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1.1.5 University Student Assessment Policy
The University StudenAssessmentdfcy includes all disparate policies withgegd to all types of student assessmeFtss poligy is meant to protect
students fromxeessie workloads, and to ensure that all students are treated equally

This poliey applies to undgraduate and graduate coursderefd by the Uniersity that arealuated by apform of assessment. Except where otherwise
indicated, this polig applies to alldculties, including those which administer theimoxaminations.

You can consult the polion theSecetariat website

1.1.6 Policy Concerning Access to Records

The Unversity sends statements of account and all other correspondence directly to stodeetsin full control wer who has access to your records or
accounts; haever, of®cers and members of the \nbity staf also hae access to relant parts of your records for recognized amitimate useThe
University does not send progress reports graiher information to your parents and/or sponsors unless you speci®cally request it in writing.

Personal information is protected in the\®nge of Quebec by th&ct Respectingccess to Documents held by Public Bodies and thieétion of Brsonal
Information(the AccessAct®). TheAccessAct provides that McGill Uniersity can only release personal information contained in your ®le with your
authorization or if speci®cally authorized by.la

For the purpose of consent and ackiezigement at the time of application, Personal Information includeg hot limited to: name, address, telephone
number email address, date of birth, citizenship, McGill ID, program, student status, and academic record information.

Ragistered students may oppose the release of certain Personal Information by complegipgsaiion Brm at the Enrolment Services Of®ce or at the
StudentAffairs Of®ce (Macdonald Campus).

After having reviewed the information relating to access to Personal Information at the time of applicatiommufdibe/askd to agree that the Ueirsity
may collect, use, disclose or otherwise manage your Personal Information as describeashetoessary and as the case may be.

At the time of application, youeuld also be asld toconsent to the elease of Brsonal Information contained in your admissions or student records ®le
to the follaving persons or bodies, as necessary to each bothe eercise of their mission:
student associations recognized by McGill\émsity for the catgories of student to which you belong (limited to your contact and program information);
schools or collges that you he attended;
a professional body or corporation, where rele


http://www.mcgill.ca/secretariat/policies/students/other-documents-relevant-studentsautres-documents-utiles-pour-les-%C3%A9tudiants
http://www.mcgill.ca/students/records/forms/

obtain copies of your transcripts from tkinist re de I'Enseignement sup riewte la Reberche de la Science et de Technolagie; theMinist re de

I© ducation, du Loisir et du Sppthe Ontario UniersityApplication Centre and/or the British Columbia Ministry of Education;

malke inquiries to and obtain Personal Information fromMtirgist r e de I©lmmigtion et des Communaut s culglles Citizenship and Immigration
Canada and/or the gie de I©assamce-maladie du Qu be \erify the \alidity of your immigration or health insurance status;

validate with theMinist r e de I'Enseignement sup rigude la Rekerche, de la Science et de Technologie information rgarding your citizenship

and preious institution attended, if necessary and as required in order to manage the admissions process and to determine your tuition fees;
verify ary information or statement primed as part of your application; and

contact you through the McGHlumni Association and Urersity of®ces that maintain contact with McGill students, alumni and friends, for the
purpose of praiding University updates and opportunities for direct support to thedusity, including fundraising, and makingailable special dérs
such groups may bene®t from.

At the time of application, you euld be askd toacknowledgethat:

an admission granted based on incomplete, incorrealsar ihformation contained in your application or supporting documents mayokedet the
sole discretion of the Umersity The University reseres the right to neoke admission at grtime.

if admitted to McGill Unversity, you would be bound by the statutes, rulegutations, and policies in place from time to time at McGillvgnsity

and at thedculty or ficulties in which you wuld be rgistered, including those policies contained in thevehsity calendars and related fee documents.
You would undertake to obseve all such statutes, rules,agulations, and policiesYour obligations would commence with your gestration and
terminate in accordance with the Maisity©s statutesguéations, and policies.

1.1.7 Email Communication

All students are assigned a McGill Emaddress (usually in the form of ®rstname.lastname@mail.mcgill.ca) and/eneagMcGill email mailboxyou
can viev your McGill EmailAddress and set your McGileBsvord on Minena (vwwmcgill.ca/minervg, under thePersonal Menu

Email sent to your McGill Emaiddress is an of®cial means of communication between McGilesity and its studentas with all of®cial Uniersity
communications, it is your responsibility to ensure you read and act upeersityi emails in a timelyashion. If you choose to foerd Unversity email
to another email mailbox, it is your responsibility to ensure that the alternate email mailblct. is v

You should read anaimiliarize yourself with the policies dResponsible Use of McGill Informatidachnology ResouwresandEmail Communications
with Studentsfound undeinformationTechnolagy on the Uniersity Secretariat website wtvwmecgill.ca/secetariat/policies/informationtdmolagy. For
more information on email for students, refemt@wmecgill.ca/itand seesection 1.13For your InformatioriTechnolagy (IT) needs

4 Note for Continuing Studies The abee services are novailable if you are rgistered in short courses or seminars not recorded on the of®cial
" McGill transcript.

1.1.8 Responsible Use of McGill Information Technology Resources

You must comply with th€olicy on the Responsible Use of McGill Informati@thnology Resouresas appreed by the Uniersity Senatéfou can ®nd
this poligy in the listing ofUniversity Policies, Pocedues and GuidelinesnderinformationTechnolagy, at
wwwmcgill.ca/secetariat/policies/informationtdmology.

1.1.9 Non-Smoking Policy

Quebec lav prohibits smoking in publicdildings. For more information, see
http://iwwwmecgill.ca/adminhandbook/adminiative-policies-and-grcedues/smoking-policy

1.1.10 Health Insurance — International Students

Inter national Students (Non-Canadians or Non-Brmanent Residents of Canada)

By Senate mgulation, all international students (full-time, part-time, half-tilwditional SessionThesis Ealuation, Non-Thesis Extension, Special,

Exchange, an¥isiting) and their accompgimg dependants must participate in theudmsity©s compulsory International Student Health Insurance Plan

(IHI). The Uniersity and the Quebec Ministry of Education require g adgyour proof of health insurance on @udents coered by private health

insurance are not exempt fiece 64 3 652.24 9 0 nt003 4 0 1 5r3.554 Tm (ate 14il429e 64 3 652.24v8.762 Tm (y)Tj 1277e 64 3 652.241 4545.146 578.42°
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Telephone: 514-398-4349
Email: international.health@mcgill.ca
Website:wwwmcgill.ca/internationalstudents/health

« Note for Continuing Studies If you are rgistered in the Intens English and/or the Intensi French programs, you should contact the Client
Services Of®ce, School of Continuing Studies, at 514-398-6200 for information on health insurance.

1.1.11 Health Insurance — Canadian Citizens and Permanent Residents of Canada
Canadians residing in Canada

All undegraduate and graduate (classed as Canadian full-time or
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1.1.13

myMcGill

McGill©s portal, myMcGill, gés students and staf personalized inteate to the Uniersity©s information systems.

myMcGill is a collection of useful links andfefs an intgrated web xgperience with a single sign-on (SSO) tuesal McGill web system&his allavs
you to access multiple McGill systems without being prompted for additional logins.

Systems that you can access through the portal are:

Athletics

ClassroonA/V instructions
Exchange (email)

FAMIS

McGill home pageWwwmcgill.cg
InfoEd

Library

Minerva

myCourses

myFuture

myLab

Visual Schedule Builder

To access myMcGill, clickQuick Links , available at the top of anMcGill web page (e.gwwwmcgill.ca/studen)s and then click myMcGill, or go to
https://mymcgill. mcgill.caSign in with your McGill Username and McGilagsvord.

1.2

Personal Information

Students must inform themsebksof Unversity rules and gulations and &ep abreast of grchanges that may occiihe Personal Informatiorsection of
this publication contains important details pertaining to nomieatiformation, lg


http://www.mcgill.ca
http://www.mcgill.ca/students/
https://mymcgill.mcgill.ca
http://www.mcgill.ca/minerva/
http://www.mcgill.ca/students/servicepoint/

If you have previously attended school in Quebec, you already possess a Permanent Code, which can be found on your school report card or your CEGE
and/or unversity transcriptsifter you hae accepted the Urersity©s f&fr of admission, you can check on Mingifunder thé®ersonal Menlito see if

McGill has receied your Permanent Code.

You can consult your tuition andyl status (including your Permanent Code) on Miaérv


http://www.mcgill.ca/minerva
http://www.mcgill.ca/legaldocuments/

4 Note 2 Your walid Canadian Permanent Resident status can begtiy a cop of your Canadian Con®rmation of Permanent Residence (IMM
5292 or IMM 5688) document or with your Canadian Permanent Resident cayd{dugih sides requiredlternatively, you may preide your
Immigration Record of Landing (IMM 1000) document. Note that McGill resethie right to ask you for copies of both your PR card and your
IMM document.

4 Note 3 If you are a refugee, your Caention Refugee status document is required instead of a Study Permit.

4 Note 4 Usually McGill needs your birth certi®cate toyegour place of birth in Quebec. If you alreadyéa \alid Quebec Permanent Code,
" McGill will accept a cop of your alid Canadian passport that indicates your birth place as being within thiecgrof Quebec, as proof that you
qualify for Quebec resideyc

4 Note 5 You can ®nd links to emload and print the Permanent Code DataAttestation of Quebec Residgnforms at
wwwmcgill.ca/lgaldocuments/forms

1.23.1 Fee Exemptions

Exemption from the out-of-prance or international supplement tuition fees is possible for studentg of &me follaving three catgories, as authorized
by the Geernment of Quebec:

1. French Course Fee Emptions + Non-Quebec Canadian and international students are automatically assessed fees for certain eligible French course:
at the Quebec tuition rate (noteckisions as listed atwwmcgill.ca/student-accounts/tuition-feesfg@l-information/tuition-fee-gemptiony
2. Out-of-pravince Tuition Supplement Eemptions + Non-Quebec Canadian students in thenoigpcatewww.mcgill.ca/student-accounts/tuition-fees/general-
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1.2.6

Check your Permanent Code on Mireerersonal Menu> Name Changor alternately visstudent Mene StudentAccounts Menwe View Tuition
Fee and Lgal Statuslf your 12-character Permanent Code appears there, your documents are ihmotlgrou hae not yet preided McGill with
your documents listed isection 1.2.3Legal DocumentsiWhat Documents Does McGill NeedrfrYou? or the Geernment of Quebec has not yet
con®rmed that your documents are suf®cient to create a Permanent Code.

Legal Documents: What Are the Consequences of Not Providing Your Documents?

The deadline to submit documents in support of a change to your tuition stettigeefor that term is the last day of classes for that term (e.g., December
1st for changes to be made to your tuition status foraHeedfm, orApril 1st for changes to be made for iMinter term).

McGill will not produce your ID card until all of yourdal documents hee been receed.Your ID card is essential for you to use maffithe services on
campus, and for you to takour ®nalxams.

If we are missing the requiredgd documents, a hold will be added to your recorgearéng you from rgistering or dropping gncourses, and from
obtaining your of®cial transcript.

International students whovenot preided their \alid immigration documents to McGill may be dejisgered.

If your tuition status is changed and your fees are reduced as a result of the docuisveproeess, McGill will vaive the diference on anaccumulated
late payment or interest clgas.

Legal Documents: Where Do | Send My Documents?

You must send in all your documents after youehazeen accepted to McGillibbefore the start of class&o not send originals Email clear and ible
copies of your documenté/rite your McGill student ID on each document so that McGill can match them to your rEkeersooner you submit your
documents, the sooner the Waisity can update your status and ensure that your record is inRefler tonwwmcgill.ca/lgaldocumentsor further
details.

By Email:
Follow these steps to submit yougé documents electronically

1. Save the attached ®le in an acceptedrinat.

Standard PDF (.pdf) + encrypted PDFs will not be accepted.
Tagged image format (.tif, .fifor scanned images).

Ensure that you sa your documents properly in one of thexabfibrmatsbdo not just rename the ®igansion. Due to the possibility of computer
viruses, McGill doesiot accept MicrosoftVord documents (.doc)ypertet ®les (.htm, .html), JPG, Glér ary other format.

2. Ensure that the resolution used is at least 300 dpi (dots per incfgr an electronic replica (scan) of documentation (e.g., a scan of your birth certi®cate).
The preferred ®le size is 100KB per image.

3. Address ypur email tolegaldocumentation@mcgill.cand attach your relevant scanned document(sAttach the ®le(s) to your email; do not include
the documents in the body of your email.

4. Putyour First Name, Last Name, and McGill ID number in the subject line of pur email.
Note: Indvidual email size (including your attachments) should roted 5 MB (5120 KB).

By Mail or Courier:

McGill University

Service Point

3415 McHvish St.

Montreal, Quebec H3A 0C8
CANADA

In Person:

Service Bint

3415 McHRvish Street
Montreal, Quebec H3A 0C8

If ther e is a poblem with your documents, contact:
Telephone: 514-398-7878
Email: http://webforms.mcgill.ca/servicepoirgffuest.asp

1.2.6.1 For the School of Continuing Studies

By Mail or in Person:

McGill University
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The School of Continuing Studies, Client Services Of®ce
688 Sherbrook StreeiVest

Suite 1199

Montreal, Quebec H3A 3R1

By Fax:
514-398-2650

If there is a problem with your documents, contact Client Services at:
Telephone:514-398-6200

Email: info.conted@mcgill.cdegaldocuments.conted@mcgill.ca

1.2.7 Identification (ID) Cards
As a student gistered at McGill, you are required to present an ID card to:

write examinations;

use libraries and student services, including certain laboratories;

access residenceildings;

access meal plans;

access the intezampus shuttleus.
To receve your ID card you must be agistered student, while also prding your Permanent Code information and proof galetatus in Canada (for a
list of acceptable documents, ssection 1.2.3Legal DocumentsWhat Documents Does McGill NeedrfrYou?).
ID cards will not be issued if any of pur legal documents ae missing

The Student Identi®cation Card is the property of thedusity, for use by the cardholder onnd is not transferable. If you withdrdrom all of your
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1.3 Registration for Continuing Studies Students
Most students in Continuing Studies musgfister usingMinerva, during the rgistration periods published in te€alendarunderFaculties & Shools
>Sdool of Continuing Studies Getting Started> section 2.2Key Dates, 2014-201&nd atvwwmcgill.ca/importantdates
Note:
If you are registering for short courses or seminars, see yowithehl academic area for speci®gisgration information.

You must rgister for at least one course prior to the end of tielae reistration period towwid paying a late gistration fee of $25¢ou may add courses
until the end of the add/drop period without penalty


http://www.mcgill.ca/minerva/
http://www.mcgill.ca/study/
http://www.mcgill.ca/importantdates/
http://www.mcgill.ca/minerva
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If you are required to taka Language Classi®cation test, schedule an appointment at tedaysmafter your test.

What to Bring to In-Person Registration:

Returning Students

1.
2.

McGill ID card or proof of Student Number (i.e., unof®cial transcript)
Proof of satisictory completion of prerequisite courses

Newly Admitted Students

1.

2.
3.
4

Your letter of admission
Proof of satisictory completion of prerequisite courses
Your student ID card (if you were a Special Student in @ique term)

Legal documents to pxe@ that you are a Quebec student, a Canadian out-aifipeostudent, or an international student (if yovehaot done so).df
more information, seeection 1.2.2Legal DocumentswWhy Does McGill Collect lgal Documents émYou?

New Independent (Special) Students

(See theeCalendarunderFaculties & Sbools> Stool of Continuing Studies Getting Started> section 3.10Special Student Status: Under
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1.3.3.3 Registration by Proxy

If you are unable to ggster during the scheduledpistration periods, you cangister by proxyA proxy form is &ailable at the School of Continuing
Studies or alvwwmcgill.ca/continuingstudies/cwgnt-studentségistration. This form must be completed and signed by both you and the proxy.holder

The School will not accept proxy forms sent by.fThe proxy holder must bring the signed form along with all supporting documents, and be prepared to
pay the fees in full (sesection 1.3.3.:1In-Person Rgistration).

1.3.3.4 Registering by Mail, Fax, or by Web

If you are rgistering for courses, avkshops, or seminarsfefed byCareer and Pofessional Deelopmenbr byFaculty Rartnerships and Summer Studies
refer to the speci®c course on the websitenatzmcgill.ca/continuingstudies/pgrams-and-cowses/couses-workshopdn some cases, you may be able
to register by mail, &x, or via web

Course Withdrawals and Refunds

Once rgistered for a course, you are responsible for the fees. If you decide notwotfaloourse, you must of®cially withdra

Simply not attending classes or informing the instructor does not constitute an of®cialweéithdra

1.3.4.1 How to Change (Add/Drop/Withdraw) a Course
1.3.4.1.1 How to Add/Drop a Course

You can add or drop a course in one df tvays:
Online using Minera (Registration Meny

In person by completing a 2Course Changef® available atvwwmcgill.ca/continuingstudies/clent-studentségistration/add-bange-or-drop-couse
and bringing it to the Client Services Of®ce

You can change sections, add, and drop courses only during the add/droprperigil.be chaged a $20 administrat fee for each course dropped.

Refer to thdmportant Dates Supplemeiatr speci®c add/drop dates. Courses dropped before and during thedisteatRen and add/drop period will not
shav on your record.

1.3.4.1.2 How to Withdraw From a Course — Grade of “W”"
You can withdrev from a course in one of tways:

Online using Minera (Raistration Meny

In person by completing a 2Request for CoMéthdraval Form® available at
wwwmcgill.ca/continuingstudies/cuent-studentsagistration/couse-withdawal and bringing it to the Client Services Of®ce.

There are tw withdraval periods for the &l andWinter terms; one with a refund and one without a refund.
It is very important that you taknote of the deadlines for obtaining a refund.

If you miss the fee refund deadline, you are responsible for all course fees. During bothwaithdrands, you may withdnafrom course(s) using Mineav
You will be given a grade of aWwhich does not &éct your CGR. Failure to of®cially withdna will result in a grade of 2J° (incompletedfure), which
counts as 20° in GR calculations.

Of®cial rgistration and withdraal dates are published before the start of each term. Referltopbeant Dates Supplemefur speci®c dates.

1.3.4.2 Minerva Registration Schedule 2014-2015

Registration

Fall Winter
Returning students June 10 to September 2 October 9 to January 5
Newly admitted students June 17 to September 2 October 16 to January 5
Returning (Independent) Special Students June 17 to September 2 October 16 to January 5
Late Registration andAdd/Dr op Period

Fall Winter
All students &cept for those ifProfessional September 3+16 January 6 20

Developmentaind non-crediFaculty Rartnerships
and Summer Studiesurses


http://www.mcgill.ca/continuingstudies/current-students/registration/
http://www.mcgill.ca/continuingstudies/programs-and-courses/courses-workshops/
http://www.mcgill.ca/continuingstudies/current-students/registration/add-change-or-drop-course/
http://www.mcgill.ca/continuingstudies/current-students/registration/course-withdrawal/
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1.3.5

1.3.6

1.3.7

Undergraduate Leave of Absence Policy
A leave of absence may be granted to ugdstuate students for reasons related to:

maternity or parenting

personal ordmily health
professional deslopment
required military service

Such a leze must be requested on a term-by-term basis and may be granted for a period of up to ZRleaekst absence request should be submitted
to your facultyAdvising or Studeniffairs Of®ce along with appropriate documentation. Refer to speci®c instructions acytiyniebsite.

Students who are granted such a¢ewill have "leave of absence" recorded on their transcript.

No tuition fees will be chaed for the duration of the authorizedyeaDuring a lege of absence, you maintain an eetstudent ID card and Y access

to McGill mail and use of the librariegou are not permitted togister for courses or to participate in student internships or giradierate researcyiou

may not normally attend another academic instituti@neptions may be requested for professionaéld@ment. Bculties may request documentation of
a student©s readiness to resume studigsyithapply "withdravn" status after one year of apped leae of absence if the student has not returned to the
University.

Notes:

Personal objeotes, such as tval or time of, and ®nancial matters are not grounds foreelefabsence.

Normally, a student shall be in Satistory Standing when requesting avleaf absencexeeptions may apply and will be determined by #mifty
and, if applicable, the professional program.

Since students on a leaof absence pay no fees, the Student Services areailabée; hovever, an opt-in option is\ailable at the usual rate.
Students who are eligible for scholarship mealewill not have scholarship monies transferred to their account whileaheon lege of absenceuh
will maintain eligibility for reneval upon rgistration in subsequent terms.

Terms and conditionsavy among loan andubsary preiders; student consultation with an adviser in Scholarships and SAidéstrecommended.

Professional programs may impose constraints to application of theyradieate leae of absence poladue to accreditation requirements or placement
limitations.

International students are advised to contact International Student Servicesdé®@hgeindvidual circumstances.

4 Note: When on a leze of absence, if you wish to bevened by the undgraduate supplemental health insurance and/or international health

" insurance, you must contact your respectiampus-wide student association (e.g., Students© Society of Mo@itslniMacdonald Campus
Students®© Society) and International Student Servicesea@amakgements. Note that there will be additional student society fees to be paid in order
to be considered a member eligible for the insurance planamfermation about the student societies© supplemental health and derdggleco
click here. For information about international health insurance, diiete.

4 Note: Once a lege of absence is granted, you must consulBtielentid Of®cen order to assess the impact of thevéean student aid (e.g.,
government loans andubsaries, etc.).

If you need to taé a leae of absence because ofgmang or because you need to care for a dependant, pleas