment Policy

•

Students are expected to clearly identify
and maintain boundaries with other
students before they escalate or lead
to misunderstandings. When students
interact off-campus, students are
responsible for their own behavior and
interactions.

•

At the College, there is likely to be an
expectation or need for physical touch
in most teaching areas, and during
costume fittings in particular. Faculty
and guest artists may not lay hands
on students outside of an instructional
context or a costume fitting.

•

If a student has a complaint with respect
to an interaction with another student,
that complaint should be reduced to
writing and provided to the Director
of Education & Programming or the
Managing Artistic Director.

•

•

Any alleged violation of this policy
should be promptly reported, preferably
in writing, to a supervisor, manager,
director, or the Student/Staff/Faculty
Liaison Committee Chair of the Board of
Directors. Any complainant is expected,
when requested to do so, to participate
in appropriate initiatives to improve
appropriate behavior within the College.

Faculty or guest artists required to lay
hands on a student in any way, for
demonstration or physical adjustments,
must announce their intent and receive
prior consent from the student. Class
consent on specific recurring physical
adjustments / demonstration may be
established at the beginning of the
course, and then considered given for
the duration of the course.

•

In acting, voice, and movement classes,
physical contact may be made to
assist the student in proper breathing,
relaxation of tensions, alignment, or
similar instruction.

•

Faculty or guest artists required to lay
hands on a student in any way, for
demonstration or physical adjustments,
must announce their intent and receive
prior consent from the student.

•

Physical contact must only be made
in a public space or where others are
present.

•

The touching of breasts and genitals is
not permitted.

•

All violence or sexual contact in
performance, rehearsal, or class exercise
must be choreographed/staged.

•

Unless a student is in visible distress
or danger, staff or faculty are to not to
initiate physical contact with students
other than as it pertains to instruction.

•

In the event of distress or danger,
contact may be made but must be clear
to all parties that the intent is to protect,
intervene or remove the student from
the threatening circumstances.

For more details, refer to Appendix A.

Dispute Resolution Policy
Refer to Appendix B.

Nudity Policy
Refer to Appendix D.

Digital Communications Etiquette
We expect all members of the College
community to communicate in a manner
that resembles the professional industry.
For the safety and privacy of all, staff and
faculty members must establish strong
professional boundaries with students and
ensure all communications and interactions
remain entirely professional.

For more details, refer to Appendix C.
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Internet & Social Media
The Canadian College of Performing Arts
encourages our community to use social
media to promote and celebrate the work
we create together. This policy is intended to
outline expectations for use of social media
while engaged at the College. This includes
(but is not limited to) the use of the College’s
official channels: Facebook, Twitter, Instagram,
YouTube, and blogs, as well as outlets outside
the College.

•

Anyone maintaining a personal blog
of their experiences at the College is
encouraged to provide the blog URL to the
Communications Department. The College
maintains an official blog and welcomes
everyone to contribute content on their
experiences.

•

Anyone using the College’s network must
refrain from visiting inappropriate sites,
including but not limited to: pornography,
sites that promote intolerance or inequity
towards any race, gender or sexual
orientation, or any site that promotes hate
or exploitation, unless required for specific
research.

•

The College community is encouraged
to see and publicly support the arts
community of Victoria. Overly critical
commentary of outside artistic
productions should be reserved for closed
groups.

•

Material should not be posted that reveals
elements of the production, including
but not limited to: set, costume and key
story elements. In the lead up to public
presentation the College’s official social
media accounts will frequently post
approved “teasers” or “sneak peeks”
and you are encouraged to share this
material. If you have any questions as
to whether something should or should
not be posted, it is advisable to check
with the Communications Department or
Managing Artistic Director.

While the College will congratulate other
local production companies on their
openings / closings, official channels
will refrain from any posts that actively
promote the sale of external tickets.
Exceptions may be made if it is an alumni
produced activity.

•

•

No nude or semi-nude recordings of
anyone may be made or shared.

While the College Registrar may opt to
answer simple questions via social media,
email is the preferred and only official
channel of written communication. Any
detailed or prolonged dialogue must
employ email. Urgent communications
from the Registrar will be sent via email
and posted to the annual Facebook group.

•

•

Media coverage can be shared through
social media, however, in the case of
reviews or critiques, you must check with
the Communications Department before
posting out of respect for your fellow
artists. Positive reviews can adversely
affect a performance as much as negative
ones.

Staff and faculty may not engage in
social media, texting or other contact
with students other than reasonably
necessary for study or other College
business. Faculty & staff will maintain a
supportive, nurturing, yet professional
relationship with all students, and, as such,
students are asked to refrain from making
social media friend requests of staff or
faculty.

•

When communicating via social media,
treat the company, the work, and your
colleagues with the same respect as you
do in the physical space.

•

You should refrain from posting items that
could reflect negatively on the College,
the company, your colleagues, or the
production.

•

Show proper respect for people’s privacy.
Check with your colleague before posting
their image or referencing them. If they
ask you not to post something, respect it.

•
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Student / Staff / Faculty
Liaison Committee
The membership of the Student /
Staff / Faculty Liaison Committee
(a committee of the Canadian
Heritage Arts Society) is made up of:
•

Committee Chair (the Board
Secretary)

•

Elected representation from
each year (Years I, II, and the
Studio Ensemble)

•

One elected faculty
representative

•

One elected staff representative

•

One qualified external individual
(conflict-resolution specialist) as
needed.

Process for bringing forward student
recommendations:
1. First the representative will secure
consensus from their constituents, then
2. Representatives will meet with College
Directors to have a discussion to
determine issues and how to resolve
them.
3. Following meeting with the College
Directors, the student representative
may, if necessary, request in writing
a meeting with the Directors or
the Student / Staff / Faculty Liaison
Committee of the Board of Directors to
discuss any issues. The College Directors
will be notified that such a meeting is
taking place.
See attached Dispute Resolution Policy
(Appendix B).
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Building
Security
The Canadian College of Performing
Arts takes the security of the
facility and its occupants very
seriously. The College cannot
be held responsible for the
loss or damage of any personal
possessions or valuables on the
premises. Students, staff & faculty
are required to protect the security
of their possessions. Locks on
lockers are mandatory. Only items
required for class are permitted in
the classrooms. Do not leave items
unattended in lounge areas.

In the event of a theft on the college
premises, contact one of the College
Directors immediately. The incident will then
be reported to the police. If you notice any
suspicious behavior or activity, please report
it to the nearest staff member or monitor,
or, in the absence of staff/monitor, contact
the police.
Video surveillance is recorded and
monitored by the landlord. Areas monitored
include:
•

The garden courtyard, including the
Church administration entrance and the
Performance Hall main doors.

•

The parking lot, including the walkway
between Elgin Road and Yale Street.

•

The playground, located behind the
church closer to Yale Street (includes the
emergency exit door from Studio G).

•

The rear entrances, including the stairs
and emergency exit next to the men’s
restroom on the upper floor, the student
kitchen door, and the emergency exit
beside Studio E.

If suspicious behaviour ocurrs in these
areas, inform a staff member so the footage
can be checked.
The college premises are private. All visitors
must sign in and out at the main entrance,
must be accompanied by a student, staff, or
faculty member host, and must have prior
approval to enter classes or rehearsals.
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Workplace Safety
The College is committed to
creating a culture that eliminates
the hazards that cause accidents
and injuries both physically and
psychologically. No task is to be
regarded as so urgent that time
cannot be taken to ensure the
safety of the individual and others.

The health, safety, and physical and
psychological wellbeing of all members of
the College community is a major concern
of the Canadian College of Performing Arts.
The College recognizes our responsibility to
provide a healthy and safe working culture
and learning environment for all employees,
contractors, students, volunteers and
visitors.

If there are any concerns regarding
a safety or health hazard, they
should be promptly brought to
the attention of the Joint Health &
Safety Committee. The committee
will endeavor to address the matter
and provide a response stating
what actions have been taken to
ensure safety.

•

Protect the safety and health of all
faculty, staff, students and visitors
against work injuries and occupational
hazards

•

Comply with all relevant statutes,
regulations and standards of
government agencies and other
regulatory authorities representing
Occupational Health and Safety

•

Give priority to safe working conditions
and job safety practices in the planning,
budgeting, direction and implementation
of College programs

•

Formulate and carry out continuing
effective safety programs appropriate to
College operations

•

Comply with annually updated fire and
evacuation plans as designed for the
College facility in consultation with the
local fire department

•

Safety drills will be carried out each
term. We must all ensure we are familiar
with our evacuation and earthquake
plans. Plans will be posted in key areas
on all floors.

It is therefore the policy of the College to:

This Health and Safety Policy will be
observed by all employees, volunteers,
contractors, students and visitors. All are
required to make every effort to ensure that
Canadian College of Performing Arts meets
and exceeds all legislative requirements
and maintains the highest safety standards.
These rules apply to all activities.
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Workplace Safety
General Safety Rules
•

Report to the College well rested and
physically fit to be able to give full
attention to your work.

•

Persons with physical or mental
impairment shall not be assigned to
tasks where their impairment has a
potential to endanger themselves or
others.

•

No person shall be permitted to remain
on the premises while their ability
to work is affected by alcohol, drugs
(prescription or non-prescription) or
other substance, so as to endanger their
health or safety or that of any other
person.

•

Any unsafe conditions which are
encountered shall be corrected or
reported immediately.

•

Unsafe acts shall be reported to
administration immediately.

•

Employees, contractors, students and
visitors must inform College Reception
when they have significant allergies
which might be encountered while at
work (i.e. bee stings). The person with
the severe allergy should carry an Epipen™ and be familiar with how to use it.

•

Avoid manual lifting of materials, articles,
or objects which are too heavy.

•

When lifting, have a secure footing, bend
your knees, keep your back straight,
take a firm hold of the object being lifted
and slowly straighten your legs. If you
must turn with a load, turn your feet and
whole body. Do not twist yourself. Avoid
reaching while lifting or putting the
object down. If the object is too heavy
for you, get assistance.

•

Employees, contractors, students and
visitors are responsible for reporting
to College Reception whenever they
become sick or injured at the facility. All
injuries, no matter how minor, must be
reported immediately.

•

Always keep your work area clean and
orderly. Do not leave materials in aisles,
walkways, stairways, roads or other
points of egress.

•

Firefighting equipment shall be
maintained in accordance with the
manufacturer’s instructions and the
requirements of the BC Fire Code.

•

Do not attempt to repair defective wiring
or other electrical equipment. Report
defective electrical equipment to College
Reception. Electrical equipment can only
be repaired or serviced by a qualified
electrician.

•

Follow all Safe Work Procedures and
Processes and report any deficiencies to
College Reception immediately.
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Workplace Safety
Roles and Responsibilities

•

Immediately report to their instructor
or the administration any accident,
near accident, hazardous practice or
condition with respect to their Collegerelated activities.

•

Comply with the health and safety
policies and procedures of other
institutions when they are engaged in
College activities at those institutions.

•

Conduct all activities in a safe manner
and follow directions from faculty or
staff regarding safety.

•

Report any unsafe conditions to the
administration and the Joint Health &
Safety committee (JHSC).

Health & safety is the responsibility of every
member of the College community.
The faculty and staff shall:
•

Comply with the College’s health
and safety policy and the Workers’
Compensation Act and Regulations.

•

Seek guidance from their immediate
supervisor concerning health & safety-
related knowledge and skills required to
ensure safe performance on the job.

•

Attend training related to physical
& psychological health and safety
programs and meetings as assigned.

•

Immediately report to their supervisor
any work-related accident, injury or near
accident.

•

Immediately report to their supervisor
any hazardous work practice or work
condition, including issues of bullying
and harassment.

•

Comply with the health and safety
policies and procedures of other
institutions when off campus on college
related business.

•

Arrange for the instruction and
supervision of students in the safety
aspects of classes or laboratories for
which the faculty or staff member has
responsibility.

The students shall:
•

Comply with the College’s health &
safety policies and procedures, and
departmental regulations associated
with all of their College related activities.

•

Seek guidance from their instructors or
supervisors concerning health & safetyrelated knowledge and skills required to
ensure safe performance in their College
related activities.

•

Attend health & safety training programs
and meetings, and sessions related
to psychological health education as
instructed.

College administration is responsible for:
•

Ensuring the provision of safe working
conditions and practices for all at the
College and other locations where work
and study is undertaken.

•

Complying with the College’s health,
safety, & wellbeing policies and
procedures.

•

Orienting employees to the safety and
first aid requirements and resources
related to the job and work site.

•

Immediately reporting any workrelated accident or injury to emergency
assistance agencies (such as fire, police
or ambulance) if appropriate.

•

Conducting regular inspections of the
facility with members of the JHSC to
ensure the existence of safe working
conditions, methods, practices,
procedures, equipment and tools for all
work performed by the College.

•

Assessing the health & safety and
wellbeing performance of employees
as a part of their regular performance
appraisal process.

•

Consulting with employees to assess
the safety-related knowledge and skills
required to ensure safe performance
of the employee on the job, arranging
training as appropriate, and taking
necessary corrective action
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Student Injuries
If a student is injured during the
school year, they must discuss the
injury with all instructors whose
classes it may affect. If a student
is injured during a class or on
school premises, the student must
complete an Accident Report Form
and submit it to the Office of the
Registrar.

All students are required to fill in an Injury
and Illness History Form and submit it to the
Office of the Registrar prior to the start of
their program. This information will be for
the confidential use of staff and faculty in
accordance with the Privacy Policy.
If a student is injured while performing
duties for which they are employed by the
Canadian College of Performing Arts, then
forms required by WorkSafeBC must be
completed within 24 hours of the incident.
The student is required to get professional
advice regarding injuries and to learn and
adhere to proper conduct for healing. If a
student is unable to participate in class, they
are expected to audit the class and keep up
with assignments. If a student must miss
a series of classes due to illness or injury,
they must discuss with their instructors an
alternate method of study or assignments
and requirements for completion of the
course and must follow the Attendance
Policy and Procedures for Absenteeism.

Procedure for Student Injuries:
•

Isolate the student in a safe environment
and send for the CCPA First Aid
attendant.

•

Where there is no first aid attendant,
the faculty or student responsible for
the class or session will make best
assessment possible and attend to the
injury

•

Where the injury is significant (student
cannot move on his/her own) assist
them to the hospital, or call 911.

•

The injured student (where possible),
or the student or faculty member
responsible for the session must
complete an injury report with the
Registrar.
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Fire Safety
The fire evacuation procedure and kit is
located on the bottom shelf of the bookcase
next to the small door into Studio F (to the
left of the student headshot wall if you are
facing it). Please familiarize yourself with
its location. Remove the kit and follow the
procedure.
•

First step (for whoever discovers the fire)
is to pull the fire alarm and call 911.

•

Use an extinguisher if the fire is small.

•

Evacuate building.

The College campus is divided into 4 areas
plus the daycare and the church (6 areas
total), each with a designated exit out of the
building. In addition, the church and the
daycare staff must be notified in the case of
a fire. They will in turn implement the fire
evacuation procedure for their areas.
One CCPA staff/student monitor will be
assigned to each area of the 6 areas and is
responsible for ensuring that their area has
been evacuated. If there is smoke or fire
in the area, the staff will not enter but will
inform the fire department of the area that
has not been checked.
Initially, a Coordinator and Deputy
Coordinator will be chosen. These will be
staff members during the day, but, if it is
after hours, the Student Monitor responsible
for lock-up will act as Coordinator and assign
the other positions to available students or
faculty.
Before leaving the office, the Coordinator
will pick up a hand radio (in the fire
evacuation box located in the foyer). After
doing a sweep of their area (#1 Office and
front), they will go directly to the front of
the building and act as main contact when
receiving the fire department.
The Deputy Coordinator will pick up the
attendance records plus a 2nd hand
held radio and proceed directly to the
“marshalling area” to supervise students.
(Note: The Deputy Coordinator will also
act on behalf of the Coordinator if the
Coordinator is not available.)

The Coordinator will assign a staff member
or student monitor to pick up a card from
the fire evacuation kit, which displays one of
the remaining 5 areas of the building. Each
individual will also pick up a flash light, vest
and hand held radio from the kit and then
go directly to the area outlined and ensure
evacuation. As you sweep the area to alert
everyone to evacuate, close doors and
windows on your way out if safe to do so.
If there is a shortage of CCPA staff/student
monitors available in the building, more than
one area may be checked by one person.
After the evacuation has taken place, the
“marshalling area” will be the Church parking
lot (north side of building) for the church
and CCPA.
Studios B, C and E will be exiting on the
ground floor at the back of building. All
other basement areas will exit out the main
entrance to the college. Studio G and H
will exit out the back of the building into
the playground area. After evacuation,
walk around the south side of the building
to Elgin Rd and then carry on to the
“marshalling area” at the Church parking
lot. PH and other upstairs areas should exit
out the nearest exit (garden doors, winding
stairs or double doors to the back alley).

Instructor’s Role
Instructors will be informed of emergency
exits corresponding to the classroom in
which they are teaching. This information is
on the front of each instructor’s attendance
folder.
In the event of an emergency, the teacher
will direct the students to the exit.
Last person out of room will be instructed to
close the doors and windows.
Faculty will be asked to bring their class lists
with them as they evacuate the building.
Faculty will take roll call once they reach the
marshalling area (Church parking lot) and let
the Deputy Coordinator know the results of
their head count for their class.
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Earthquake Safety
Everyone should drop, cover, and
hold on immediately in the room
that they are in. This means under a
desk or near a safe wall, preferably
a corner. Safe walls are away
from glass, mirrors or any objects
that may fall on you during the
earthquake.

Everyone should cover their heads using
their arms if in the open or hang on to the
desk or table. Wait 60 seconds or until the
earthquake is over.
Count an additional 60 seconds after the
earthquake and look around for any hazards
or possible items to fall.
Proceed to meeting point (student lounge, as
long as it is safe following the earthquake).
The alternate meeting area will be in the
church parking lot (as per our fire evacuation
procedure), if there is a real earthquake and
the building is obviously damaged and not
safe.
Registrar (or designate) will take a roll
call of all the student body followed by a
determination that all staff, faculty or guests
in the building are accounted for.

Faculty and Instructors
Instructors will direct the students to take an
additional 60 seconds to ensure that there
are no hazards. Have the students count
this down. The instructor will then direct the
students to the meeting point.
Faculty will bring their class lists with them
as they move to the meeting point or
evacuate the building. Take a roll call of
your class.
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Facility Lockdown
The lockdown/shelter-in-place code
is “Lockdown”, or an administrator
will inform you in person.
Reasons for a Lockdown
•

An out of control person who is a threat
to the safety of our students, staff, or
themselves

•

Someone who has a gun or weapon

•

An intruder

•

Hazardous chemical outside the building

•

A weather-related event

Persons Who Can Call a Lockdown
•

College administration

•

Law enforcement

•

Office staff

Lockdown Procedures
Staff are to go to the near phone and dial
Feature – 63. Zone – 1 to activate the
paging system, then announce “Lockdown.
Lockdown. Lockdown”. Move through the
building as safely as possible to notify those
in each studio.
Faculty are to quickly glance outside
the room to direct any students or staff
members in the hall into your room
immediately, lock your door (where
possible, lower or close any blinds, and
locate and hold on to attendance records
prior to turning out the lights. This will aid
in accounting for all students should an
evacuation be necessary.

Classes being held in PH should move into
the closest open studio, lock all doors, and
find a safe area.
Any students in the lounge or kitchen should
move into to the nearest studio.
If students and teachers are outside the
school building, they should remain together
as far away from the building as possible
and remain in contact with faculty or staff in
the building.
Individuals in the bathrooms should move to
a stall, lock it and stand on the toilet.
Anyone in the hallway should move to the
closest classroom immediately.
Students and staff in the library should
remain in the library.
Stay in safe areas until directed by law
enforcement officers or an administrator to
move or evacuate. Never open doors during
a lockdown, even in the event of a fire alarm.
For further directives, law enforcement
officers and administrators will have keys to
open the doors or announcements will be
made over the intercom.
An administrator will signal all personnel if
the lockdown has been lifted.
If an evacuation occurs, all persons/
classrooms will be directed by a law
enforcement officer or administrator to a
safe location. Once evacuated from the
building, teachers should take attendance to
account for all individuals present in class.
Administrators will divide and keep in
communication with radios or cell phones.

Everyone is to stay where they are until
directed.
Sit against the wall, so that the intruder
cannot see them looking in the door.
Turn off lights and computer monitors.
Stay silent.
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Evacuation During a
Performance
In the event of an alarm during a
public performance, the Front of
House Manager and Stage Manager
are responsible, with the help of
ushers, to assist in the safe and
orderly exit of the performance
company and audience.
When it is determined that it is
necessary to evacuate the building,
the following procedure is to be
followed.
Remember:
•
•
•

Save yourself over a piece of
equipment.
Evacuate the building as calmly
but quickly as possible.
Do not re-enter the building until
the fire department gives the all
clear.

Procedure
1. The FOH Manager turns on work lights,
goes on-stage, stops the performance
and announces to the actors and
audience that it is necessary to evacuate
the building. “Due to reasons beyond
our control, it is necessary to vacate the
building. Please use the garden doors
to exit the building and make your way
to the Church parking lot. Ushers are on
hand to help you. Thank you.”
2. If possible, the FOH Manager telephones
911 and reports the alarm.
3. Actors and crew evacuate the building
via the stage door to the marshalling
area, the Church parking lot (north side
of building).
4. Stage Management checks that everyone
from the company is at the marshalling
area, reports back to the FOH Manager
that the company is out, and then
returns to the marshalling area.
5. The two in-house ushers direct audience
out into the lobby. The Front of House
Manager then directs audience out
through the garden doors to the
marshalling area.
6. When the audience have evacuated
the building and the FOH Manager is
confident the building is empty, FOH
reports to the marshalling area.
7. Upon arrival of the Fire Department, the
FOH Manager shall notify the Fire Chief
whether or not everyone has evacuated
the building and is accounted for.
8. When permission has been given to reenter the building, it is up to the Stage
Manager to determine from what point
the performance should continue.
9. It is the FOH Manager’s responsibility to reseat audience and to make any necessary
announcements. The Stage Manager and
the FOH Manager will determine the best
way to re-start the performance.
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Evacuation During a
Performance
Power Failure
When the power goes off:
•

The emergency lighting will come on as
soon as the emergency generator starts
up, usually a matter of seconds.

•

The FOH Manager stops the
performance, confirms the power
failure, and asks the audience to please
remain seated.

•

The actors leave the stage when the FOH
Manager stops the performance, and
report to Studio B.

•

The Stage Manager records the time,
leaves the booth, and meets the actors
in Studio B.

•

The technician records the cue at the
time of the power failure and remains in
the booth.

If after 20 minutes the power is still off and
there is no definite information on when it
will be, the performance is to be cancelled.
In this event, the FOH Manager informs the
audience the performance is cancelled, but
to contact the box office the next working
day for information on ticket exchanges.
Stage Management, crew, and ushers tidy
and lock up as best they can.
If we know when the power be back on:
•

The FOH Manager asks the audience to
remain seated as power will be on within
5 minutes.

•

The Stage Manager liaises with the ASMs
and decides on the procedure to restart
the performance.

If after 5 minutes the power is still not on,
the audience is required to leave the theatre
and one of the following procedures should
be followed.
If we do not know when the power will
come back on:
•

The FOH Manager announces to the
audience that we are required by law to
leave the theatre, and that there will be a
10 minute intermission while we try and
find out how long the power will be off.

•

The audience must leave the theatre
but may wait in the lobby (rather than
outside in the wind, rain, etc.) until a
decision is made.

•

The ushers guide the audience to
the garden doors and then to the
marshalling area.
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Student Policies
The information in this handbook
is designed to help students enjoy
a safe and rewarding experience.
The information and polices
contained are also part of each
student’s contract with the College.
Students must read and apply the
policies and procedures set out in
the Handbook. Please reference
regularly throughout the year.
Please note:
• References to time periods
relate to school/business days.
• All activities at the College
are subject to policies on
Code of Conduct (Appendix
O), Harassment (Appendix C),
and Respectful Treatment of
Students (Appendix A).

Code of Conduct
See attached Code of Conduct and
Dismissal Policy. (Appendix O)

Tardiness
All students must sign in at the office at
least ten minutes before their first class
of the day; earlier is better. This is the
standard practice in the industry and late
arrivals are unacceptable and considered
unprofessional. In cases of special
circumstances please consult with the
Director of Education & Programming.
All students must be in class fully prepared
to commence work at the scheduled class
time.
Students late for class will not be allowed to
participate in that class.
Permission to audit or attend a class when
late is the instructor’s decision.
Absence due to tardiness will be treated as
an unexcused absence.
Unscheduled time during school hours
should be used for coaching, rehearsal, or
study.
Students leaving the campus during class
hours must sign out at the office.

Absenteeism
See attached Attendance Policy (Appendix
N).

Dress Code
See attached Uniform Policy (Appendix L).

Missed Exam/Evaluation & Make-up
See attached Grade Appeal Policy (Appendix
G).

Failed Exam/Evaluation and Re-take
See attached Grade Appeal Policy (Appendix
H).
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Student Policies
Plagiarism & Cheating
See attached Academic Honesty Policy
(Appendix K).

PDCs will be awarded to students in the
following categories:
Teacher Assistant / College Service Duties
3 PDCs required; up to 4 accepted

Appealing Grades

•

See attached Grade Appeal Policy (Appendix
H).

College service – cleaning, projects,
campus activities

•

Teacher assistant – as requested &
approved by Director of Education &
Programming

Language Proficiency Assessment
Policy
See attached Language Proficiency
Assessment Policy (Appendix M).

Marketing / Promotions / Front of House
3 PDCs required; up to 4 accepted
•

Prior Learning Assessment

Marketing / PR – posters, writing, phone
calls etc.

•

See attached Prior Learning Assessment/
Credit Transfer Policy (Appendix G).

FOH – volunteering in concessions, box
office, ushering

•

Professional Development Credits
(PDC) Program

Special events - decorating, setup, teardown, etc.

Production (Wardrobe, Props, Tech, Sets)
4 PDCs required; up to 6 accepted

CCPA values developing active, engaged
citizens and theatre professionals.
Professional Development Credits (PDCs)
are designed to nurture you in your role as a
cultural leader by contributing to the college
and the community as a whole. PDCs will
apply for any event that is not part of your
Performance grade.
Students must acquire a minimum of twelve
(12) PDCs each year. One (1) PDC is equal to
one (1) shift of volunteer time in the areas
listed below. PDCs cannot solely be acquired
in one area. Students must diversify the
source of their PDCs based on each year’s
requirements as assigned. Students will
receive a PDC Log to keep track of their
credits. Within two weeks of completing the
task students must have the appropriate
member of the staff or faculty initial their log
as proof of work completed. The PDC Log is
to be returned to the Registrar on or before
the last day of classes.

•

Wardrobe / props – volunteering in shop
or loft, assisting in production needs

•

Tech – assisting with productions in the
area of tech, videographer for shows

Reviews & Community Volunteering
2 PDCs accepted
•

Additional theatre reviews (above and
beyond the course requirement)

•

Attend a dance, acting, or vocal
workshop outside the school led by
a professional in the area or field of
performance

•

Reading an additional Canadian play or
acting text

•

Volunteer for an arts community or
social group in a meaningful way (must
be pre-approved by the Director of
Education & Programming, and requires
e-mail verification from the organizer)
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Accommodated Learning

Confidentiality

For students who are struggling to complete
the necessary qualifications for graduation,
accommodations to the program requisites
may be possible, in consultation with the
Director of Education & Programming.
Students on an Accommodated Learning
Plan may not be eligible to receive the
credential indicated in their student
contract.

All student personal and status information
is confidential and accessed only by the
College Registrar, Director of Education
& Programming, and Managing Artistic
Director.

Voluntary Withdrawal Procedure

The College will keep student record files
secured.

See attached Withdrawal Policy (Appendix
I).

Request for Deferral
See attached Deferral Policy (Appendix Q).

Grounds for Student Dismissal
See attached Code of Conduct and
Dismissal Policy (Appendix O).

Probation Procedure

Faculty members may request and be
granted access to student records only
through the Registrar or the Director of
Education & Programming.

In accordance with Part 4(10)(1)(a) of
the Personal Information Protection Act,
student’s names and personal identification
information, the name of the program of
study, and the amount of the tuition paid will
be forwarded to the PTIB for the purpose
of administering the Student Training
Completion Fund. For more information
about the collection, use and disclosure
of personal information, visit the Agency’s
website at privatetraininginstitutions.gov.
bc.ca

See attached Code of Conduct and
Dismissal Policy (Appendix O).

Faculty members have access to basic
student contact information through their
database account.

Tuition and Fee Refund Policy

Students are permitted access to one
another’s email addresses.

See attached Tuition and Fee Refund Policy
(Appendix J).

Confidentiality & Privacy
See attached Privacy Policy (Appendix P).

Students will be provided the email
addresses of college staff and faculty.
Without the individual’s written permission,
contact or other information of anyone
associated with the College will not be
shared.
All contract information will be treated as
confidential personal information and will
not be released to any party outside of the
College.
All financial information regarding the
College is confidential. No person may
disclose financial information to any
individual, including media, the public or
other institutions or organizations.
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Student Records Retrieval and
Archiving System
Student academic records are confidential.
All records for the current year will be kept
in a locked filing cabinet in the Registrar’s
office.
All previous year’s records will be kept in
the locked storage room assigned for this
purpose and filed according to the year of
study.
Student records will also be kept in
electronic format. Students’ complete
records will be retained for eight (8) years
then purged.
A copy of the student’s signed contracts,
transcripts and certificates will be retained
for fifty-five (55) years.

Possession of Intoxicants
The following steps will be taken if a student
is identified or believed to be in possession
of or under the influence of drugs or
alcohol on college premises or at external
performance spaces.
Parents or guardians of minors will
be contacted and requested to take
responsibility for the student. A meeting will
be scheduled to consider the circumstances
and establish consequences for the
infraction. These consequences may include
suspension from the college for a period of
time determined by the College Director(s).
Repetition of these behaviors or the sale
of drugs or alcohol on college premises
or at a CCPA function shall be grounds for
dismissal.

Faculty may have access to student’s
report cards on the premises only with the
assistance of the Director of Education &
Programming or the Registrar.
A student’s records will only be given to that
student. No one (including parents) may
access to a student’s records without the
written approval of the student.
Report cards will be emailed to the student
after the close of each term. Official
transcripts will be made available to
educational institutions upon the student’s
request. An administrative fee will apply for
all official copies.

Respectful Workplace
See attached Respectful and Fair Treatment
of Students Policy (Appendix A).

Harassment Policy
See attached Sexual Harassment Policy
(Appendix C).

Nudity Policy
See attached Nudity Policy (Appendix D).
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Student Council and Representation

Student Assistance

It is the option of the student body to elect
a student council. The student council,
if elected, will meet regularly with an
administrative representative to discuss
any student issues or proposed events. The
Student Council acts as a liaison between
the student body, staff, and faculty of the
college. Representatives are elected from
Year I, Year II, and the Studio Ensemble.

Students are encouraged to bring a peer
counselor, friend or representative to
any meeting with faculty, directors, or
administration.

As a team, open to all suggestions and
requests, the Council’s primary focus is
to plan social and fundraising events that
benefit the student body, such as cabarets,
dances, hot chocolate days, and the annual
Valentine’s Day card delivery. The Council
meets regularly with an administration
representative to discuss student issues
or proposed events. All events must be
approved by the administration.
If the student council manages any
funds, they are to meet with the Staff
Representative & Finance Department to set
up signing authority on an account and be
instructed on fiscal responsibility.

Getting Involved
Students have the opportunity to get a
first-hand view of the College’s operations
by participating in the CHAS Annual General
Meeting, representing the student body
on the Student / Staff / Faculty Liaison
Committee, or serving on the Joint Health &
Safety Committee.

Social Events
The College provides opportunities to
socialize and meet staff, faculty, and
fellow students with social events during
Orientation Week, such as the full-school
welcome dinner and the student & faculty
meet-and-greet lunch. Student Council
and/or the College also organize student
cabarets and dances throughout the year.
The College frequently partners with its
neighbor, the Church of St. Mary the Virgin,
to provide community dinners.

Students can be referred to off-campus
health benefit services, such as massage,
physiotherapy or counseling when required.
All teachers make themselves available for
student consultation or tutoring. Please
refer to the course outline for each teacher’s
process. Students are encouraged to request
consultation or tutoring from their faculty.
Please refer to “Useful Phone Numbers and
Other Information” (page 19) for further
listing of resources.

Medical Insurance and Health Care
Students are responsible for their own
medical care on campus, tours, outings, at
all College events and off campus. There
are medical clinics and a hospital a few
blocks from the campus. Addresses and
phone numbers are listed in the Numbers &
Resources section of the Handbook.
The student Health Benefit Plan covers up
to $160.00 per academic year toward health
services. Students are advised to have
additional health coverage.
Health services or practitioners must be
approved by the administration office.
Submit receipts to finance@ccpacanda.com
or the FInance office for reimbursement.

Mental Health Resources
CCPA has a clinical counsellor on staff.
All students have access to booking
appointments and confidential meetings
with the campus counsellor. Bookings can
be arranged by email request:
counsellor@ccpacanada.com.
Here2Talk is an additional government
provided counselling service available to
post-secondary students in British Columbia:
1 877 857 3397, Here2Talk.ca
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Injuries and Vocal Health
Students will conduct all activities in a safe
manner and follow directions from faculty
or staff regarding safety for themselves or
others. All students are required to fill in an
injury and illness history form and submit it
to the Registrar. This information will be for
the confidential use of staff and faculty.
Students are expected to take care of
their physical well-being, and to always
do personal vocal and physical warm ups.
Students are expected to get professional
advice regarding injuries and to learn and
adhere to proper conduct for healing.
•

•

•

If a student is injured during the college
year, they must discuss the injury with all
teachers whose classes it may affect.
If a student is injured during a class or
on school premises, the student must
complete an accident report (available
from the Registrar).
If a student is injured while performing
duties for which they are employed by
the college, then forms required by the
Workers Compensation Board must
be completed within 24 hours of the
incident.

•

If a student is unable to participate in
class due to injury, they are expected
to audit the class and keep up with
assignments.

•

If a student must miss more than 3
consecutive classes/series of classes
due to illness or injury, they must
discuss with their teachers an alternate
method of study or assignments and
requirements for completion of the
course. Any commendations must be
approved by the Director of Education &
Programming and must documented in
writing and kept in student’s file.

•

A student who has an injury which
deters them from completing any course
will enter discussion with Faculty and the
Director of Education & Programming
about an alternate form of study or the
possibility of deferral or withdrawal.

Some medical or health related injuries/
illnesses may require a doctor’s letter stating
the student can safely and responsibly
participate in the rigors of program. Such
notification must come from a medical
practitioner that is recommended by the
college and is familiar with the demands of
the program.
Every student will need to use their voice
extensively every day. Therefore diligent
vocal care and rest must be practiced at all
times. It is a student’s responsibility to be
wise, safe, taking proper care and heeding
teacher’s instruction when it comes to vocal
health.

Financial Assistance
Through fundraising and grants, the
Canadian Heritage Arts Society is able to
subsidize tuition for each Canadian student.
The College will provide letters of support to
assist students applying for assistance from
service clubs, foundations, and provincial or
federal grants upon request.
Any disagreements with respect to a student
award decision will be referred in writing to
the Student Awards Committee, which will
review the disagreement and respond in
writing. Proven falsification of documents
or information submitted in support of a
financial aid application can be grounds for
student dismissal.

40

Student Information
Financial Assistance

Campus Work Positions

The following financial aid programs apply to
all CCPA programs (unless noted otherwise).

Students have the opportunity to earn
money through a campus work position
program and also gain an understanding of
the business of the arts. To be considered
for campus employment, you must complete
the application form that will be provided in
the Financial Information Package.

Bursaries
CCPA offers a limited number of bursaries
for students needing financial assistance;
there are two annual disbursements in
autumn and winter.
To apply for a bursary the student
must complete the Financial Assistance
Application available from the Registrar.
Incomplete and/or late applications will
not be considered. The applicant may be
requested to provide additional information
upon review.

Other Financial Assistance Available
•

External scholarships: Information on
scholarships available from sources
other than CCPA is forwarded to all
students when it is received by the
College.

•

Student Loans: CCPA is designated by
the Private Training Institutions Branch
(PTIB) of the British Columbia Ministry of
Advanced Education and is designated
for loans in all provinces and/or
The Canada Student Loan program.
The results of your student loan
application are a requirement of your
Financial Assistance Application form.
(Applications begin in June)

•

Passport to Education and BC Award
Vouchers: BC students only, please
submit to the Registrar for processing.

Studio Ensemble Students

•

Students earn a program award by
exceeding their specific financial targets
which will be announced and disbursed
within 30 days of the completion of a
financial review of the Studio Ensemble year.

RRSP: Students may withdraw funds
from their RRSP under the Life Long
Learning Plan.

•

RESP, USC Education Savings Plan,
Canadian Scholarship Trust Plan:
Government and private education
savings programs.

•

Student Line of Credit: Most financial
institutions offer Student Line of Credit
programs (contact your bank for details).

•

Provincial Arts Councils: Most provincial
arts councils provide scholarships for
post-secondary studies.

•

Additional funding may be available
through community service
organizations and the guidance/career
education departments of various
educational institutions.

Bursary recipient selection is done by the
Bursary Committee and based on a student’s
demonstrated financial need. The Bursary
Committee will not know the identity of the
applicant.
Bursary awards will first be applied to any
outstanding tuition. Any remaining amounts
will be disbursed directly to the student at
the completion of the year.
Should a student withdraw or be dismissed,
the bursary award will be revoked.

Scholarships (Internal)
CCPA has a number of internal and external
donors who contribute to our scholarship
program. Nominations are made based on
specific criteria or submission by the student
for those requiring an essay. A scholarship
panel reviews the nominations/essays and
selects the successful recipients. A detailed
list of available scholarships and criteria is
posted for students on the College website.
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Scheduling
Students are notified of schedules and
special events through the annual school
calendar; a weekly posted schedule of
classes; plus weekly announcements and
postings of master classes, guest speakers,
theatre listings and special events. All official
correspondence and notifications will
come in written notification, and generally
through email or postings on notice boards.
Students are advised to read the student
notice board daily and check their e-mails
frequently for updates. Attendance at
General Assembly is mandatory.

Community Performances
Students have the opportunity to perform
in public performances during the school
year. External employment must be flexible
to accommodate rehearsal and performance
times.
Non-CCPA Performances
Students will ask permission from the
Director of Education & Programming for
external appearances or recordings they
would like to make during the school year.
These activities must not impede or conflict
with class attendance or course work.
A Performance Request Form must be
approved by the Director of Education &
Programming and submitted to the Registrar
7 days prior to the actual performance.
External Auditions
CCPA students may only audition for
external companies if the production dates
do not conflict with the dates of College
studies and performances. CCPA does not
act as an agent for student auditions.

An Audition Request Form must be
submitted at least seven (7) days in advance
for permission to attend any audition. The
Director of Education & Programming will
discuss each request with the student and
consider permission on a per case basis,
taking into consideration the student’s
attendance, workload, course standings and
possible conflicts between the production
and the CCPA calendar.
CCPA students may not audition for
competitions (including but not limited to
reality TV contests).
Professional Engagements
Students are asked to inform the Director of
Education & Programming of any industryrelated contracts they acquire during the
year.
The College requests that all students notify
the college of any professional engagements
after graduation from CCPA. In addition
to wanting to celebrate with and promote
our alumni, the College keeps statistics
of working graduates for governmental
reporting purposes.

Housing
Students are required to arrange their
own accommodation. The Registrar will
post listings of housing options in the
neighbourhood to the closed student social
media group. This network for students also
shares recommendations and roommate
options. You are advised to have a written
agreement with the landlord regarding all
details of residency as well as how and when
you may move in and out.
Useful information is available from
Residential Tenancy Branch of the provincial
government. www.rto.gov.bc.ca
CCPA cannot intervene between landlords
and students.
In order for CCPA to keep the student
contact list accurate and up to date, please
notify the Registrar with information about
if/when/why you relocate.
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Telephones and Email

Photocopying & Printing

Students must have a cell phone and an
e-mail account for contact. In an emergency,
a long-distance call may be placed through
the front office with assistance from the
Registrar. Students must ensure they have
a strong and reliable internet service where
they reside as there may be occasions where
video conferencing is required for classes
and meetings.

Students are charged $0.10 per page for
copying/printing. Each student selects a
confidential copy code and is responsible for
all copies incurred on their code, therefore,
be sure to press the “ACCESS” button to clear
your code when you are finished. At the end
of each unit, the student’s individual code
count will be printed and forwarded to the
Finance Department and charged to their
student account.

Social Media & Internet Use
See attached Internet and Social Media
Policy (Appendix R).

Student Accounts
Students are required to pay a $100.00
deposit towards their student services,
which include but are not limited to
photocopying, printing, fax charges, library
fines, equipment, text book and script
purchases.
Students will be invoiced at the end of
each unit, and unpaid balances may
mean a student’s account privileges will
be suspended until the balance is paid.
Deposit renewals can be placed at any
time throughout the year with the Finance
Department.
Once all fees have been calculated at the
end of the school year, any unused deposit
will either be carried forward (for returning
students) or refunded. The account
balance must be paid in full to meet the
qualifications for graduation.

Optional Expenses

Library
At the end of each month, the Student
Librarian will post a list of un-returned or
missing items. Students will have one week
to return any missing items or be charged a
replacement fee.

Fees for Student Services
•

Duplicate tax receipt (T2202A, T4A):
$10.00

•

Student ID card replacement: $15.00

•

Official transcripts: $10.00 for
processing within 5 business days;
Priority processing in 1 business day
$17.50

•

Course outline production and
transmission to other educational
institutions: $15.00

•

Re-write / re-evaluation fee: $75 per
exam / evaluation

Payments
See attached Student Tuition and Fee
Payment Policy (Appendix T).

The following are optional expenses a
student could anticipate in addition to the
required expenses outlined in the student
contract:
•

Class photos.

•

The Theatre Study Tour, a week of
classes and shows (approximately
$2,700.00).

•

College branded clothing.
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Appendix A

Respectful & Fair Treatment of Students Policy
Staff, Faculty, Students, & Guest Artists
Position(s) Responsible
September 1, 2016

August 12, 2020

Implementation Date

Date of Last Revision

Policy
The Canadian College of Performing Arts (CCPA or the College), which is operated by the Canadian Heritage Arts
Society (CHAS), is committed to ensuring that its learning environment promotes the respectful and fair treatment
of all students, staff and faculty, and as such is committed to:
a) ensuring that all individuals are treated with dignity and respect, free from discrimination, harassment, and
bullying and are supported in managing differences both in the college and the workplace; and
b) providing an environment that respects and promotes human rights and personal dignity.
CCPA supports the principle that all individuals, including employees, students, contractors, board members,
visitors, and volunteers, are entitled to work in an educational environment that is free from any form of
discrimination and discriminatory harassment.
CCPA welcomes people with diverse backgrounds, cultures, strengths and opinions into the college. Staff, students
and faculty are expected to work to understand cultural differences, work constructively to accommodate and value
each other’s differing styles and contributions.
It is CCPA’s policy to endeavor to address negative or uncomfortable issues in their earliest stages in order that
mutually beneficial resolutions can be found before any relationships are damaged. Equally, constructive and
creative ideas are welcome for discussion.
Definitions
“Disrespect” is showing a lack of respect or courtesy; impolite.
“Devaluing Behaviour” is behaviour that has the effect of making another feel less valuable or important, whether
or not that was an intended result.
“Exclusive Behaviour” is behaviour that makes another feel excluded from a group for any reason, whether or not
that was an intended result.
“Inconsiderate Behaviour” is behaviour that does not consider others’ needs, space, safety, health,
accommodation, reputation, performance or progress. It includes rude, abrasive, or offensive communications. It
includes derogatory language, not required in a script use, referencing gender, race, sexual orientation, or any kind
of disability. It includes discourteous or aggressive behavior.
“Harassment” includes sexual harassment and is any behaviour by a person directed against another person that
a reasonable person would know or ought to know would cause offence, humiliation or intimidation. It includes
offensive or intimidating behavior that is unwelcome by another. It can be direct or indirect, obvious or subtle,
active or passive. It can be written, verbal, physical, electronic or any other form of expression. It can be physical
and/or psychological. It is defined by the impact on the subject of the harassment and not by the intent of the
harasser. It can be a one-time occurrence or repeated incidents. It includes: making derogatory comments to or
about another person, swearing, yelling, inappropriately interfering in another person’s work, derogatory gestures,
embarrassing practical jokes, ridicule, gossip, reckless disregard or denial of another’s rights, improper use of power
or authority or physical assault.
“Bullying” is any repeated or systematic behaviour, physical, verbal or psychological including shunning, which
would be seen by a reasonable person as intending to belittle, intimidate, coerce or isolate another person.
“Discrimination” is unfair differential treatment, whether intentional or not, of an individual or group, as identified
by race, national or ethnic origin, colour, religion, age, gender, sexual orientation, marital status, family status,
disability and a conviction for which a pardon has been granted or a record suspension has been ordered.
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“Sexual Harassment” or “Sexual Misconduct” includes unwelcome sexual advances, requests for sexual favours or
other verbal or physical conduct of a sexual nature including when:
•

submission to such conduct is made either explicitly or implicitly a term or condition of employment, casting or
of educational progress;

•

submission to or rejection of such conduct is used as the basis for employment, casting or academic decisions
affecting that employee or student; or

•

such conduct has the effect or purpose of interfering with a student’s academic performance or creating an
intimidating, hostile, or offensive working or educational environment.

References to “including” are not intended to be limiting.
Procedures
1. Each of the behaviours defined above are prohibited and will not be tolerated.
2. Individuals are responsible for conducting themselves in a respectful manner in the College and at work-related
activities. Students, staff, faculty, Board Members, volunteers, visitors or guests found to be engaged in conduct
that violates respectful and fair treatment of others, or the facility will be subject to remedy up to and including
suspension from the College and/or removal of access to College facilities and grounds. Failure to maintain
respectful & fair conduct may lead to dismissal from the College.
3. While it is understood faculty, staff may at times be required to be alone with students, faculty and staff are not
permitted to be alone with a student where intoxicants are present .
4. Intimate or physical relationships: No staff, faculty or guest artist may engage in any form of intimate or physical
relationship with any current student and for 2 years after the student’s departure from the College.
5. Staff and Faculty Interactions with Students
a) Staff and faculty are not to initiate private extra-curricular contact with a current student.
b) All interactions with students are to be limited to those reasonably necessary for the course of study or
other College business.
c) All interactions with students are to be conducted with the utmost professionalism. Staff and faculty may
not engage in social media, texting or other contact with students other than as is reasonably necessary for
study or other College business.
d) If a student initiates contact over social media, texting or otherwise with a member of the staff or faculty
other than as is reasonably necessary for study or other College business, the staff of faculty member so
contacted should politely make the student aware of this policy.
e) This policy does not apply to students once they are no longer studying at CCPA.
6. Student Interactions with Students
a) Students are expected to clearly identify and maintain boundaries with other students before they escalate
or lead to misunderstandings. When students interact off campus students are responsible for their own
behavior and interactions.
b) If a student has a complaint with respect to an interaction with another student, that complaint should be
reduced to writing and provided to the Director of Education & Programming or the Managing Artistic Director.
7. Any alleged violation of this policy should be promptly reported, preferably in writing, to a supervisor, manager,
director, or the Student/Staff/Faculty Liaison Committee Chair of the Board of Directors. Any complainant is
expected, when requested to do so, to participate in appropriate initiatives to improve appropriate behavior
within the College.
8. Making and Resolving Complaints
a) Anyone witnessing or experiencing any conduct prohibited by this policy should document the incident and
report it to the Director of Education & Programming and/or the Managing Artistic Director. This should be
done in a timely manner.
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b) Anyone witnessing or experiencing any conduct prohibited by this policy may make the issue known to
a trusted third party, the Director of Education & Programming and/or the Managing Artistic Director so that
options for resolution may be considered and facilitated.
c) If informal attempts to resolve the issue are not either appropriate or successful, and a formal complaint
is necessary or if the complaint is against a staff member, faculty member, Board Member, or the Director of
Education & Programming, the complaint should be made in writing to the Managing Artistic Director.
d) If the complaint is against the Managing Artistic Director, the complaint should be brought to the Director of
Education & Programming and to any member of the CHAS Board of Directors.
*NOTE: In circumstances such as sexual or physical assault, the complainant may elect to file a complaint with
the police. In these circumstances no investigation will take place while an active police investigation or legal
proceedings are underway.
**NOTE: Anonymous complaints or allegations, submitted by, but not limited to, letters, surveys, or 3rd party
reports will not be acted upon without further detail and context.
9. Investigations
Complaints of alleged breaches of this policy will be investigated immediately utilizing either internal or external
investigators at the discretion of the CHAS Board of Directors.
a) Once the College is made aware of an alleged complaint, there is a duty to investigate, whether or not a
formal complaint has been made. An investigation will commence when any of the following occur:
• A student, employee, faculty member, contractor, or volunteer makes a complaint of a breach of this
policy; or
•

CCPA Management or the CHAS Board of Directors becomes aware of the complaint.

b) The College will ensure accommodation of any special needs of all persons involved (i.e. documents in
alternate formats, off-site, after-hours meetings, interpretation and translation.)
c) All complaints will be handled in a confidential manner and information regarding the investigation will only
be disclosed on a need to know basis.
d) All interviewees in both internal and external investigations will have the opportunity to review and agree to
the accuracy of the record of their respective interviews.
e) Internal Investigation:
• The Managing Artistic Director and the Director of Education & Programming will be trained to conduct
internal investigations. Internal investigations will be carried or by one or both said Directors. In all cases of
investigation, the CHAS Board of Directors will be advised that such is taking place and will receive a summary
of findings and actions taken.
f)

External Investigation:
• The College will engage a qualified, professionally trained external investigator, at its sole expense, where
the Board of Directors considers that an external investigation is warranted.
• In any complaint against the Managing Artistic Director, the Director of Education & Programming, or a
member of the CHAS Board of Directors, an external investigator will be used and generally:
I.

In cases of sexual harassment,

II.
Where in the judgment of the CHAS Board of Directors or its Executive Committee, a high degree of 		
liability may exist,
III.

If the alleged events occurred in private and without the opportunity of a witness,

IV.

Where the allegations are similar in nature and made against a number of persons.
• The external investigator will have the authority to independently schedule interviews and to
make recommendations of actions to be taken.
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10. Investigative Reports
a) A final report will be completed in writing by the investigator and submitted to the Managing Artistic Director
or in the case of a complaint against the Managing Artistic Director, to a member of the Executive Committee of
the CHAS Board of Directors, which will include a summary of findings and recommendations..
b) The full report will be maintained in a separate file space accessed only by the Managing Artistic Director
and the CHAS Board of Directors (except in the case of a complaint against the Managing Artistic Director, in
which case the report will be kept with the Board’s confidential files) but will NOT form a part of the personnel
files. No documentation of unsubstantiated claims will be maintained.
11. Conclusions, Recommendations & Actions
Following an investigation, all parties will be advised of the investigator’s finding with respect to whether or not
a breach of policy or other misconduct was established. The complainant will not be advised of details of any
disciplinary action taken.
1. If the investigation finds misconduct was established, action will be taken to remedy the situation.
2. This may include mediation, restorative justice, sensitivity training or other educational requirements.
3. Discipline may include: official warning and follow up monitoring, temporary suspension or termination.
4. In cases where the investigation is inconclusive or unfounded, the College may provide conflict resolution
measures for the parties.
5. In the case where a complaint is found to have been vexatious or retaliatory, or brought for any other improper
motive, the College may take disciplinary action against the complainant.
6. If the investigator recommends revisions to CCPA policy, the CHAS Board of Directors will conduct a review of
the applicable policy.
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Appendix B

Dispute Resolution Policy
Staff, Faculty, & Students
Position(s) Responsible
September 1, 2016

August 1, 2018

Implementation Date

Date of Last Revision

Policy
The Canadian College of Performing Arts values open communication and conflict resolution in an efficient and
positive manner respectful of all parties. We expect all members of the CCPA community to conduct themselves
with mutual respect and understanding, in accordance with the Code of Conduct & Dismissal Policy. The Senior
Management of the College will endeavor to address negative or uncomfortable issues in their earliest stages in
order that mutually beneficial resolutions can be found. Equally, constructive and creative ideas are also welcome
for discussion to see if they can be facilitated.
The College encourages individuals to make every attempt to resolve issues between the parties directly involved.
Where resolution is not possible, students are requested to discuss delicate or challenging issues with whichever
CCPA Director is most appropriate and available in an urgent or emergency situation. Artistic, education, program
and faculty related issues are handled first by the Director of Education & Programming. Administrative, facility,
or operational issues will be handled by the Managing Artistic Director. If an individual feels it is inappropriate to
discuss an issue with one of the CCPA Directors, the individual can request to speak to the Chair of the Student/
Staff/Faculty Liaison Committee, a member of the Canadian Heritage Arts Society Board of Directors. Arrangements
should be made through the staff or faculty representative of the Student/Staff/Faculty Liaison Committee. The
CCPA Directors will be notified that such a meeting is taking place.
It is the intent of the College that open dialogue between students, faculty, directors and staff will resolve
differences amicably as they occur. If discussion fails to bring resolution, or if an individual feels that they have just
cause for lodging a complaint concerning the interpretation or application of the Canadian College of Performing
Arts’ policy, they should proceed in the following manner:
Procedure
1) A student who has a complaint should first present his/her problem to the involved faculty or staff member
to the extent reasonably possible, either verbally or in writing. The faculty or staff member will consider the
matter and render a decision within three (3) working days of the grievance being received. Anonymous
letters will not be responded to.
2) Failing a satisfactory settlement of the dispute, the student will submit a grievance in writing to the
appropriate senior College Director, stating the nature of the dispute and the remedy sought. The Director
will conduct interviews and hear from both parties and will then render a decision in writing within seven (7)
working days of the grievance being received.
3) If a satisfactory solution cannot be achieved, the dispute will be referred to the Chair of the Student/Faculty/
Staff Liaison Committee within three (3) working days.
4) The Chair of the Student/Faculty/Staff Liaison Committee will conduct interviews to hear from both parties
as well as the Managing Artistic Director as consideration for the dispute. Based on the nature of the
dispute, this process may also involve the Student/Faculty/Staff Liaison Committee or an Ad Hoc Committee
of three (3) or more experts as determined by the Chair. A decision will be rendered within fourteen (14)
working days of the grievance being received by the Chair.
5) The student having the dispute may accept a decision from the Chair of the Student/ Faculty/Staff Liaison
Committee as final, or ask for the appointment of an arbitrator. An arbitrator must be a party acceptable to
both the Chair and the student. The Chair or the student may engage legal counsel.
6) The decision of an arbitrator will be final and binding on both parties.
The time limits set out above may be extended by mutual agreement between the parties. Saturdays, Sundays and
statutory holidays will not be counted in determining the time within which any action is to be taken or completed
under the grievance procedure.
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Appendix C

Sexual Harassment Policy
Staff, Faculty, Students, & Guest Artists
Position(s) Responsible
June 11, 2020

July 2, 2020

Implementation Date

Date of Last Revision

Policy
The Canadian College of Performing Arts (CCPA or the College), which is operated by the Canadian Heritage Arts
Society (CHAS), is committed to fostering an environment free of harassment and will take all necessary steps to
ensure a safe and secure workplace and study environment, free of all harassment. Under no circumstances will
any inappropriate or unwelcome behaviour or conduct by any member of the CCPA community be tolerated and
swift action will be taken to investigate any allegations of harassment. It is a primary concern of CCPA to protect
all members of its community from harassment. Students may request that they not be required to be alone with
faculty, staff, guest artists, directors in any class, tutorial, rehearsal or fitting. Students who feel uncomfortable
about touch from their instructor, a staff member, or another student, are encouraged to speak to the instructor
about opting out, or to discuss the matter further with the Director of Education & Programming.
Definitions
“harassment” includes sexual harassment and is any behaviour by a person directed against another person that
a reasonable person would know or ought to know would cause offence, humiliation or intimidation. It includes
offensive or intimidating behavior that is unwelcome by another. It can be direct or indirect, obvious or subtle,
active or passive. It can be written, verbal, physical, electronic or any other form of expression. It can be physical
and/or psychological. It is defined by the impact on the subject of the harassment and not by the intent of the
harasser. It can be a one-time occurrence or repeated incidents. It includes but is not limited to: making derogatory
comments to or about another person, swearing, yelling, inappropriately interfering in another person’s work,
derogatory gestures, embarrassing practical jokes, ridicule, gossip, reckless disregard or denial of another’s rights,
improper use of power or authority or physical assault,.
“sexual harassment” includes unwelcome sexual advances, requests for sexual favours or other verbal or physical
conduct of a sexual nature including when:
1.
submission to such conduct is made either explicitly or implicitly a term or condition of employment, casting
or educational progress;
2.
submission to or rejection of such conduct is used as the basis for employment, casting or academic
decisions affecting that employee or student; or
3.
such conduct has the effect or purpose of interfering with a student’s academic performance or creating an
intimidating, hostile, or offensive working or educational environment.
References to “including” are not intended to be limiting.
Procedures
1. Creating characters & story telling in the studio:
a) At CCPA we study, engage and create in various forms of the performing arts, on and off stage. It is
recognized that theatre reflects life; life is full of the full range of human emotion and experience including sex,
violence, mental illness, and cruelty, as well as romance situations.
b) To teach students to evoke an empathetic response in audiences at times involves the simulation of physical
violence, negative behavior, and dealing with strong emotions in the classroom, rehearsals and performances.
c) Students engaging and interacting in character, will not normally be viewed as personally committing
harassing behavior when such behavior is directed toward other participants in character, or where a student
engaged in character exploration intends to portray a character involved in harassing behavior.
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d) When such behavior is to be directed toward non-participating class members, the student must inform the
class of this intention prior to the start of the work.
2. Physical Contact – Classes & Rehearsals: At CCPA, there is likely to be an expectation or need for physical touch
in most teaching areas, and during costume fittings in particular.
a) In acting, voice, and movement classes, physical contact may be made to assist the student in proper
breathing, relaxation of tensions, alignment, or similar instruction.
b) Faculty or Guest Artists required to lay hands on a student in any way, for demonstration or physical
adjustments must announce their intent prior.
c)

All violence or sexual contact in performance, rehearsal or class exercise must be choreographed/staged.

3. Laying Hands on Students in or out of class: Physical contact will be permitted only as is reasonably necessary
for demonstration, body awareness or body correction.
a) Physical contact must only be made in a public space or whether others are present.
b) Prior to any touching or contact, the physical contact must be discussed and prior consent given.
c)

The touching of breast and genitals is not permitted.

d) Unless a student is in visible distress or danger, Staff or Faculty are to not to initiate physical contact with
students other than as it pertains to instruction.
e) In the event of distress or danger, contact may be made but must be clear to all parties that the intent is to
protect, intervene or remove the student from the threatening circumstances.
4. Wardrobe Fittings: Removal of clothing is integral to a costume fitting.
a) Getting changed into or out of a costume is to be done in the privacy of a closed fitting room.
b) The costume designer and/or the cutter building the costume will have to touch the costume and therefore
the student in the costume anywhere that it needs fitting.
c) The costume may also include undergarments that are not the student’s (e.g. corsets), that require the
removal of the student’s own undergarments, and costume undergarments also require fittings.
d) There is never a time when it is acceptable for unnecessarily prolonged touching, or touching body parts not
involved with the current teaching, exercise or fittings.
5. Psychological Contact: Sexual harassment can occur without any physical contact at all: psychological contact
therefore can be a more difficult area to ascertain since it involves words, intonations, or body language. Part of
theatre training involves dealing with challenging subject matter. For example, some of the discussions in acting
classes will be of a sexually explicit nature.
a) As an area that could have the potential for harassment, these issues will be discussed by instructors in a
sensitive, safe manner.
b) At all times it is acceptable for a student to choose what they disclose.
c) If, however, a student feels they are in a situation that makes them feel unsafe, uncomfortable, or triggers
difficult emotion, the expectation is that the student will raise the concern with the instructor in a respectful
manner.
d) If a matter cannot be resolved to the satisfaction of those involved, either party should raise the concern
with the Director of Education & Programming.
6. Policy Breach: If a student feels that there has been a breach of this policy, the student is encouraged to:
a) Raise the matter with the staff, faculty, director or designer responsible for the room.
b) A student may be accompanied by a third party they trust at any meeting or conversation.
c) Where the faculty, director or designer responsible and the student can find resolve and understanding, the
parties should also notify the Director of Education & Programming of the concern and resolution.
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d) Where the student does not feel there has been satisfactory resolution, or if the impugned behaviour
continues, they should notify one of the College Directors immediately.
e) The impacted student will be encouraged to reduce their concern or complaint to writing.
f) In addressing complaints under this policy, the College Directors will follow the procedures set out in the
Respectful and Fair Treatment of Students Policy.
If any other member of the CCPA community feels that there has been a breach of this policy affecting them, they
are encouraged to raise the matter with the College’s Managing Artistic Director immediately or, if the suspected
breach relates to conduct of the Managing Artistic Director, with the chair of the board of directors or the Student /
Staff / Faculty Liaison Committee Chair.
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Appendix D

Nudity Policy
Staff, Faculty, Students, & Guest Artists
Position(s) Responsible
June 11, 2020

July 2, 2020

Implementation Date

Date of Last Revision

Policy
The Canadian College of Performing Arts recognizes that nudity on the part of students may be reasonably
requested of students for artistic purposes and the College therefore wishes to provide some direction for nudity
on the part of students. The College prohibits any student under the age of majority to engage in nudity at the
College, and further wishes to ensure that students of the age of majority are aware that nudity is strictly voluntary
on their part.
Definitions:
“nudity” is ‘the exposure of genitals, breasts and/or buttocks’; the exposure of the buttocks by wearing a thong is
considered nudity.
“The age of majority” is nineteen (19)
Procedures
1. No student will be required to disrobe in front of another person.
2. Nudity in rehearsal or performance is permissible, provided it is voluntary on the part of the student who
must be of the age of majority, and approved as artistically and educationally appropriate by the Director of
Education & Programming.
3. Any proposal to incorporate nudity in performance work must be approved by the Director of Education &
Programming, in consultation with the supervising faculty member /guest Artist or Director, prior to auditions.
4. A student not wishing to appear nude or to expose any part of their body personally embarrassing to them will
not be required to do so and will not be penalized academically for this decision.
5. No photographs or visual recording of any kind (departmental or private) may be taken of any student
appearing nude.
6. Students must legally be the age of majority on the date of auditions to audition for a role that may require
nudity in any production for which nudity has been approved.
7. Students who agree to appear nude must never, while nude, be alone in rehearsals with a director, faculty
member or staff. This point is as much to protect the student as it is to protect the Director, faculty member or
staff member.
8. The CCPA policy that all students must audition for main stage productions will be waived where the production
incorporates nudity.
9. The following Auditions and Nudity form must be posted with the audition notice for any approved production
or project that may require nudity:
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Auditions and Nudity Form
Auditions for _______________________ will be held on ___________________.
Please be advised that the script and the production may require some nudity, and that this has been approved
by the Director of Education & Programming. It is mandatory that everyone considering auditioning read the
play before auditioning. It should be noted that under no circumstances will requests for nudity be allowed to
contravene CCPA’s Nudity Policy and Sexual Harassment Policy, each as attached to this notice.
It is also important that, due to the sensitive nature of this production, CCPA’s casting policy requiring all
performance students to audition for main stage productions will be waived.
N. B. NO ONE UNDER THE AGE OF 19 ON THE DAY OF AUDITIONS MAY AUDITION FOR A ROLE THAT MAY REQUIRE
NUDITY IN THIS PRODUCTION.
If you have any questions or concerns, please speak to the Director of Education & Programming.
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Appendix E

Vulnerable Sector Policy
Staff, Faculty, Students, & Guest Artists
Position(s) Responsible
August 12, 2020

June 8, 2020

Implementation Date

Date of Last Revision

Policy
The Canadian College of Performing Arts (CCPA) is aware that its staff, faculty and students may have dealings with
members of the Vulnerable Sector through their activities at the CCPA and the CCPA wants to take appropriate
steps within its power to prevent opportunities for abuse, neglect, and harm from arising. The CCPA wants further
to ensure that, should they ocurr, incidents of abuse, neglect, and harm to any member of the Vulnerable Sector are
reported immediately to the Managing Artistic Director.
Definitions
“Vulnerable Sector” includes minors (persons under the age of 19 years) and Vulnerable Adults.
“Vulnerable Adults” are persons who because of age, a disability or other circumstances, whether temporary or
permanent, are in a position of dependence on others or are otherwise at a greater risk than the general population
of being harmed by persons in positions of authority or trust relative to them.
Procedures
Notwithstanding any other CCPA policy:
1. No student who is a member of the Vulnerable Sector will participate in any activity at CCPA that involves nudity,
partial nudity or is in any way sexually explicit.
2. Physical contact with a member of the Vulnerable Sector is to be avoided where reasonably possible.
3. When physical contact with a member of the Vulnerable Sector on the part of staff, faculty, or another student is
reasonably necessary, it is only permissible if done in the presence of two persons who are not members of the
Vulnerable Sector (except in the case of an emergency, i.e., first aid).
4. When physical contact with a member of the Vulnerable Sector is reasonably necessary, it is to be kept to an
absolute minimum.
5. If any staff, faculty or student becomes aware that a member of the Vulnerable Sector has suffered or is about
to suffer abuse, neglect, or harm of any kind, they will promptly report the same to the Managing Artistic
Director.
6. CCPA will ensure that all staff and faculty members who may have dealings with members of the Vulnerable
Sector through their activities at CCPA must have first provided a criminal record check satisfactory to CCPA.
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Appendix F

Health & Safety Policy
Staff, Faculty, Students, & Guest Artists
Position(s) Responsible
September 1, 2016

July 3, 2020

Implementation Date

Date of Last Revision

The health, safety, and physical and psychological wellbeing of all members of the College community, as well as
volunteers and visitors to our joint community, is a major concern of the Canadian College of Performing Arts. The
College and its Board of Directors (Canadian Heritage Arts Society) is committed to providing a healthy and safe
working culture and learning environment for all employees, contractors, students, volunteers and visitors.
Our objective is to conduct the business of CCPA in a manner consistent with our values & principles and all CCPA
Health and Safety Policies, and the Workers’ Compensation Act, Occupational Health and Safety Act & Regulations
(OHSR), WorkSafeBC, and industry standards.
The Board of Directors and Senior Executive are committed to ensuring CCPA is a safe, healthy, respectful, and
considerate environment for all students, employees, faculty, volunteers and visitors to learn in, perform at, and
visit.
Canadian College of Performing Arts management & Board of Directors recognize its’ responsibility and the right of
workers to work in a safe and healthy work environment, and is committed to creating a culture that eliminates the
hazards that cause accidents and injuries both physically and psychologically. No task is to be regarded as so urgent
that time cannot be taken to ensure the safety of the individual and others.
The safety & health of all members of the College community, as well as volunteers and visitors, is a major concern
of the College. If there are any concerns regarding safety or health hazards, a letter should be sent to the Managing
Artistic Director, who will address the matter and provide a letter stating what actions have taken place to ensure
safety. The Managing Artistic Director will be responsible to ensure these safety rules are met.
It is therefore the policy of the College to:
•

Protect the safety and health of all faculty, staff, students and visitors against work injuries and occupational
hazards.

•

Comply with all relevant statutes, regulations and standards of government agencies and other regulatory
authorities representing Occupational Health and Safety.

•

Give priority to safe working conditions and job safety practices in the planning, budgeting, direction and
implementation of the College programs.

•

Formulate and carry out continuing effective safety programs appropriate to College operations.

•

Comply with annually updated fire and evacuation plans as designed for the College facility in consultation with
the local fire department.

•

Carry out safety drills each term. We must all ensure we are familiar with our evacuation and earthquake plans.
Plans will be posted in key areas on all floors.

This Health and Safety Policy will be observed by all employees, volunteers, contractors, students and visitors.
All are required to make every effort to ensure that Canadian College of Performing Arts meets and exceeds all
legislative requirements and maintains the highest safety standards. These rules apply to all activities.
Roles and Responsibilities
Health & Safety is the responsibility of every member of the College community.
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The faculty and staff shall:
•

Comply with the College’s health and safety policy and the Workers’ Compensation Act and Regulations

•

Seek guidance from their immediate supervisor concerning health & safety-related knowledge and skills
required to ensure safe performance on the job

•

Attend training related to physical & psychological health and safey programs and meetings as assigned

•

Immediately report to their supervisor any work-related accident, injury or near accident

•

Immediately report to their supervisor any hazardous work practice or work condition, including issues of
bullying and harassment.

•

Comply with the health and safety policies and procedures of other institutions when off campus on college
related business

•

Arrange for the instruction and supervision of students in the safety aspects of classes or laboratories for which
the faculty or staff member has responsibility

The students shall:
•

Comply with the College’s health & safety policies and procedures, and departmental regulations associated
with all of their College related activities

•

Seek guidance from their instructors or supervisors concerning health & safety-related knowledge and skills
required to ensure safe performance in their College related activities

•

Attend health & safety training programs and meetings as instructed and sessions related to education on
psychological health issues.

•

Immediately report to their instructor or the administration any accident, near accident, hazardous practice or
condition with respect to their College-related activities

•

Comply with the health and safety policies and procedures of other institutions when they are engaged in
College related activities in these other institutions

•

Conduct all activities in a safe manner and follow directions from faculty or staff regarding safety for themselves
or others

•

Report any unsafe conditions to the administration, who will take appropriate action to remedy the safety issue

The College administration is responsible for:
•

Ensuring the provision of safe working conditions and practices for all at the College and other locations where
work and study is undertaken.

•

Complying with the College’s health safety & wellbeing policies and procedures, and with the Workers’
Compensation Act and Regulations as a minimum.

•

Orienting employees to the safety and first aid requirements and resources related to the job and work site.

•

Immediately reporting any work-related accident or injury to emergency assistance agencies (such as fire, police
or ambulance) if appropriate.

•

Conducting inspections of the work site at monthly with members of the JHSC to ensure the existence of safe
working conditions, methods, practices, procedures, equipment and tools for all work performed by the College.

•

Assessing the health & safety and wellbeing performance of employees as a part of their regular performance
appraisal process.

•

Consulting with employees to assess the safety-related knowledge and skills required to ensure safe
performance of the employee on the job, arranging training as appropriate, and taking necessary corrective
action.

General Safety Rules
1.

Report to work well rested and physically fit to be able to give full attention to your job.

2.

Persons with physical or mental impairment shall not be assigned to tasks where their impairment has a
potential to endanger themselves or others.
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3.

No person shall be permitted to remain on the premises while their ability to work is so affected by alcohol,
drugs (prescription or non-prescription) or other substance, so as to endanger their health or safety or that
of any other person.

4.

Inappropriate behaviour, such as pranks, fighting and practical jokes are extremely dangerous and will not
be tolerated.

5.

Any unsafe behaviour, acts or conditions which are encountered shall be corrected or reported to College
Reception immediately.

6.

Employees, contractors, students and visitors must inform College Reception when they have significant
allergies which might be encountered while on the premises. (i.e. bee stings). The person with the severe
allergy should carry an Epi-pen™ and be familiar with how to use it.

7.

Avoid manual lifting of materials, articles or objects which are too heavy.

8.

Employees, contractors, students and visitors are responsible for reporting to College Reception
whenever they become sick or injured at the institute. All injuries, no matter how minor, must be reported
immediately.

9.

Always keep your work area clean and orderly. Poor housekeeping habits can be a serious safety hazard. Do
not leave materials in aisles, walkways, stairways, roads or other points of egress.

10. Keep your work area safe, efficient and pleasant by keeping it clean and orderly.
11. Firefighting equipment shall be maintained in accordance with the manufacturer’s instructions and the
requirements of the BC Fire Code.
12. Do not attempt to repair defective wiring or other electrical equipment. Report defective electrical
equipment to College Reception. Electrical equipment can only be repaired or serviced by a qualified
electrician.
13. When lifting, have a secure footing, bend your knees, keep your back straight, take a firm hold of the object
being lifted and slowly straighten your legs. If you must turn with a load, turn your feet and whole body. DO
NOT twist yourself. Avoid reaching while lifting or putting the object down. If the object is too heavy for you,
get assistance.
14. Follow all Safe Work Procedures and Processes and report any deficiencies to College Reception
immediately.
Student Injuries
All students are required to fill in an Injury and Illness History Form and submit it to the Office of the Registrar prior
to the start of their program. This information will be for the confidential use of staff and faculty in accordance with
the Privacy Policy.
If a student is injured during the school year, they must discuss the injury with all Faculty whose classes it may
affect. If a student is injured during a class or on school premises, the student must complete an Accident Report
Form and submit it to the Office of the Registrar.
If a student is injured while performing duties for which they are employed by the Canadian College of Performing
Arts, then forms required by the WorkSafeBC must be completed within 24 hours of the incident.
The student is required to get professional advice regarding injuries and to learn and adhere to proper conduct
for healing. If a student is unable to participate in class, they are expected to audit the class and keep up with
assignments. If a student must miss a series of classes due to illness or injury, they must discuss with their
instructors an alternate method of study or assignments and requirements for completion of the course and must
follow the Attendance Policy and Procedures for Absenteeism.
Procedure for Student Injuries
1.

Isolate the student in a safe environment and send for the CCPA First Aid attendant.

2.

Where there is no first aid attendant, the faculty or student responsible for the class or session will make
best assessment possible and attend to the injury

3.

Where the injury is significant (student cannot move on his/her own) assist them to the hospital, or call 911.

4.

Faculty, the injured student (where possible) or student responsible for the session must complete an injury
report with the Registrar.
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Procedure for Fire Safety
The Fire evacuation procedure and kit is located in the entrance Foyer* on the bottom shelf of the bookcase outside
Studio F (to the left of the student photo wall if you are facing it). Please familiarize yourself with its location.
Remove the kit and follow the procedure (a copy of the procedure follows).
•

First step (for whoever discovers the fire) – Pull fire alarm then CALL 911

•

Use an extinguisher if the fire is small.

•

Evacuate building, as follows:

Contact a CCPA Staff, Faculty or Student Monitor to implement the following evacuation procedure:
The College Campus is divided into 4 areas plus the daycare and the church (6 areas total), each with a designated
exit out of the building. In addition, the church and the daycare staff must be notified in the case of a fire. They will
in turn implement the fire evacuation procedure for their areas.
•

One CCPA staff/student monitor will be assigned to each area of the 6 areas and is responsible for ensuring
that their area has been evacuated. If there is smoke or fire in the area, the staff will not enter but will
inform firemen of the area that has not been checked.

•

Initially, a Coordinator and Deputy Coordinator will be chosen. These will be staff members during the
day (Administrative Assistant (Coordinator) and Registrar (Deputy Coordinator)) but if it is after hours the
Student Monitor responsible for lock-up will act as Coordinator and assign the other positions to available
students or faculty.

•

The Coordinator before leaving the office and will also pick up a hand radio (in the fire evacuation box
located in Foyer*). After doing a sweep of their area (#1 Office and front), they will go directly to the front of
the building and act as main contact when receiving the fire department.

•

The Deputy Coordinator will pick up the attendance records, guest sign-in, plus a 2nd hand held radio and
proceed directly to the “Marshalling Area” to supervise students. (Note: The Deputy Coordinator will also act
on behalf of the Coordinator if the Coordinator is not available.)

•

The Coordinator will assign a CCPA staff/student monitor to pick up a card which displays one of the
remaining 5 areas of the building (these cards will be kept in the fire evacuation kit located in the Foyer*).
Each CCPA staff/student monitors will also pick up a flash light, vest and hand held radio (in the fire
evacuation kit located in the Foyer*) and then go directly to the area outlined and ensure evacuation. As
you sweep the area to alert everyone to evacuate, close doors and windows on your way out if safe to do so.

•

If there is a shortage of CCPA staff/student monitors available in the building, more than one area may be
checked by one person.

•

After the evacuation has taken place, the “Marshalling Area” will be the Church parking lot (north side of
building) for the church and CCPA while the daycare will gather in the parking lot (north side of building) for
the Dentist offices on the corner of Oak Bay and Elgin Road.

•

Studios B, C and E will be exiting ground floor, back of building. All other basement areas will exit out the
main entrance to the college. Studio G and H will exit out the back of the building into the playground
area. After evacuation, walk around the south side of the building to Elgin Rd and then carry on to the
“Marshalling Area” at the Church parking lot. PH and other upstairs areas should exit out the nearest exit
(Garden Doors, winding stairs or double doors to the back alley).

•

During CCPA performances, ushers should be notified of exits from the Hall and be prepared to direct
people out of the building. The evacuation procedure above will be led by the staff or student monitor who
is responsible for the nightly lockup. All staff and student monitors onsite will be responsible for carrying
out the evacuation procedure.

Faculty’s Role
•

Faculty will be informed of emergency exits corresponding to the classroom in which they are teaching.

•

In the event of an emergency, the teacher will direct the students to the exit.

•

Last person out of room will be instructed to close the doors and windows.
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Procedure for Earthquake Safety:
CCPA Staff:		
•

Everyone should Drop! Cover! Hold on! Immediately in the room that they are in. This means under a desk
or near a safe wall preferably a corner. Safe walls are away from glass, mirrors or any objects that may fall
on you during the earthquake.

•

Everyone should cover their heads using their arms if in the open or hang on to the desk or table. Wait 60
seconds or until the earthquake is over.

•

Count an additional 60 seconds after the earthquake and look around for any hazards or possible items to
fall.

•

Proceed to meeting point (Student Lounge as long as it is safe following the Earthquake). The alternate
meeting area will be in the church parking lot (as per our Fire Evacuation procedure) if there is a real
earthquake and the building is obviously damaged and not safe.

•

Registrar (or designate) will take a roll call of all the student body followed by a determination that all staff,
faculty or guests in the building are accounted for.

Faculty’s Role:
In the event of an earthquake: Drop! Cover! Hold on! Observe or direct the students to take an additional
60 seconds to ensure that there are no hazards. Have the students count this down. The Faculty will then
direct the students to the meeting point.

•

Procedure for Facilities Lockdown:
The lockdown/shelter-in-place code is “Lockdown” or an administrator will inform you in person.
1. Reasons for a lockdown to be initiated.
A) An out of control student who is a threat to the safety of our students, staff, or themselves;
B) Someone who has a gun or weapon;
C) An intruder;
D) Hazardous chemical outside the building;
E) A weather related event;
2.

Persons who can call a lockdown:
a. Administrator;
b. Law enforcement;
c.

3.

Office staff;

Staff are to:
a. Go to the near phone and dial Feature – 63. Zone – 1. This will activate the paging system.
b. Announce “Lockdown. Lockdown. Lockdown”. Move through the building as safely possible to notify
those in each studio.

4.

If you hear, “LOCKDOWN” notification:
a. Everyone is to stay where they are until directed.
b. Faculty are to:
i. Quickly glance outside the room to direct any students or staff members in the hall into your
room immediately.
ii. Lock your door (where possible)
iii. Lower or close any blinds.
iv. Sit against the wall, so that the intruder cannot see them looking in the door.
v. Turn out lights and computer monitors.
vi. Stay silent
vii. Faculty should locate and hold on to their attendance records prior to turning out the lights.
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This will aid in accounting for all students should an evacuation be necessary.
c.

Classes being held in PH should move into the closest open studio, lock all doors, and find a safe
area.

d. Any students in the lounge or kitchen should move into to the nearest studio.
e. If students and teachers are outside the school building, they should remain together as far away
from the building as possible and remain in contact with faculty or staff in the building.
f.

Individuals in the bathrooms, they should move to a stall, lock it and stand on the toilet.

g. Anyone in the hallway should move to the closest classroom immediately.
h. Students and staff in the library should remain in the library.
5.

Stay in safe areas until directed by law enforcement officers or an administrator to move or evacuate. Never
open doors during a lockdown, even in the event of a fire alarm. For further directives, law enforcement
officers and administrators will have keys to open the doors or announcements will be made over the
intercom.

6.

An administrator will signal all personnel if the lockdown has been lifted.

7.

If an evacuation occurs, all persons/classrooms will be directed by a law enforcement officer or
administrator to a safe location. Once evacuated from the building, teachers should take attendance to
account for all individuals present in class.

8.

Administrators will divide and keep in communication with radios or cell phone
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Appendix G

Prior Learning Assessment / Credit Transfer Policy
Staff, Faculty, & Students
Position(s) Responsible
September 1, 2016

August 1, 2018

Implementation Date

Date of Last Revision

Policy
The Canadian College of Performing Arts takes under consideration courses taken at a recognized, accredited or
otherwise equivalent post-secondary institution and compares them to the offerings in the Program. Transfer
credits may be applied to the program provided that they meet and are relevant to the requirements, curriculum
and hourly duration of the program. The determination of competence levels and of credit awards will be made by
appropriate subject matter and academic experts.
If a student wishes to investigate the possibility to have prior learning recognized by the college, the student should
consult with the Office of the Registrar. Advice will be on the procedures of submitting an application and the
preparation of an application, including costs and deadlines.
Currently enrolled students who, through formal study or informal learning, have thorough knowledge of the
facts, ideas, and concepts of a course may request the opportunity to challenge that course. If they pass a faculty
developed assessment/examination, they can earn credit for that course. A student may challenge a course only
once. Credit can be granted only for a list of approved courses.
Procedure
1.

Communicate your request in writing to the Registrar’s Office and receive the applicable application
requirements for your request.

2.

Complete necessary documentation to support your request and submit application to the Registrar’s Office.

3.

Application will be forwarded to the relevant Faculty and the Director of Education & Programming for
consideration within 2 business days of receipt of application.

4.

Application will be reviewed and a decision made within 5 working days of receiving the application from the
Registrar’s Office. If necessary, an exam will be scheduled with the applicant, and a decision will be made
within 5 working days of the examination date.
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Appendix H

Grade Appeal Policy
Staff, Faculty, & Students
Position(s) Responsible
September 1, 2016

August 1, 2018

Implementation Date

Date of Last Revision

Policy
The Canadian College of Performing Arts provides an opportunity for all students to appeal their grades in a fair,
reasonable and equitable manner.
Students who wish to appeal a grade must meet with the teacher of the course to ascertain whether an error in
grading occurred or whether an exam, assessment or assignment can be re-done. The permission for and timing
of a re-write or reassessment will be determined at the discretion of the teacher. Students must initiate the appeal
process in writing within 7 days of receiving a grade. The re-write or reassessment must be completed, and the final
results reported to the Registrar within 30 days of issue of a report card.
Missed Exam/Evaluation and Make-up
Permission for re-assessment is subject to the student being in good standing; having attended the course well;
having completed all course related assignments and having received passing marks in all coursework. A student
will be permitted to make-up a missed exam/evaluation under the following circumstances only:
a) in the event of their own illness, verified with a doctor’s note
b) if the student had completed an “Absentee Request Form”, declaring that the requested absence would
cause them to miss an exam/evaluation, and had received prior written permission to be excused from the
Director of Education & Programming
c)

in the event of the death of an immediate family member

The student is required to notify the instructor in writing within 3 days of the original exam/evaluation date that
they wish to do a make-up exam/evaluation. The instructor will respond to the student in writing as to whether they
are available and agree to the student doing a make-up. If so, the instructor will set the date for and administer
the make-up exam/evaluation within two weeks of the original date. The instructor must copy the Registrar on all
written correspondence.
Failed Exam/Evaluation and Re-Take
A student who fails an exam/evaluation will be given an opportunity, at the discretion of the Department Chair, to
re-take that exam/evaluation if the following conditions apply:
a) The student must request permission from their instructor in writing to re-take the failed exam/evaluation
within 3 days of receiving the failed mark.
b) The instructor (or instructor’s substitute) must be agreeable to the re-take.
c)

The student must have attended class regularly.

If the Director of Education & Programming approves the re-take of an exam/evaluation, the instructor will respond
to the student’s request in writing, and set the date for and administer the re-take within two weeks of the original
exam/evaluation date. The instructor must copy the Registrar on all written correspondence.
A re-write/re-evaluation fee of $75.00 per exam/evaluation will apply in order to cover the cost of having a teacher
prepare and administer any exam/evaluation. If the student requires any additional tutoring to prepare for any retake of the exam/evaluation, it must be paid for at the student’s own expense.
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Procedure for Grade Appeal:
1.

Student sends written notice of appeal to the Registrar’s Office in writing within 7 days of receiving the
grade, along with $75.00 Re-Write/Re-Evaluation Fee.

2.

Registrar will notify the relevant Faculty within 2 working days of receiving the written appeal.

3.

The Re-assessment will take place between the Faculty and the student

4.

Final results of the Appeal must be reported to the Registrar’s Office within 30 days of issue of the grade or
report card.

Procedure for Missed Exam/Evaluation and Make-up:
1.

Student requests a make-up evaluation/exam of the instructor within 3 days of the original evaluation/exam.

2.

Instructor will respond in writing to students request within 3 days of receiving it.

3.

If agreeable, the instructor will schedule a make-up within 2 weeks of the original exam/evaluation.

Procedure for Failed Exam/Evaluation and Re-Take:
1.

Student sends written request for a re-test to the instructor writing within 3 days of receiving the grade,
along with $75.00 Re-Write/Re-Evaluation Fee.

2.

The instructor will respond to the student within 3 days of receiving the request and will notify the
Registrar’s Office of approval and of the test date.

3.

If the instructor agrees to the re-test, the student must submit the $75.00 Re-Write/Re-Evaluation Fee to the
Registrar’s Office prior to the test being re-written.

4.

The Registrar’s Office will confirm with the instructor when the fee has been paid.
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Appendix I

Withdrawal Policy
Staff, Faculty, & Students
Position(s) Responsible
September 1, 2016

December 4, 2018

Implementation Date

Date of Last Revision

Policy
If a student decides to withdraw from a program, they must provide a dated, written, notice of withdrawal to the
Office of the Registrar, who will notify the Director of Education & Programming. Refunds are calculated according
to Canadian College of Performing Arts Tuition and Fee Refund Policy and the date on which the written notice of
withdrawal is received will be used to determine any refund owing.
Any student who withdraws from the college will be required to remove all belongings from the facilities at earliest
option following withdrawal confirmation. A withdrawing student is responsible for their own travel arrangements
and any expenses incurred due to withdrawal from a program.
Procedure
1. Written notice of intention to withdraw from the program must be submitted in writing by the student to the
Registrar’s Office. A student may request a meeting with the Director of Education and Programming at any
time to discuss the reasons or factors involved in their withdrawal.
2. Registrar will notify Director of Education & Programming within 24 hours of receiving notice from the
student. The Director of Education & Programming may choose to follow up directly with the student at this
time.
3. All Financial accounts for the student will be reconciled and refunds or balances owing will be
communicated as per the Tuition & Fee Refund Policy within 30 days of Written Notice of withdrawal.
4. Registrar will create and upload student archive (Enrolment contract(s), Transcript(s), Credential(s) and
Withdraw Paperwork) to Datawitness within 60 days.
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Appendix J

Tuition and Fee Refund Policy
Staff, Faculty, & Students
Position(s) Responsible
September 1, 2016

August 31, 2017

Implementation Date

Date of Last Revision

Policy
1. If the institution receives tuition from the student, or a person on behalf of the student, the institution will
refund the student, or the person who paid on behalf of the student, the tuition that was paid in relation to
the program in which the student is enrolled if:
(a) the institution receives a notice of withdrawal from the student no later than seven days after the
effective contract date and before the contract start date;
(b) the student, or the student’s parent or legal guardian, signs the student enrolment contract seven
days or less before the contract start date and the institution receives a notice of withdrawal from
the student between the date the student, or the student’s parent or legal guardian, signed the
student enrolment contract and the contract start date; or
(c) the student does not attend a work experience component and the institution does not provide all
of the hours of instruction of the work experience component within 30 days of the contract end
date.
2. The institution will refund the tuition for the program and all related fees paid by the student or a person
on behalf of the student enrolled in the program if the student is enrolled in the program without having
met the admission requirements and did not misrepresent his or her knowledge or skills when applying for
admission.
3. If a student does not attend any of the first 30% of the hours of instruction to be provided during the
contract term, the institution may retain up to 50% of the tuition paid under the student enrolment contract
unless the program is provided solely through distance education.
4. Unless the program is provided solely through distance education, if the institution receives a notice of
withdrawal from a student:
(a) more than seven days after the effective contract date and
i. at least 30 days before the contract start date, the institution may retain up to 10% of the
tuition due under the student enrolment contract, to a maximum of $1,000.
ii. less than 30 days before the contract start date, the institution may retain up to 20% of the
tuition due under the student enrolment contract, to a maximum of $1,300.
(b) after the contract start date
i. but before 11% of the hours of instruction to be provided during the contract term have
been provided, the institution may retain up to 30% of the tuition due under the student
enrolment contract.
ii. and after 10% but before 30% of the hours of instruction to be provided during the contract
term have been provided, the institution may retain up to 50% of the tuition due under the
student enrolment contract.
5. Unless the program is provided solely through distance education, if the institution provides a notice of
dismissal to a student and the date the institution delivers the notice to the student is:
(a) before 11% of the hours of instruction to be provided during the contract term have been provided,
the institution may retain up to 30% of the tuition due under the student enrolment contract.
(b) after 10% but before 30% of the hours of instruction to be provided during the contract term have
been provided, the institution may retain up to 50% of the tuition due under the student enrolment
contract.
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6. If the institution provides the program solely through distance education and the institution receives a
student’s notice of withdrawal or the institution delivers a notice of dismissal to the student and:
(a) the student has completed and received an evaluation of his or her performance for up to 30% of
the hours of instruction to be provided during the contract term, the institution may retain up to
30% of the tuition due under the student enrolment contract, or
(b) the student has completed and received an evaluation of his or her performance for more than 30%
but less than 50% of the program, the institution may retain up to 50% of the tuition due under the
student enrolment contract.
7. The institution will refund fees charged for course materials paid for but not received if the student provides
a notice of withdrawal to the institution or the institution provides a notice of dismissal to the student.
8. Refunds required under this policy will be paid to the student, or a person who paid the tuition or fees on
behalf of the student, within 30 days:
(a) of the date the institution receives a student’s notice of withdrawal,
(b) of the date the institution provides a notice of dismissal to the student,
(c) of the date that the registrar provides notice to the institution that the institution is not complying
with section 1(c) or 2 of this policy, or
(d) after the first 30% of the hours of instruction if section 3 of this policy applies.
9. If an international student delivers a copy of a refusal of a study permit to the institution, sections 1(a), 1(b),
4, 7, and 8 of this policy apply as if the copy of the refusal were a notice of withdrawal, unless:
(a) the international student requests an additional letter of acceptance for the same program that was
the subject of the refusal of a study permit, or
the program is provided solely through distance education.
Where a student withdraws or is dismissed from their program after receiving technical equipment from the
institution free of charge:
(a) The student must return the equipment unopened or as issued within 14 calendar days; and
(b) If the student fails to return the equipment as set out above, the institution may deduct the reasonable cost
of the equipment from any amount to be refunded to the student.
Procedure:
1.

Need for a refund is established by the Office of the Registrar as a result of withdrawal or dismissal.

2.

Office of the Registrar notifies the Finance Department of the need for refund upon establishing need.

3.

Finance Department reconciles the student’s account within 3 working days of receiving the notification of
need for a refund.

4.

Either a Refund Cheque or a Statement of Balance Owing is issued from the Finance Department as per the
above terms of this policy.
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Appendix K

Academic Honesty Policy
Staff, Faculty, & Students
Position(s) Responsible
September 1, 2016

August 1, 2018

Implementation Date

Date of Last Revision

Policy
The Canadian College of Performing Arts has a zero tolerance policy for offences such as plagiarism and cheating.
Penalties for dealing with such offences will be strictly enforced.
Plagiarism
Plagiarism is using another person’s ideas and words as your own when, in fact, it is not. Students are required
to footnote all references including the internet. Plagiarism can stay on a student’s academic record forever; it is
unethical and is a serious academic matter. Most commonly plagiarism exists when:
•

The work submitted or presented was done, in whole or in part, by an individual other than the one
submitting or presenting the work;

•

Parts of the work (e.g. phrases, ideas through paraphrase or sentences) are taken from another source
without reference to the original author. The student must refer to the “MLA Handbook for Writers of
Research Papers” for guides to the proper use of footnotes;

•

The whole work (e.g. an essay) is copied from another source; and/or

•

A student submits or presents work in one course which has also been submitted or presented in another
course (although it may be completely original with that student) without the knowledge or prior agreement
of the instructors involved.

Cheating
Cheating includes, but is not limited to, dishonest or attempted dishonest conduct such as accessing digital
information while an exam is being written or bringing any textbook, notebook, or memoranda not authorized by
the examiner into the examination room.
Academic dishonesty must be reported to the Director of Education & Programming. Students guilty of academic
dishonesty will be subject to penalties which may result in dismissal from the program, please refer to the Canadian
College of Performing Arts Code of Conduct and Dismissal Policy.
Procedure for Academic Dishonesty
1. The Instructor who discovered the plagiarism or cheating will communicate with the student in violation of
the Academic Honesty policy, and may offer the student an opportunity to re-write the assignment, or retake the examination. The Instructor may choose to not offer a re-write/test, in which case the student may
fail the assignment, test or course.
2. The Instructor will report the violation to the Director of Education & Programming.
3. If given the opportunity, the student will re-submit the work in accordance with the deadlines provided by
the Instructor.
4. If the 2nd assignment is found to be a violation of the Academic Honesty Policy, the student will be given a
failing grade, and the Instructor will notify the Director of Education & Programming immediately.
5. The Director of Education & Programming will meet with the student in violation. A 2nd violation is grounds
for immediate dismissal from the program. (See Code of Conduct and Dismissal Policy)
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Appendix L

Uniform Policy
Staff, Faculty, & Students
Position(s) Responsible
September 1, 2016

May 27, 2020

Implementation Date

Date of Last Revision

Policy
The Canadian College of Performing Arts endeavours to create a respectful learning environment for students of
all genders and body-types. The College embraces a Uniform Policy and Dress Code during all classes, events and
rehearsals in the program. Failure to adhere to the Uniform Policy will result in disciplinary action, please refer to
the Canadian College of Performing Arts Code of Conduct and Dismissal Policy. Should you have concerns about
any of the following, please do not hesitate to ask for clarification from the Director of Education & Programming;
•

Name tags must be worn for the first month of the program. Students are also be required to wear a name
tag for guest instructors, including workshops and masterclasses.

•

Appropriate & respectful coverage must be maintained in all forms of class attire. (No ripped torn or
revealing clothing, no vulgar or profane depictions, no bare midriffs)

•

Specific classes may require the removal of jewelry, piercings and/or hats.

•

Students will not acquire any new tattoos from the time they are offered a student contract. All tattoos
acquired prior to enrolment in the program will be covered for all performances.

•

Students will wear black loose fitting athletic attire enabling student to move freely and comfortably during
all classes unless otherwise listed below. Individual instructors will advise students regarding acceptable
accessories and/or costumes.

•

All students must wear appropriate supportive under-garments to all classes. (example would be a dance
belt, sports bra). We trust our students to discern what undergarments are required for their own bodies.

Ballet Class (All Levels)
Female

Male

Black leotard (no halter top leotards), black or
pink tights, skirt or ballet wrap (optional), hair in
secure bun off the face, or if the hair is shorter
held off the face with a headband, soft pink
ballet slippers.

Fitted black t-shirt or leotard, black tights or
shorts, long hair off the face with a headband or
ponytail, dance belt, soft black ballet slippers.

Jazz/Contemporary (All Levels)
•

Dance wear as for ballet, (tights for contemporary need to be footless) or jazz pants and tops (all black)

•

Black jazz shoes, thin black cotton socks

•

Tap (All Levels)

•

Fitted black dance wear, t-shirt or leotard (sports bra for ladies), shorts/capri length dance pants (no jeans or
long pants).

•

Low rise black socks

•

Tap shoes, black lace up jazz tap shoe with full leather sole (no split sole).
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Musical Theatre Styles (All Levels)
Female

Male

• Dance wear as for jazz

• Dance wear as for jazz

• Black character shoes (2½ inch heel)

• Black jazz shoes

• Rehearsal skirt (maybe available from CCPA
costume loft when required)

• Knee pads (optional)

Physical Theatre (All Levels)
•

Dance wear as for jazz - loose t-shirts are permitted

•

Bare feet

Production Rehearsals
•

As determined by the production Director

Off Campus Rehearsals, CCPA Events & Public Events OR Formal Attire - CCPA Performance Dress
Fitness pants and leggings are not acceptable as CCPA Performance Dress.
Female

Male

CCPA shirt OR

CCPA shirt OR

White collared shirt

White collared shirt

Black dress pants or skirt (knee length with prior Black dress pants
approval).
Black socks
Black socks or tights
Black dress shoes
Black dress shoes (character shoes are
acceptable)

Or as assigned by the production or event
Director

Or as assigned by the production or event
Director
No jeans or accessories permitted

No jeans or accessories permitted
Procedure
1. A student in violation of the dress code will be asked to change and comply with the Uniform policy by any
staff or faculty.
2. If the student is unable or unwilling to comply, Faculty will orally notify students of the Uniform Policy
infraction, and will report the infraction to the Registrar.
3. These steps will be repeated each time there is a violation of the Uniform Policy.
4. Students who have more than one infraction in the same class will receive a written notice from the
Registrar and will be asked to write a note to the Director of Education & Programming on how they are
going to rectify the issue.
5. Three (3) written notices of warning, delivered to the same student, may result in probation and/or may be
considered grounds for dismissal.
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Appendix M

Language Proficiency Assessment Policy
Staff, Faculty, & Students
Position(s) Responsible
September 1, 2016

August 31, 2017

Implementation Date

Date of Last Revision

Policy
Instruction at the Canadian College of Performing Arts is conducted in English. Students whose first language is
not the language of instruction are required to undergo a Language Proficiency Assessment prior to enrolment in
order to ensure they have the language abilities necessary to successfully complete the program of their choice.
Language proficiency requirements are admission requirements and may not be waived by either the institution or
the student.
The Canadian College of Performing Arts will assess an applicants’ proficiency with the English language by:
a)

Reviewing the applicants English 12 or Communications 12 mark on the Official Student Transcript of Grades
provided by the Ministry of Education, District School Board or Secondary School; and

b) Evaluating their communication skills during the audition and interview process.
Procedure
1.

Prospective students will be assessed in their initial audition as to their English proficiency through a
review of the application documents, and an interview. If a video audition is submitted, a phone call will be
scheduled with the prospective student.

2.

If proficiency in English is questioned, the prospective student will be asked to undergo an official Language
Proficiency Assessment (LPA).

3.

Results of the LPA and the interview will be reviewed and if the audition panel feels the prospective
student’s English proficiency is not strong enough to complete the program, they will be encouraged to take
some English as Second Language courses, and apply again in future years.
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Appendix N

Attendance Policy
Staff, Faculty, & Students
Position(s) Responsible
September 1, 2016

August 1, 2018

Implementation Date

Date of Last Revision

Policy
Students must attend 80% of all classes/rehearsals.
Students who miss more than 20% of classes/rehearsals may be subject to failing the course, at the teachers’ or
directors’ discretion. Any absence or non-participation must be discussed with teachers/directors who are affected,
or the student is unexcused. Students are responsible to catch up on all work missed for any reason.
Students receiving StudentAid BC funding or who are in interest-free status must be reported as “Withdrawn” (do
not meet StudentAid BC “full-time” criteria) if:
i)

Attendance drops below 60% for 3 consecutive weeks

ii)

Misses 2 consecutive weeks

iii)

Missed sufficient time and will no longer be able to complete the graduation requirements

Excused Absences:
An excused absence is:
1.

Absence due to illness when reported to the Office of the Registrar – When a student is going to be absent
due to illness, it is required that the student notify the Office of the Registrar by phone or email. Following
absences for 3 consecutive days or 3 days in an academic week, or by missing 3 consecutive sessions of the
same class a doctor’s note is required to substantiate the illness or injury.

2.

Absence with prior approval by the Director of Education & Programming.

Absence from school; Absence from classes; or Inability to participate fully in a class
CCPA is a full-time program. Students must retain full-time attendance and commitment in order to remain at CCPA.
Attendance is crucial and expected in order to pass any course. Students are required to telephone the office or
email the Registrar’s Office (registrar@ccpacanada.com) at least 30 minutes prior to their first class or rehearsal
of the day stating the reason for an expected absence. 3rd party notification is not acceptable. Unless for illness,
being late or absent without prior approval is still considered an “Unexcused Absence”.
Absence without prior permission will be excused for illness only
Permission for any absences, other than illness, must be requested and approved by the Director of Education &
Programming. An “Absentee Request Form” (available in the student library) must be completed and signed at least
24 hours prior to the absence. Failure to do so will result in an unexcused absence.
Absences, due to illness, for a third day (or partial day) must be substantiated with a doctor’s note. A note signed
and dated by the doctor’s office administration will be accepted. Students are also required to provide a Doctor’s
note for classes missed due to appointments. All notes will be retained in the student’s permanent record.
Unexcused Absences
A student with three (3) unexcused absences, over no less than three (3) different days, will receive a written notice
of warning from the Registrar. Each subsequent unexcused absence will warrant an additional written notice
of warning. Three (3) written notices of warning, delivered to the same student, will be considered grounds for
dismissal.
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Auditing Classes
In the situation where a student is ill (but not contagious) or injured, permission to audit a class may be granted by
the teacher upon presentation of a doctor’s note. A student auditing a full or partial class is required to study the
work given in that class and write a report on the class content as assigned by the instructor, which is submitted
to the teacher at the end of the class. The teacher will sign the report, ensure the information is correct and the
student’s name is on it and submit it to the office for student records.
Any student needing to audit more than 3 classes of any course will be in jeopardy of their grade being lowered.
This process is in effect for all audited classes, whether due to physical or vocal illness. A student who has an injury
which deters them from completing any course will enter discussion with Faculty and the Director of Education &
Programming about an alternate form of study or possible dismissal, deferral or withdrawal.
Rehearsals & Performances
Any student not well enough to attend classes is not well enough to attend rehearsals, therefore, any day when
classes are missed for illness, the student must also arrange for an understudy to learn the missing student’s part in
that day’s rehearsals. Where a student has been absent or auditing more than 30% of classes in a specific discipline,
the student may be in jeopardy of not being able to participate in college performances. Permission to perform will
be at the discretion of the Director of Education & Programming, in consultation with faculty and production staff.
Students must catch up on schoolwork and rehearsal work ASAP. Show Directors reserve the right to replace any
student who has to miss more than one rehearsal, or any student who falls behind in the pace of the rehearsals.
This policy is primarily intended to ensure that students stay home and recover fully and do not return to the
college until they are not contagious (colds, flu, etc.) and they have the stamina to participate fully.
Private Voice
Voice teachers will schedule voice lessons and tutorials. Voice teachers will aim to schedule lessons during a
student’s Spare/Study blocks, or over class breaks.
Students will forfeit a Private Voice lesson if they do not notify their instructor 12 hours in advance that they are
going to miss a lesson, unless it is due to illness, in which case they should notify their instructor ASAP. Voice lessons
missed due to illness may be forfeited at the discretion of the Instructor where notification is less than 12 hours.
Dance Classes
Students may not participate in dance if they missed the first ½ hour (warm up) of any dance class. The decision
whether to allow the student audit the class after arriving late is at the instructor’s discretion.
Bereavement
Students need to arrange with the Director of Education & Programming for absence due to bereavement of an
immediate family member.
Procedure
Any student going to miss or be late for a class, event, rehearsal or mandatory college activity is required to
telephone the office or email the Registrar’s Office (registrar@ccpacanada.com) at least 30 minutes prior to
notify them of their absence. Unless for illness, being late or absent without prior approval is still considered an
“Unexcused Absence”.
1.

Permission for any absences, other than illness, must be requested and approved by the Director of
Education & Programming. An “Absentee Request Form” (available in the student library) must be completed
and signed at least 24 hours prior to the absence. Failure to do so will result in an “Unexcused Absence”.

2.

Students absent for more than 3 full or partial days due to illness are required to bring in a doctor’s note.
Failure to provide a doctor’s note after 3 sick days will result in an “Unexcused Absence”. The Doctor’s note
will be held in the students file and record.

3.

A student with three (3) unexcused absences, over no less than three (3) different days, will receive a written
notice of warning from the Registrar. The Director of Education & Programming will be notified as well.

4.

The Registrar will issue written notice of warning for each Unexcused Absence after 3 to both the student
and the Director of Education & Programming. The Director of Education & Programming may call the
student in to address the absences.

5.

Three (3) written notices of warning, delivered to the same student, will be considered grounds for dismissal.
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Appendix O

Code of Conduct & Dismissal Policy
Staff, Faculty, & Students
Position(s) Responsible
September 1, 2016

July 17, 2019

Implementation Date

Date of Last Revision

Policy
Students are expected to meet and adhere to the Code of Conduct set out in this policy while completing a program
of study at the Canadian College of Performing Arts. If necessary, students should request clarification from the
CCPA Directors. “Student” means a person who is presently enrolled at the Canadian College of Performing Arts.
Code of Conduct
It requires an extraordinary personal commitment and needs the goodwill and co-operation of everyone, to
be successful in such a demanding career training program. The Canadian College of Performing Arts (CCPA) is
committed to providing a harmonious work and study environment that is free from discrimination.
The following rules, policies, and procedures are in place in order to help all students set a professional standard for
themselves and to establish the self-discipline they will need to succeed in their careers.
While on Canadian College of Performing Arts premises or in the course of activities or events hosted by the
Canadian College of Performing Arts, students:
•

must comply with all applicable policies, including but not limited to the Attendance Policy, Uniform Policy,
Internet and Social Media Policy and Academic Honesty Policy.

•

will conduct themselves in a mature, considerate, and respectful manner at all times.

•

must treat all students, employees, contactors, visitors and general public with respect and must not engage
in physically aggressive, threatening, harassing, discriminatory or otherwise offensive behaviour;

•

must be clean, tidy and prompt

•

must consult the Director of Education & Programming prior to making any major changes to their
appearance (i.e. hair colour and length, facial hair, tattoos etc.)

•

must not audition for any talent shows or competitions, including reality television

•

must obtain permission from the Director of Education & Programming to attend any external audition;

•

must inform the Director of Education & Programming of any industry-related contracts garnered while
enrolled in a program, and are requested to continue notifying the Administration Office of any professional
engagements upon graduation;

•

must practice professional demeanor with regards to personal relationships. Intimacy between students is
to remain outside of Canadian College of Performing Arts premises in order to demonstrate unprejudiced
relationships with all students and staff;

•

must obtain permission from the instructor, prior to the use of laptops, cellphones, digital assistants or
other recording devices in class or during rehearsals;

•

must refrain from taking photography, video or audio recording of any class or rehearsal without prior
consent of the instructor.

•

must refrain from posting any content from classes or rehearsals, in any form on social media platforms, or
publically viewed sites without consent of everyone involved in the class or activity.

•

must obtain permission from the Administration office prior to bringing a guest onto The Canadian College
of Performing Arts premises. Guests must remain in the lobby areas unless on a facilities tour accompanied
by CCPA host;

•

must not steal, misuse, destroy or deface Canadian College of Performing Arts, its landlords’, and landlords’
tenants property;
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•

must not smoke, hold lighted or use tobacco or any other legal or illegal substance, or e-cigarettes in or on
Canadian College of Performing Arts premises;

•

must not consume, possess or distribute alcohol, legal or illegal intoxicants, controlled or restricted
substances; and

•

must not contravene any provision of the Canadian Criminal Code or any other federal, provincial, or
municipal statute or regulation.

The above list sets out examples of prohibited conduct. It is intended to help students understand the type of
conduct that will be subject to discipline and is not exhaustive.
Students who violate the Code of Conduct will be subject to the procedures, penalties and/or discipline outlined
below, which may include immediate dismissal from the institution.
Grounds for Dismissal
•

Three (3) written notices of warning, delivered to the same student (see “Attendance Policy & Procedures.”)

•

Failure to complete/pass a course (see “Grading YI, YII or YIII”)

•

Violation of Code of Conduct (see “Code of Conduct”)

•

Violation of alcohol and drug policy (see “Alcoholic Beverages and Illegal Drugs”)

•

Repeated Plagiarism (see “Academic Dishonesty Policy & Procedures”)

•

Violation of law

•

Acting in a manner that is contrary to the goodwill of the college

•

Disregard for the guidelines set out by the college in the Student Contract and/or Student Handbook

•

Falsification or misrepresentation of documents for admission and or bursaries

•

Falling out of Good Standing financially at any point in the program.

•

Failure to comply with the CCPA payment plan as stated in the signed Student Contract

A student who is believed to have committed any one (or more) of the above violations may be immediately
suspended from the college pending an investigation into the matter. The outcome of the investigation may result
in a recommendation by the CCPA Directors to the Board of Directors for the student’s dismissal from the Canadian
College of Performing Arts.
Any student who is dismissed will be required to remove all belongings from CCPA immediately and will not be
allowed on the premises unless by appointment with the CCPA Directors. A dismissed student is responsible for
their own travel arrangements and any expenses incurred due to leaving the college.
The student may appeal in writing through the established Dispute Resolution Policy.
Professional counselors or police may be called upon to assist the student, CCPA Directors or involved parties.
Procedure
1.

All concerns relating to student misconduct shall be directed to the Director of Education & Programming.
Concerns may be brought by staff, students or the public.

2.

The Director of Education & Programming will arrange to meet with the student to discuss the concern(s)
within 5 business days of receiving the complaint. If the alleged conduct is of such a serious nature that
an immediate dismissal may be warranted, the Director of Education & Programming will meet with the
student as soon as is reasonably possible.

3.

Following the meeting with the student, the Director of Education & Programming will conduct further
inquiry or investigation as deemed necessary to determine whether the concerns are substantiated.

4.

Any necessary inquiries or investigations shall be completed within 5 business days of the initial meeting
with the student. The Director of Education & Programming will meet with the student and do one of the
following
a. Determine that the concern(s) were unsubstantiated;
b. Determine that the concern(s) were substantiated, in whole or in part, and either:
i. Give the student a written warning setting out the consequences of further misconduct (See
6.)
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ii. Set a probationary period with appropriate conditions (See 7.)
iii. Recommend that the student be dismissed from the Canadian College of Performing Arts.
(See 8.)
5.

The Director of Education & Programming will prepare a written summary of the determination. A copy
shall be given to the student, and the original will be placed in the student file.

6.

If the student needs time or opportunity to improve their performance, the student may be issued a
warning or placed on probation.

7.

The parameters for improvement will be discussed and a deadline may be scheduled for correction.

8.

The Director of Education & Programming and the student will both sign the written warning or
probationary conditions and the student will be given a copy. The original document will be placed in the
student’s file.

9.

If a student’s behaviour needs to be discussed a second time, a set period of probation may be invoked. The
student will then be given a notice in writing of probation and faculty will be notified.

10. The student’s behaviour will be noted throughout the probation, at the end of which faculty and CCPA
Directors will consult and the student will be notified as to his/her future standing with the College.
Suspension or dismissal may result from this consultation.
11. If the recommendation is a dismissal of the student, the Managing Artistic Director will review the
recommendation and accept or reject it.
12. If the recommendation is rejected by the Managing Artistic Director, the Director of Education &
Programming will follow steps 5 through 7, above.
13. If the recommendation is accepted by the Managing Artistic Director, both College Directors will meet with
the student to dismiss them from study at the institution. A Letter of Dismissal will be delivered to the
student and a calculation of refund due or tuition owing.
14. If a refund is due to the student, the Finance Department will ensure that a refund is forwarded to the
student within 30 days of the dismissal.
15. If the student owes tuition or other fees to the institution, the Canadian College of Performing Arts may
undertake the collection of the amount owing.
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Appendix P

Privacy Policy
Staff, Faculty, & Students
Position(s) Responsible
September 1, 2016

July 17, 2019

Implementation Date

Date of Last Revision

Policy
The Personal Information Protection Act (PIPA) and the Personal Information Protection and Electronic Documents
Act (PIPEDA) governs the way private sector organizations in British Columbia collect, use, disclose and secure
personal information. Personal information means all information about an identifiable individual, but does not
include business contact information such as the name, position, business telephone, e-mail, and fax numbers of an
individual.
The Canadian College of Performing Arts is committed to respecting your right to privacy. We acknowledge the
sensitivity of personal information which may be provided to us in the course of our business. We recognize our
responsibility for ensuring the confidentiality and security of your personal information in our custody and control.
Ensuring the accuracy of your personal information is our joint responsibility.
We collect student/customer personal information for the following purposes:
•

To provide education and training services;

•

To maintain student records as required by PTIB and the BC Ministry of Advanced Education, and the
Department of Canadian Immigration and Citizenship.

•

To keep students, parents and graduates informed of activities of the school

•

To issue T2202A and T4A as in accordance with Canada Revenue Agency

Personal, privileged and/or confidential information about students may only be collected, used, disclosed and
retained for the purposes identified by The Canadian College of Performing Arts as necessary, and only after
such purpose has been disclosed to students prior to collection and their consent obtained. All Employees and
Contractors must ensure that no personal, privileged and/or confidential student information is disclosed without
the students consent and then only if security procedures are satisfied. Student information is only to be accessed
by Employees and Contactors with appropriate authorization.
Canadian College of Performing Arts retains the full student file for a period of eight (8) years for Class A Programs,
and three (3) years for Class B Programs following the student’s withdrawal, dismissal or graduation. After which,
the full student record is destroyed using a secure destruction method.
Canadian College of Performing Arts uploads a copy of the Student Enrollment Contract, Final Transcript(s) and
credential (Certificate or Diploma) to an approved third-party vendor. These records are retained for a period of
fifty-five (55) years by the third party vendor.
Student information that is the subject of a request by an individual or a Privacy Commission shall be retained as
long as necessary to allow individuals to exhaust any recourse they may have under PIPEDA or PIPA.
Concerns or complaints related to privacy issues must be made, in writing, to the Managing Artistic Director setting
out the details of the concern or complaint. The College Directors shall investigate the matter forthwith and make a
determination related to the resolution of the concern(s) or complaint(s).
Procedure
•
•
•
•

If a breach in privacy or security of personal records of an individual is deemed to have taken place, the
individual should raise the concern with the College Directors in writing.
The Managing Artistic Director will respond to the complaint within 2 business days.
When it is proven a breach has occurred, all steps to secure the information, inform the individuals
concerned and rectify the situation will take place immediately.
Security and privacy breaches may be considered grounds for dismissal and individuals responsible will be
dealt with by the College Directors immediately.
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Appendix Q

Deferral Policy
Staff, Faculty, & Students
Position(s) Responsible
August 1, 2018

August 1, 2018

Implementation Date

Date of Last Revision

Policy
After signing a contract, rather than withdraw, a student may request to defer their studies to the following year. A
request in writing to the Directors of the College is required explaining the reason that a deferral is needed. Deferral
requests will be approved on a case by case basis. Students will be expected to continue their training and skill
development during the deferral period.
Applicants (not enrolled/registered)
Any applicant accepted to the Canadian College of Performing Arts who wants to defer enrollment into the program
must sign a student contract to become officially enrolled in the program. If a contract is not signed, the applicant
must re-audition at a future date.
Current Students (enrolled/registered in program)
A current student enrolled in the program has the option to defer before or after the program has begun.
Deferral Obligations
A deferred applicant or student must:
•

Submit a signed contract for the current year of studies

•

Pay the required non-refundable registration fee (if applicable) and tuition deposit

•

Meet with the Director of Education & Programming prior to the program start in order to assess the
applicant’s development over the year, to ensure reasons for the initial deferral have been resolved and
participation in the program is still in the best interest of the student

•

Any other conditions identified in the confirmation of deferral letter

•

A deferral is only offered for the next intake (September of the year immediately following)

•

All monies owing per the Tuition and Refund Policy must be paid and will be reported as unearned tuition.
These funds will be held and applied to the following year’s tuition.

•

Should a student not complete the deferral obligations, the administration office will proceed with
processing their withdrawal as per the Voluntary Withdrawal Procedure.

Procedures
1. Student can defer at any time with written notice to the Office of the Registrar.
2. Contract will be held to that of the year the students defers out of.
3. A deferral is understood to be starting the following year at the start of the program year. Any courses
completed, may not be credited towards the deferral.
4. Prior Learning Assessments for all classes will apply (See Prior Learning Assessment Transfer Policy)
5. Students will begin the program at the start of the year they are deferring into and will be expected to
complete all necessary Graduation Requirements within the program year(s).
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Appendix R

Internet and Social Media Policy
Staff, Faculty, & Students
Position(s) Responsible
August 28, 2018

August 28, 2018

Implementation Date

Date of Last Revision

Policy
The Canadian College of Performing Arts encourages our community to use social media to promote and celebrate
the work we create together. This policy is intended to outline expectations for use of social media while engaged
at the College. This includes (but is not limited to) the use of the College’s official channels: Facebook, Twitter,
Instagram, YouTube, Flickr, and blogs, as well as outlets outside the College.
When communicating via social media, treat the company, the work, and your colleagues with the same respect as
you do in the physical space.
You should refrain from posting items that could reflect negatively on the College, the company, your colleagues, or
the production.
Show proper respect for people’s privacy. Check with your colleague before posting their image or referencing
them. If they ask you not to post something, respect it.
Material should not be posted that reveals elements of the production, including but not limited to: set, costume
and key story elements. In the lead up to public presentation the College’s official social media accounts will
frequently post approved “teasers” or “sneak peeks” and you are encouraged to share this material. If you
have any questions as to whether something should or should not be posted, it is advisable to check with the
Communications Department or Managing Artistic Director.
No nude or semi-nude recordings of anyone may be made or shared.
Media coverage can be shared through social media, however, in the case of reviews or critiques, you must check
with the Communications Department before posting out of respect for your fellow artists. Positive reviews can
adversely affect a performance as much as negative ones.
Anyone maintaining a personal blog of their experiences at the College is encouraged to provide the blog URL to the
Communications Department. The College maintains an official blog and welcomes everyone to contribute content
on their experiences.
Anyone using the College’s network must refrain from visiting inappropriate sites, including but not limited to:
pornography, sites that promote intolerance or inequity towards any race, gender or sexual orientation, or any site
that promotes hate or exploitation, unless required for specific research.
The College community is encouraged to see and publicly support the arts community of Victoria. Overly critical
commentary of outside artistic productions should be reserved for closed groups.
While the College will congratulate other local production companies on their openings / closings, official channels
will refrain from any posts that actively promote the sale of external tickets. Exceptions may be made if it is an
alumni produced activity.
While the College Registrar may opt to answer simple questions via social media, email is the preferred and
only official channel of written communication. Any detailed or prolonged dialogue must employ email. Urgent
communications from the Registrar will be sent via email and posted to the annual Facebook group.
Staff and faculty may not engage in social media, texting or other contact with students other than reasonably
necessary for study or other College business. The staff & faculty look forward to engaging with all students and
may welcome friend requests once students become alumni and professional colleagues. Until that time, they will
maintain a supportive, nurturing, yet professional relationship with all students, and students are asked to refrain
from making these requests of staff or faculty.
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Procedure
1. Any violation of the policies or misuse of on use of Social Media should be brought to the Managing Artistic
Director’s attention immediately.
2. The person responsible can expect to be questioned, and be asked to remove or take down any posts
violating the policy immediately. Where the person responsible for the post is not accessible, the College
will endeavor to have the post in question removed/deleted.
3. Where it is a first violation, the person responsible will be given a warning.
4. Where it is a second violation, the person responsible will be given a written warning.
5. Where it is a third violation, the College may choose to pursue removing any of the persons responsible’s
Social Media accesses or privileges, and/or dismissal or termination of their position.
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Appendix S

Admissions Policy
Staff, Faculty, & Students
Position(s) Responsible
September 1, 2016

July 17, 2019

Implementation Date

Date of Last Revision

Policy
The Canadian College of Performing Arts is committed to providing accurate information and guidance to
prospective students to ensure they make informed decisions about their program of study. Canadian College of
Performing Arts’ admission requirements are well publicized and applied consistently. Entry assessment tools and
admission requirements ensure students have the required language competencies (see Language Proficiency
Assessment Policy), and the basic knowledge, skills and abilities to achieve program outcomes. Admission
requirements may not be waived by either the student or the institution.
Students are provided with the following policies before entering into any contract, including a Letter of Acceptance
or student enrollment contract:
a. Tuition and Refund Policy
b. Dispute Resolution/Grade Appeal Policy
c.

Withdrawal Policy

d. Dismissal Policy
e. Admissions Policy
f.

Attendance Policy

g. Program Outline
h. Work Experience Policy (if applicable)
i.

Prior Learning Assessment Policy (if applicable)

j.

Language Proficiency Assessment Policy (if applicable)

k.

Credit Transfer Policy (if applicable)

If a student wishes to appeal the decision rendered by the Admissions Panel regarding their application to a CCPA
program, they must write a letter directly to the Admissions Panel, stating the reason(s) for appealing the decision.
This letter must be delivered to the Registrar within three (3) days of the applicant having received notice of their
application status. Students may not involve faculty in the admissions appeal process.
At least three members of the Admissions Review Panel will confer within two (2) weeks. They will review the
student’s letter of appeal, original application, notes taken during the audition process, and all relevant information.
The Admissions Review Panel may request to speak to various faculty members and/or to the applicant. They will
then respond to the applicant in writing within four (4) weeks of the appeal letter having been received. Faculty will
refer all discussions on the matter directly to the Admissions Review Panel. The Panel’s decision is final.
Performing Arts Certificate Program Admissions Requirements:
Student admissions are based upon the following:
1. A completed application form and audition fee.
2. A graded audition in person or on video per the Admission requirements posted on the CCPA website
(ccpacanada.com).
3. Official transcript of grades of the student’s most recent level of education.
4. Up-to-date theatre resume and Headshot (or other 8 x 10 current photo).
5. An interview, which includes discussion about the career goals of the applicant
6. Reference letter from two industry professionals or a university degree in a relevant field of study.
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All applicants must have a high school diploma or equivalent, or must be over the age of 19 able to demonstrate
they possess the maturity and ability to complete successful complete the program. Previous training in at least
one of the three disciplines of acting, dancing and singing is beneficial. They must demonstrate their interest in
pursuing training in all four categories offered at the College: Acting, Dance, Voice and Arts Administration; and
must demonstrate their ability to understand instruction in the English language per the language proficiency
assessment policy.
Performing Arts Diploma Program Admissions Requirements:
Student admissions are based upon the following:
1. A completed application form and audition fee.
2. A graded audition in person or on video per the Admission requirements posted on the CCPA website
(ccpacanada.com).
3. Official transcript of grades of the student’s most recent level of education.
4. Up-to-date theatre resume and Headshot (or other 8 x 10 current photo).
5. An interview, which includes discussion about the career goals of the applicant.
All applicants must have a high school diploma or equivalent, or must be over the age of 19 able to demonstrate
they possess the maturity and ability to complete successful complete the program. Previous training in at least
one of the three disciplines of acting, dancing and singing is beneficial. They must demonstrate their interest in
pursuing training in all four categories offered at the College: Acting, Dance, Voice and Arts Administration and must
demonstrate their ability to understand instruction in the English language per the language proficiency assessment
policy.
Applied Performing Arts Diploma (“Company C” Studio Ensemble) Program Admissions Requirements:
In order to be considered for the Studio Ensemble program, the applicant must:
•

Have successfully completed the two-year Performing Arts Diploma Program or the one-year Performing
Arts Certificate Program at the Canadian College of Performing Arts.

•

Present a 2-3 minute audition; material chosen by the applicant to show vocal and acting ability, and any
specific talent or skills the applicant would like to show that demonstrates individual talent.

•

Interview with the Audition Panel. The audition will be conducted by a panel of Canadian College of
Performing Arts Faculty and/or Directors. Guests may be invited to the panel. The applicant’s demonstrated
ability to contribute to the full range of duties required for cooperative production, professionalism and
teamwork during their prior studies in a Canadian College of Performing Arts program will be taken into
consideration as well as the casting requirements for the productions proposed for the specific program
year.

The applicant’s demonstrated ability to contribute to the full range of duties required for cooperative production,
professionalism and teamwork during their prior studies in a Canadian College of Performing Arts program will be
taken into consideration as well as the casting requirements for the productions proposed for the specific program
year.
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Appendix T

Student Tuition and Fee Payment Policy
Staff & Students
Position(s) Responsible
June 30, 2019

June 30, 2019

Implementation Date

Date of Last Revision

Policy
Students are required to pay their tuition and fees by their respective due dates based on the payment plan that
the students have selected in the Student Enrolment Contract. Students may change their payment plan at any
time prior to the finance fee deadline of their current payment plan. In the event that a student chooses to change
payment plans the student will ensure that all overdue payments are paid in full at that time.
Payments for tuition can be made by cash ($2,500 maximum per student per annum), cheque payable to CCPA,
debit card, money order, wire transfer or e-transfer to finance@ccpacanada.com. Credit cards are only accepted for
Tuition plans C and E.
Payments for fees can be made by cash ($2,500 maximum per student per annum), cheque payable to CCPA, credit/
debit card, money order, wire transfer or e-transfer to finance@ccpacanada.com.
Payments for miscellaneous account charges can be made by cash, cheque payable to CCPA, credit/debit card,
money order, wire transfer or e-transfer to finance@ccpacanada.com.
Cash payments amounting to more than $2,500 may be accepted if accompanied by an original copy of the
withdrawal slip from the financial institution. CCPA reserves the right to refuse a cash payment at any time, for
example if the origin of the cash is deemed suspicious.
Unless a Tuition Plan Extension Request Form has been received by the office and pre‐approved compounding
interest charges of 2% per month will be charged on all unpaid accounts more than 30 days overdue, up to a
maximum of 5% per annum.
A Non-Sufficient Funds (NSF) fee of $40.00 will be charged on any returned NSF cheques.

83

Appendix U

Digital Code of Conduct Policy
Students, Staff, & Guest Artists
Position(s) Responsible
April 3, 2020

June 9, 2019

Implementation Date

Date of Last Revision

Reason For Policy
This policy was implemented during the Covid-19 crisis as relates to the online rehearsal, creation and digital
content and capture of the NEWSIES Project for the Year-End Performance Portfolio. Anyone violating the Digital
Code of Conduct is subject to immediate dismissal.
Policy Statement
To complete the digital and online component for the Performance Portfolio, it is understood that all students, staff
and guest artists participating agree to abide by the following:
Code of Conduct
Digital Citizenship is having the knowledge, skills and attitudes needed to demonstrate responsible, respectful and
safe behaviour when using technology or participating in digital environments.
•

respect the process of the individual and that of the group

•

demonstrate ethical behaviour in the digital world just as in the real world

•

use technology in an appropriate manner

•

ensure the privacy of information and the information of others

•

do not upload, edit or share another individual’s content

•

safeguard and maintain security of shared files - do not share links or passwords with anyone outside the
program

•

any material submitted or offered by the student remains the property of that student for use only by the
creative leadership on this project and the College administration

•

no one has the right or permission to access or distribute another person’s property without specific written
permission

•

no one may share any content created during this process on their own personal social media platforms or
channels without express permission of the College

•

any breach of the above is considered a breach of the College’s Code of Conduct Policy

•

any and all aspects of the College’s Internet and Social Media Policies, as listed in the Student Handbook,
stand

•

‘Guest Artists’ includes all contracted creative, education and production staff.

Procedure
A bit of advice for using Zoom:
•

If you’re entering a meeting with more than three people, try to turn your camera off and only turn it on
when you plan to talk, to help preserve bandwidth and reduce lag in the call.

•

The stronger your internet connection, the better – if you have access to a wired Ethernet connection,
plugging in for the duration of your meeting helps keep you connected.

•

Try to make sure you are not backlit – not sitting in front of a window or with a big lamp right behind you.
Frame yourself well in your screen to keep yourself visible.

•

Double check all your cords and connections beforehand.

•

Make sure you are within the audio pickup range of your microphone.

•

If the app isn’t launching, you can ask Zoom to open the meeting in your browser instead.
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