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1 University Regulations and Resources (School of Continuing Studies)

1.1 General Policies and Information
You must inform yourself of University rules and regulations and keep abreast of any changes that may occur. The General Policies and Information section
of this document contains important details needed by you during your studies at McGill and should be periodically consulted, along with other sections and
related publications.

1.11 Authorization, Acknowledgement, and Consent

When applying for admission to the University, you are bound by and agree to observe all statutes, rules, regulations, and policies at McGill University and
the faculty or faculties to which you may be accepted and registered in, including policies contained in the University calendars and related fee documents.
Your obligation as a student begins with your registration and ends in accordance with the University's statutes, rules, regulations, and policies.

You should v


http://www.mcgill.ca/students/srr/
http://www.mcgill.ca/secretariat/policies-and-regulations/
http://www.mcgill.ca/continuingstudies/area-of-study/languages/
http://www.mcgill.ca/flc/
http://www.mcgill.ca/study/faculties/summer/
http://www.mcgill.ca/study/faculties/continuing/
/study/2022-2023/faculties/education/undergraduate/ug_edu_engl_lang_req
http://www.mcgill.ca/study/faculties/continuing/
http://www.mcgill.ca/study/university_regulations_and_resources/
http://www.mcgill.ca/ugme/mdcm-curriculum-joint-programs/starting-our-program-what-you-need-know/language-requirements
http://www.mcgill.ca/students/srr/honest/students
http://www.mcgill.ca/students/srr/publications/

115

1.1.6

Responses on multiple-choice exams are normally checked by the Exam Security Computer Monitoring program. The program detects pairs of students with
unusually similar answer patterns on multiple-choice exams. Data generated by this program can be used as admissible evidence in an investigation of
cheating under Article 17 of the Code of Student Conduct and Disciplinary Procedures.

The Office of the Dean of Students administers the academic integrity process as described in the Sudent Rights and Responsibilities.

4 Note: All newly-admitted undergraduate and graduate students must complete amandatory online academic integrity tutorial in their first

" semester, accessed through Minerva > Sudent Menu > Academic Integrity Tutorial or aregistration "hold" will be placed on their record. Prior to
Fall 2018, undergraduate students completed the tutorial in myCourses viathe course AAAA 100, but as of Fall 2018 the tutorial must be completed
in Minerva. For more information, see megill.ca/students/srr/honest/students/test.

University Student Assessment Policy

The University Sudent Assessment Policy includes all disparate policies with regard to al types of student assessments. This policy is meant to protect
students from excessive workloads, and to ensure that all students are treated equally.

This policy applies to undergraduate and graduate courses offered by the University that are evaluated by any form of assessment. Except where otherwise
indicated, this policy appliesto al faculties, including those which administer their own examinations.

You can consult the policy on the Secretariat website.

Policy Concerning Access to Records

The University sends statements of account and all other correspondence directly to students. You retain full control over who has access to your records or
accounts; however, officers and members of the University staff also have access to relevant parts of your records for recognized and legitimate use. The
University does not send progress reports or any other information to your parents and/or sponsors unless you specifically request it in writing.

Personal information is protected in the Province of Quebec by the Act Respecting


http://www.mcgill.ca/minerva/
http://www.mcgill.ca/students/srr/honest/students/test/
http://www.mcgill.ca/secretariat/policies-and-regulations/
http://www.mcgill.ca/student-records/forms/

to aMcGill professor, researcher or graduate student, strictly for research or teaching purposes; and to a University teaching/affiliated hospital or health
centre to which you apply/or join for residency or rotations.

In addition to the above, if you are a candidate for admission to the Schulich School of Music, you will be asked to consent to the use of your name and
images in public recognition of academic achievement and in the advertising and audio and video recording of student ensemble concerts for distribution
using different media and formats.

At the time of application, you will be asked to authorize the Univer sity to:

collect and maintain your personal information for the purpose of administering your University admissions and student record files;

obtain copies of your transcripts from the Ministére de I'Education et de I'Enseignement supérieur; the Ontario Universities Application Centre; and/or
the British Columbia Ministry of Education;

make inquiries to and obtain personal information from the Ministére de I'lmmigration, de la Francisation et de I'Intégration; Immigration, Refugees
and Citizenship Canada; and/or the Régie de I'assurance maladie du Québec to verify the validity of your immigration or health insurance status;
validate with the Ministére de |'Education et de I'Enseignement supérieur information regarding your citizenship and previous institution attended, if
necessary and as required in order to manage the admissions process and to determine your tuition fees;

verify any information or statement provided as part of your application; and

contact you through the McGill Alumni Association and University offices that maintain contact with McGill students, alumni, and friends for the

purpose of providing University updates and opportunities for direct support to the University, including fundraising and making available special offers
such groups may benefit from.

At the time of application, you will be asked to acknowledge


http:/www.mcgill.ca/student-accounts/tuition-fees/general-tuition-and-fees-information/deferred-admission-degree-transfers-break-enrolment
http:/www.mcgill.ca/student-accounts/tuition-fees/general-tuition-and-fees-information/deferred-admission-degree-transfers-break-enrolment
http://www.mcgill.ca/internationalstudents/

Note:


http://www.studentcare.ca/
http://www.mcgill.ca/internationalstudents/health/
http://www.mcgill.ca/studentaid/
http://www.mcgill.ca/ugme/policies-procedures
http://www.mcgill.ca/it/it-policies
http://www.mcgill.ca/secretariat/files/secretariat/responsible-use-of-mcgill-it-policy-on-the.pdf
http://www.mcgill.ca/secretariat/policies-and-regulations/
http://www.mcgill.ca/ugme/policies-procedures/guidelines-social-media
http://www.mcgill.ca/thewelloffice/
https://mcgill.service-now.com/itportal?id=kb_article_view&sysparm_article=KB0010890&sys_kb_id=dbf10285870521d0e925fcc7dabb3551&spa=1
http://mcgill.service-now.com/itportal?id=kb_article&sysparm_article=KB0010926
http://www.mcgill.ca/campussafety/security-services/report-incident
http://www.mcgill.ca/cloud-directive
http://www.mcgill.ca/2fa/
http://www.mcgill.ca/2fa/

1.1.8.5 Email Communication

All students are assigned a McGill email address (usually in the form of firstname.lastname@mail.mcgill.ca) and are giv


http://www.mcgill.ca/minerva/
http://www.mcgill.ca/it/stay-safe-online/pw-reset/
http://mcgill.service-now.com/itportal?id=kb_article&sys_id=40b7e923db9bec9033dfcf09139619a3
http://mcgill.service-now.com/itportal?id=kb_article&sys_id=40b7e923db9bec9033dfcf09139619a3
http://www.mcgill.ca/secretariat/files/secretariat/e-mail-communications-with-students-policy-on_3.pdf
http://www.mcgill.ca/secretariat/policies-and-regulations/
http://www.mcgill.ca/cybersafe/
http://www.mcgill.ca/internationalstudents/health/activate-your-coverage/minors-under-18-years-age
http://www.mcgill.ca/internationalstudents/health/
http://www.mcgill.ca/internationalstudents/health/exemption/
mailto:international.health@mcgill.ca
http://www.mcgill.ca/internationalstudents/health/exemption/deadlines
mailto:international.health@mcgill.ca
http://www.mcgill.ca/internationalstudents/health/
http://www.mcgill.ca/continuingstudies/getting-health-insurance-0
http://www.studentcare.ca/
http://www.studentcare.ca/



http://www.ramq.gouv.qc.ca/en/citizens/health-insurance/registration/Pages/eligibility.aspx
http://www.ramq.gouv.qc.ca/en/pages/home.aspx
http://www.mcgill.ca/internationalstudents/health/whos-covered/canadian-non-resident/
http://studentcare.ca/rte/en/IHaveAPlan_MACES_Home
http://studentcare.ca/rte/en/UUֱ��UniversitygraduatestudentsPGSS_Home
/wellness-hub/contact-us
/access-achieve/
/access-achieve/
http://www.mcgill.ca/access-achieve/
http://www.mcgill.ca/thewelloffice/
http://mcgill.ca/students/srr/files/students.srr/guidelines_for_the_academic_accommodation_of_pregnant_students_and_students_caring_for_dependants.pdf
http://legisquebec.gouv.qc.ca/en/ShowDoc/cs/L-6.2
http://www.mcgill.ca/ehs/policies-and-safety-committees/policies/mcgill-smoking-policy/
http://www.mcgill.ca/secretariat/policies-and-regulations/
http://legisquebec.gouv.qc.ca/en/ShowDoc/cs/L-6.2
http://www.mcgill.ca/provost/article/policy-concerning-alcohol-cannabis-and-other-drugs

1.2 Personal Information

You must inform yourself of University rules and regulations and keep abreast of any changes that may occur. The Personal Information section of this
publication contains important details pertaining to nominative information, legal documents, and ID cards, as well as other topics, and should be consulted

periodically.

121 Updating Personal Information

Itisimportant to keep your McGill record up to date with your personal information, especially amailing or billing address, asthese are used by the University
year-round. Upon initial registration, students are prompted to provide this information. Every six months thereafter, students are prompted to update this
information as needed.

You must update your address(es) and/or telephone number(s) and emershould be 1blshoormation, espe.52 671.44 Tmnt detctTj1 0013 3 0 1 6atiorgl 6atioRG 1 439


http://www.mcgill.ca/minerva/
/student-records/personal-information/name-gender
http://www.mcgill.ca/macdonald/studentinfo/sao/
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http://www.mcgill.ca/internationalstudents/health
mailto:info.conted@mcgill.ca
http://www.mcgill.ca/servicepoint/contact
http://www.mcgill.ca/minerva/
http://www.mcgill.ca/medadmissions/applying/elements/
http://www.mcgill.ca/minerva/

Quebec and Canadian Out-of-Province Students

account to verify that your status is updated correctly (Select Sudent
Menu


http://www.mcgill.ca/minerva/
http://www.mcgill.ca/legaldocuments/quebec/
http://www.mcgill.ca/internationalstudents/immigration-documents/new-eta
http://www.cic.gc.ca/english/visit/visas.asp
http://www.cic.gc.ca/english/visit/visas.asp

4 Note5: You can find links to download and print the Permanent Code Data and Attestation of Quebec Residency forms at
mcgill.ca/legal documents/forms.

1.2.3.2.1 Fee Exemptions

Exemption from the out-of-province or international supplement tuition feesis possible for studentsin any of the following three categories, as authorized
by the Government of Quebec:

1. French Course Fee Exemptions— Full-timeinternational students are charged fees at the Quebec tuition rate by default for certain eligible French
courses (note exclusions as listed at megill.ca/student-accounts/tuiti on-fees/general -tuition-and-fees-infor mati on/tuiti on-fee-exemptions).

2. Out-of-Province Tuition Supplement Exemptions — Non-Quebec Canadian students in the following categories are exempted from out-of-province
tuition supplements (details at megill.ca/student-accounts/tuiti on-fees/general -tuiti on-and-fees-infor mati on/tuition-fee-exemptions):

e StudentsinaPh.D. program

*  Studentsin a Postgraduate Medical Education program: Medical Residents, Clinical Fellows, Clinical Research Fellows, Research Fellows

»  Studentsregistered full-time in the Master's in French (Maitrise en frangais). The exemption begins at the moment the student registersin the
program, without retroactive effect

3. International StudentsEligiblefor Fee Exemptions Based on L egal Statusin Canada— Students with one of the following statuses may be exempt
from International Supplements (certain categories may be assessed at the Canadian tuition rate; full details regarding eligibility criteriaare listed at
mcgill.ca/legal documents/exemption):

» Citizens of France

»  Citizens of certain countries with an agreement with the Government of Quebec
» Diplomatic, consular, or other representatives of international organizations

*  Convention refugees

»  Students awaiting permanent residency in Canada and holding an eligible CSQ).


http://www.mcgill.ca/legaldocuments/forms/
http://www.mcgill.ca/student-accounts/tuition-fees/general-tuition-and-fees-information/tuition-fee-exemptions/
http://www.mcgill.ca/student-accounts/tuition-fees/general-tuition-and-fees-information/tuition-fee-exemptions/
http://www.mcgill.ca/legaldocuments/exemption/
http://www.mcgill.ca/minerva/
http://www.mcgill.ca/student-accounts/

1.2.3.5 Where and How Do | Send My Documents?

You must send in al your documents after you have accepted your offer of admission but before the start of classes. Do not send originals. Email clear and
legible copies of your documents. Write your McGill student 1D in the filename of each document so that McGill can match them to your record. The sooner
you submit your documents, the sooner the University can update your status and ensure that your record isin order.

Please refer to megill.ca/legaldocuments/how for detailed instructions on where/how to submit your documents.
If thereisa problem with your documents, contact:
Telephone: 514-398-7878
Website: megill.ca/servicepoint/contact-us
1.2.3.5.1 For the School of Continuing Studies
By Email: legaldocuments.conted@mcgill.ca
In Person (appointment required) or By Mail/Courier:
McGill University
School of Continuing Studies

680 Sherbrooke Street West, Suite 1199
Montreal QC H3A 3R1

If thereisa problem with your documents, contact Client Services at:

Telephone: 514-398-6200
Email: info.conted@mcgill.ca; legal documents.conted@mcgill.ca

1.2.4 Identification (ID) Cards


http://www.mcgill.ca/legaldocuments/how/
http://www.mcgill.ca/servicepoint/contact-us/
mailto:legaldocuments.conted@mcgill.ca
mailto:info.conted@mcgill.ca
mailto:legaldocuments.conted@mcgill.ca
http://www.mcgill.ca/student-accounts/tuition-fees/non-tuition-charges/other/
http://www.mcgill.ca/campussafety/security-services/access-control
http://www.mcgill.ca/continuingstudies/scs-current-students/scs-getting-started
http://www.mcgill.ca/student-records/personal-information/id/
http://www.mcgill.ca/importantdates/
http://www.mcgill.ca/student-records/personal-information/id/

1.2.5

1.2.4.2 ID Card Schedule for the Macdonald Campus
New students can obtain their ID card 24 hours after registering for their first course. Registration dates for new students can be found here.

The Macdonald Campus ID Centreisin the Student Affairs Office, Laird Hall, Room 106.
Information on when the ID Centre is open can be found here.

Legal Name and Gender

1.25.1 Legal Name

Your legal name isthe name that will appear on your degree, diploma, or certificate upon graduation, and on your e-bills, tax receipts, and official transcript.
It is also used by the Government of Quebec to create a Permanent Code.

After confirming your offer of admission and registering at McGill, the name provided on your admission application is validated, and in the event of a
variation updated, to match the legal name appearing on one of the following documents:

Canadian birth certificate, copy of an act of birth, or citizenship certificate

Canadian Immigration Record of Landing (IMM 1000 or IMM 5292 or IMM 5688 and Permanent Residence card)

Canadian Immigration Study or Work Permit

Certificate of Acceptance of Quebec (CAQ)

International passport (Note: If you possess Canadian citizenship, a Canadian citizenship card or certificate is required as a Canadian passport is not
acceptable)
International birth certificate (with an official translation in English or French)

No gkwbdpE


http://www.mcgill.ca/importantdates/
http://www.mcgill.ca/macdonald/studentinfo/undergrads/id
http://www.mcgill.ca/legaldocuments/permcode
/student-records/files/student-records/personal_data_change_form_5.pdf
mailto:legaldocumentation@mcgill.ca
/student-records/files/student-records/personal_data_change_form_5.pdf
mailto:legaldocumentation@mcgill.ca

e  Student advising transcripts
o For acompletelist of examples, please refer to Sudent Records

The student's legal name must appear on official university documents, such as:

o Official university transcripts

o Reports to government

o Lettersof attestation

o Diplomas and certificates

e Tuition feee-bills

o For acompletelist of examples, please refer to Sudent Records

It isimportant to note that making a request to use a preferred first name at McGill does not change a student's legal name in the McGill student record or
records with government authorities.

You can provide a preferred first name on your application for admission or, once admitted, on Minerva, under the Personal Menu. From the Personal Menu,
select Name Change and then add your preferred first name in the preferred first name field.

You can also request that your preferred first name be part of your McGill email address by submitting an Email Alias formu cadil 9.865 592.84 T/ gion N029.253 568.5


/student-records/personal-information/name-gender
/student-records/personal-information/name-gender
http://www.mcgill.ca/minerva/
https://mcgill.service-now.com/itportal?id=kb_article_view&sysparm_article=KB0010666&sys_kb_id=23c5f622971a1d54200579cfe153af0e&spa=1
/student-records/personal-information/name-gender
http://www.mcgill.ca/minerva/
http://www.mcgill.ca/student-records/personal-information/address/
/student-records/personal-information/name-gender
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http://www.mcgill.ca/minerva/
http://www.mcgill.ca/continuingstudies/registration/

4. Proof of proficiency in English, if applicable (see section 4.2.2: Pr


mailto:info.conted@mcgill.ca
http://www.mcgill.ca/continuingstudies/registration/
http://www.mcgill.ca/continuingstudies/contact-us/
http://horizon.mcgill.ca/pban1/bwckschd.p_disp_dyn_sched
http://www.mcgill.ca/students/courses/
http://www.mcgill.ca/study/university_regulations_and_resources/
http://www.mcgill.ca/study/university_regulations_and_resources/

SCHOOL OF CONTINUING STUDIES

1.3.3.1 Classes with Limited Enrolment

The School reserves the right to limit the size of classes based on academic grounds or physical space limitations. In all such cases, enrolment ison a
"first-come, first-served” basis, with priority given to students admitted to certificate, diploma, and degree programs.

1.3.3.2 Course Withdrawals and Refunds
Once registered for a course, you are responsible for the fees. If you decide not to follow the course, you must officially withdraw.

Simply not attending classes or informing the instructor does not constitute an official withdrawal.

1.3.3.2.1 How to Change (Add/Drop/Withdraw) a Course
1.3.3.2.1.1 How to Add/Drop a Course

You can add or drop a course in one of two ways:

e  Online using Minerva (Registration Menu)
e Inperson by completing a*“Course Change Form” available at mcgill.ca/continuingstudies/current-students/registration/add-change-or-drop-course
and bringing it to the Client Services Office

You can change sections, add, and drop courses only during the add/drop period. You will be charged a $20 administrative fee for each course dropped.
Refer to the Important Dates Supplement for specific add/drop dates. Courses dropped before and during the L ate Registration and add/drop period will not
show on your record.

1.3.3.2.1.2 How to Withdraw From a Course — Grade of “W”
You can withdraw from a course in one of two ways:

e  Online using Minerva (Registration Menu)

o Inperson by completing a“Request for Course Withdrawal Form” available at megill.ca/continuingstudies/cur rent-students/regi stration/cour se-withdrawal
and bringing it to the Client Services Office

There are two withdrawal periods for the Fall and Winter terms; one with arefund and one without a refund.
It is very important that you take note of the deadlines for obtaining arefund.

If you missthefeerefund deadline, you are responsiblefor all course fees. During both withdrawal periods, you may withdraw from course(s) using Minerva.
You will be given agrade of “W,” which does not affect your CGPA. Failure to officially withdraw will result in agrade of “J’ (incomplete/failure), which
countsas“0” in GPA calculations.

Official registration and withdrawal dates are published before the start of each term. Refer to the Important Dates Supplement for specific dates.
1.3.3.2.2 Minerva Registration Schedule 2023-2024

Registration

Fall Winter
Returning students June 7-August 30 October 5-January 4
Newly admitted students June 14-August 30 October 12-January 4
Returning (Independent) Special Students June 14-August 30 October 12-January 4
L ate Registration and Add/Drop Period

Fall Winter
All students except for those in non-credit August 31-September 12 January 5-16

Professional Development and Faculty
Partnerships and Summer Sudies courses

1.3.3.2.3 Effective Date for Refunds

It is solely your responsibility to initiate a course change (i.e., add/drop/withdrawal) by submitting aform to your student affairs office. Neither notification
of the course instructor nor discontinuing class attendance is sufficient.

The effective date for refunds will be the date on which the official Course Change Form was completed or the date the change was made on Minerva

Refunds are not automatically issued as aresult of course changes. You must specifically request arefund in writing; otherwise, any amount owing to you
as aresult of acourse withdrawal or overpayment will be credited to your fee account.

4 Note: Specid rulesfor refunds wil