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AGENDA 

1. Call to Order ............................................................................................................. David Burns 2:00 

2. Approval of Agenda 

3. Approval of Minutes, February 6, 2019 

4. Chair’s Report 

4.1. Election of Chair ................................................................................................ David Burns 2:10 

5. New Business 

5.1. RS5: Intellectual Property Draft Policy and Procedure ................................. Deepak Gupta 2:30 

5.2. AR17: Academic Schedule and Course Timetables ........................................ Zena Mitchell 2:45 

5.3. ST13: Withdrawal ....................................................................................... Joshua Mitchell 3:00 

6. Items for Discussion 

6.1. Proposed Committee Compositions and Senate Nominations Protocol ......... David Burns 3:15 

6.2.  Classification of Policies .................................................................................Chris Traynor 3:30 

6.3. AC4: Student Evaluation and Grading Request for Review .............................. David Burns 3:45 

7. Adjournment 
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Present: Quorum 5 members  Non-voting Ex Officio Members 

Bob Davis  
Murdoch de Mooy 
 

Harleen Deol 
Laurie Detwiler 
Jennifer Reddington 

David Burns 
Josephine Chan 
Jane Fee 
Sal Ferreras 
Jennifer Jordan 

Voting Ex Officio Member 

 

Regrets:  Senate Office Guests:  

Carlos Calao 
Alan Davis 
Ann Marie Davison 
Zena Mitchell 

Meredith Laird 
Rita Zamluk 

Lori McElroy 
Keri van Gerven 

 
1. Call to Order 

The Chair called the meeting to order at 2:10 p.m.  

2. Approval of Agenda 

Murdoch de Mooy moved the agenda be confirmed as circulated.  

The motion carried. 

3. Approval of Minutes, November 7, 2018 

Jennifer Reddington moved the minutes be accepted as circulated.  

The motion carried. 

4. Chair’s Report 

The Chair submitted his report.  

4.1. Notice of Election of Committee Chair 

The Chair, David Burns, announced an election of the Committee Chair will take place at the next 
meeting. 

5. Policies for Review 

5.1. AC3: Program Review 

Lori McElroy, Executive Director, Institutional Analysis and Planning provided background and 
context for the changes in the policy. The Committee discussed having documents available on the 
public facing site for student access.   
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Bob Davis moved that the Senate Standing Committee on Policy Review recommend that Senate 
recommend that the Board of Governors approve the draft AC3, Program Review policy and 
procedure. 

The motion carried. 

5.2. GV2: Protocol for the Development of University Policies 

Keri van Gerven, University Secretary, provided background and context for the discussion of the 
changes to the policy. The Committee discussed the reduction of the time on the policy review blog.  

Bob Davis moved that the Senate Standing Committee on Policy Review recommend that the 
President post the proposed change to the procedure for public consultation.  

The motion carried. 

Jennifer Reddington moved that the Senate Standing Committee on Policy Review recommend 
that Senate endorse the changes to the GV2, Protocol for the Development of University Policies 
procedure. 

The motion is postponed to a future meeting. 

6. Items for Discussion 

No items for discussion. 

7. Adjournment 

The meeting adjourned at 2:53 p.m. 
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Agenda Item: Election of Committee Chair 

  

Context & 
Background: 

The Vice-Chair of Senate has been chairing the Committee since the 
resignation of the previous Chair, Stefanie Broad, November 30, 2018.  

David Burns, Vice-Chair of Senate, provided notice of an election at the 
meeting on February 6, 2019.  

  

Key Messages: 

1. All Senators who are members of the Senate Standing Committee are 
eligible to be elected as committee Chair. 

2. The Chairs of Senate standing committees are normally elected for a 
two-year term beginning in September.  This election if for the term 
April 4, 2019 – August 31, 2021.  

3. The Vice-Chair of Senate will conduct the election. 

  

Submitted by: Rita Zamluk, Administrative Assistant, University Senate 

Date submitted: February 21, 2019 
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Agenda Item: RS5: Intellectual Property Draft Policy and Procedure  

  

Action Requested: 
Motion to Approve 
Discussion 
Information 

  

Senate Standing 
Committee Report: 

For Senate Office Use Only   

  

Context & 
Background: 

Unlike other academic institutions, KPU currently lacks a policy framework 
on intellectual property (IP). As a result, our commitment to research, 
innovation, scholarship, and experiential learning are impeded. It is 
important that we have an IP policy framework that fosters a broad range of 
intellectual activities across KPU, nurtures creativity and collaboration across 
our campuses, and is in harmony with related laws, agreements, and 
policies.   

The draft Policy and Procedure RS5, Intellectual Property, are currently 
available for public comments on the KPU Policy Blog during a 6-week public 
commenting period beginning on March 11, 2019, and will close on April 22, 
2019. The policy developer will review all comments and provide a response 
on the KPU Policy Blog once comments are closed. 

  

Key Messages: 

A few salient features of the current draft policy and procedure is that these: 

1. harmonize with related laws, agreements (including collective 
agreements), and university policies; 

2. clarify distinct IP provisions for diverse stakeholders such as students, 
faculty, support staff, administration, and collaborators; and  

3. take a life cycle approach to IP, from creation to eventual disposition. 

As per Section 27(2)(v) of the University Act, the proposed Policy and 
Procedure RS5 Intellectual Property require approval from the Board. 

  

Resource 
Requirements: 

Training materials, legal templates, and guides will be developed in the 
coming months to ensure a successful implementation of the policy and 
procedure. 

https://blogs.kpu.ca/policies/?p=598
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Consultations: 

Following an open call to the University community, an IP Policy Advisory 
Task force was formed with diverse faculty, student, support staff, and 
administrative representation (see note below in this section). Chaired by 
the Associate Vice President (Research), this Task Force met five times from 
January 30, 2019 to February 22, 219 to develop, discuss, and refine these 
drafts. During that phase, feedback were also sought from stakeholders and 
collaborators that included: 

 Provost and Vice President Academic 

 Kwantlen Faculty Association 

 Vice Provost, Teaching and Learning 

 Directors of Institutes 

 Polytechnic University Executive 

 Advisory group on IP 

 External IP law experts 

 Natural Sciences and Engineering Research Council of Canada 

Note: The Advisory Task Force on IP Policy includes the following members:  
Deepak Gupta (AVP, Research), Todd Mundle (University Librarian), Paul Adams (Biology faculty), 
Carellin Brooks (ACP faculty), Victor Martinez (faculty in Product Design), Lincoln Saugstad (Student Rep 
from Senate Standing Committee on Research), Josephine Chan (Special Assistant to the Provost on 
Policy and Academic Affairs), and Cathy Parlee (Research Services Coordinator, Office of Research and 
Research Services). 

  

Attachments: 

1. Draft Policy RS5 Intellectual Property 

2. Draft Procedure RS5 Intellectual Property 

3. Policy Timeline RS5 Intellectual Property 

  

Submitted by: Dr. Deepak Gupta 

Date submitted: March 12, 2019 
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 Policy History 

 Policy No. 

RS5 

 Approving Jurisdiction: 

Board of Governors 

 Administrative Responsibility: 

Provost and Vice President Academic 

 Effective Date: 

 

 

Intellectual Property 

Policy 
 

 

A. CONTEXT AND PURPOSE 

 
1. Kwantlen Polytechnic University (the University) is committed to teaching, learning, scholarship, 

and research. To fulfil its vision, mission, and mandate, the University encourages the creation, 
distribution, and utilization of the outcomes of intellectual endeavours by University Members. 
While doing so, it ensures that the interests of the University and its Members are safeguarded. 
 

2. The University's strategic plan notes that innovation, scholarship, and research benefit itself, 
students, and society. The University’s Academic Plan priorities student success, research, 
teaching excellence, open education, and graduate studies.  

 
3. Consistent with its commitment to academic freedom, the University preserves the rights of the 

Creators and the Owners during the creation, distribution, and utilization of these outcomes, 
and when collaborating with third parties concerning intellectual property (IP).  

 

B. SCOPE AND LIMITS 

 
1. This policy applies to all University Members. It also affects Contractors to the University who 

supply their services under a Contract for Services. 
 

2. This policy does not apply to IP created by University Members through Independent Efforts, in 
the course of their non-University activities, or wholly while on unpaid leave of absence from 
the University. 
 

3. This IP policy and accompanying procedures shall be interpreted in harmony with related 
legislation, agreements, and policies as they may be amended time to time.      

 

C. STATEMENT OF POLICY PRINCIPLES 

 
Through this policy, the University: 
 

1. Fosters creativity, innovation, and other intellectual endeavours by University Members across 
the University; 
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2. Encourages dissemination of knowledge for the benefit of the University Members and for the 

broader society; 
 

3. Educates and informs University Members in dealing with IP, and identifies resources to guide 
them regarding their rights and responsibilities;  

 
4. Reaffirm IP rights for University Members, and clarifies guidelines and processes for the 

ownership, protection, disclosure, utilization, and disposition of IP; 
 

5. Enables collaboration with, and funding from industry, government, and community partners; 
 

6. Provides for continuity of teaching in the cases of personnel changes, and affirms the 
University’s right to continue to use educational materials; 
 

7. Ensures compliance with applicable Canadian federal and provincial laws, and allows for the 
University to meet its legal commitments and obligations; and 

 
8. Enables the interests of the University and University Members to contribute to economic 

prosperity, social inclusion, and environmental sustainability.   
 

D. DEFINITIONS   
 
Refer to Section A in the related Procedures for definitions which will enhance the reader’s 
interpretation of this Policy. 
 

E. RELATED LEGISLATION, AGREEMENTS, AND POLICIES 
 
Related Legislation 

(1) University Act 
(2) Patent Act 
(3) Copyright Act 
(4) Trade-Marks Act 
(5) Industrial Design Act 
(6) Integrated Circuit Topography Act 
(7) Plant Breeder’ Rights Act 

 
Related Agreements 

(1) Agreement on the Administration of Agency Grants and Awards by Research Institutions 
(2) Collective Agreement between Kwantlen Polytechnic University and Kwantlen Faculty 

Association 
(3) Terms and Conditions of Employment for Administrative Employees 
(4) Collective Agreement between Kwantlen Polytechnic University and the BC Government and 

Service Employees Union.  
 
Related Policies 

(1) AC8 Principles of Academic Freedom and Responsibility 
(2) BP5 Use of University Property 
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(3) HR1 Conflict of Interest  
(4) IM1 Copyright Compliance  
(5) ST2 Student Academic Integrity  
(6) RS2 Integrity in Research and Scholarship  
(7) GV6 Use of Institutional Name, Coat of Arms, Crest, Logo, Seal and Other Graphic Images 
(8) IM2 Freedom of Information and Protection of Privacy 
(9) IM4 Confidentiality  
(10) Employee Code of Conduct 

 

F. RELATED PROCEDURES 

 
Refer to RS5 Intellectual Property Procedures 
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 Policy History 

 Policy No. 

RS5 

 Approving Jurisdiction: 

Board of Governors 

 Administrative Responsibility: 

Provost and Vice President Academic 

 Effective Date:  

 

 

Intellectual Property 

Procedure 
 

 

A. DEFINITIONS  
 

1 Assignment The transfer of all or part of the IP rights from the one party (normally 
the owner) to another party. 

2 Background IP All IP first conceived and reduced (actually or constructively) to 
practice outside of the scope of a project and know-how, such as IP 
owned, directly or indirectly, or licensed by a party prior to the 
commencement of the project. 

3 Commercialization Activities undertaken to Assign or License IP to external parties for the 
purpose of wider dissemination, further research and development, 
and/or commercial deployment leading to reputational benefits and 
revenue for the University or the University Member (or both). 

4 Confidential Information Information that must be safeguarded and protected from 
unauthorized disclosure by a receiving party. It includes trade secrets, 
personal information, business information, proprietary information, 
and health information. 

5 Consideration means, in the context of agreements, the bargain or exchange 
between the parties. Examples include money paid in exchange for 
something, such as permission to use IP in certain ways (as in a 
Licensing Agreement), and exchanges of promises, such the promise 
of release time from usual duties granted by the institution, given in 
exchange for the creation of teaching materials. 

6 Creator(s) Person or persons who create IP and who qualifies as creator(s) 
pursuant to the relevant law: e.g. an “inventor” under the Patent Act, 
or an “author” under the Copyright Act. 

7 Faculty Member A member of the Kwantlen Faculty Association. 

8 Foreground IP All IP first conceived or first reduced to practice (actually or 
constructively) under a project agreement. 

9 Independent Efforts Means, with respect to IP, that the ideas behind the IP came from a 
University Member but the IP was created without using University 
Resources, and that the IP is unrelated to the University Member’s 
responsibilities or employment at the University. 

10 Infringement Breach of another person’s IP rights. 
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11 Intellectual Property (IP) A collective term for the legal rights created by:  
a. The Patent Act, which concerns useful inventions (meaning any 

new or useful art, process, machine, manufacture or composition 
of matter, or any useful improvement thereof). 

b. The Copyright Act, which concerns a large variety of works, 
including literary (i.e. written), musical, dramatic and artistic 
(paintings, sculptures, etc.) works, and performances, broadcasts, 
and sound recordings; as well as moral rights.  

c. The Trade-Mark Act, which concerns distinguishing marks used in 
connection with specific products and services, so that one may 
know the source or origin of the product or service.  

d. Integrated Circuit Topography Act, which concerns the design of 
interconnections for making integrated circuit topography and 
the integrated circuit products that incorporate those designs. 

e. Industrial Design Act, which concerns certain original 
configurations, shapes, patterns or ornamentation which are 
applied to a useful article of manufacture and which appeal to the 
eye.  

f. Plant Breeders Rights Act, which concerns new crop or plant 
varieties.  

For the purposes of this policy, the term IP will exclude the following 
rights sometimes included in the term IP: confidential information, 
personality rights, privacy, and domain names. 

12 License The grant of the right to use an IP right, usually granted by the owner 
(called licensor) to another party (called licensee). A license does not 
transfer title to IP right, as in the case of an Assignment, but it may 
limit the remaining rights of the owner to use the IP. Licensing ought 
to be subject to a variety of terms and conditions specified in the 
Licensing Agreement. 

13 Licensing Agreement An agreement usually between the licensor (usually the owner of IP) 
and the licensee that permits the other party to use the IP in certain 
ways, subject to terms and conditions or benefit from rights. 

14 Material Transfer 
Agreement 

A contract that governs the transfer of one or more materials from 
the owner or authorized licensee to another party for research 
purposes. Materials may include cultures, cell lines, plasmids, 
nucleotides, proteins, bacteria, transgenic animals, pharmaceuticals 
and other chemicals. 

15 Public Disclosure Any written or oral disclosure of any data or information to any 
person not under a contractual or fiduciary obligation of 
confidentiality. 

16 Student A person who is registered in credit courses at the University or has 
commenced studies in non-credit courses at the University and has 
maintained his/her eligibility to register. 

17 University Member A member of the University community, and includes University 
employees, students, and post-doctoral fellows. 

18 University 
Property/Resources 

Has the same meaning as given the term in Procedure HR1. 

19 Usage Rights mean, depending on the context, one of the following: 
a. The exclusive rights granted to the creator or owner of IP, by the 
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applicable IP law. For example, a patent gives the patent holder(s) 
the exclusive right to make, use or sell any product or process 
that incorporates the patented invention.  

b. The rights granted by the applicable IP law to non-owners of IP to 
use IP without the IP’s creator’s or owner’s prior permission. For 
example, fair dealing is a user right granted to non-owners of 
copyrighted works to use copyrighted works in certain 
circumstances. 

c. The rights granted to a non-owner under an agreement to use IP.   

  
 

B. PROCEDURES 
 
1. Background 

a. British Columbia’s University Act gives the University the power to require, as a term of 
employment or assistance, that a person assign to the Board of Governors an interest in specific 
IP or proprietary right resulting from that person’s duties, employment, or use of specified 
University supports. 

 
b. The Collective Agreement between Kwantlen Polytechnic University and Kwantlen Faculty 

Association has provisions for ownership and mutual licensing of specific forms of IP created by 
Faculty Members during their employment with the University. The Terms and Conditions of 
Employment for Administrative Employees addresses ownership of IP associated with the 
University created by administrative (including excluded) employees. There are no provisions 
specific to IP in the Collective Agreement between the University and the BC Government and 
Service Employees Union. 

 
c. The federal Agreement on the Administration of Agency Grants and Awards by Research 

Institutions requires that the University shall comply with its responsibilities in accordance with 
all relevant Tri-Agency policies, including policies specific to IP. 

 
d. Specific to copyright, the Canadian Copyright Act provides for the ownership of copyright to be 

vested in the employer when works are created in the course of employment, except where 
agreement to the contrary exists, such as the Collective Agreement between Kwantlen 
Polytechnic University and Kwantlen Faculty Association. Canada also adheres to two 
international copyright conventions, Berne Convention and the Universal Copyright Convention. 
Persons protected by copyright under the Canadian Copyright Act are entitled to standards of 
copyright protection in over ninety countries.     
 

2. General 

a. The University encourages all University Members to clarify, plan, and formalize provisions 
related to ownership, protection, disclosure, utilization, and disposition of IP at the very outset 
of any undertaking that may result in IP. Having clarity at the outset will help identify the most 
effective strategy to achieve desired outcomes for the University, University Members and 
external collaborators. It will also reduce the potential for conflicts or misunderstandings. 
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b. The University designates the Office of the Associate Vice President, Research as a resource for 
University Members on IP related to research and scholarship. 

c. The University designates the Office of the Vice Provost, Teaching and Learning as a resource for 
University Members on IP related to teaching and learning. 

d. Students can also find resources on IP matters on the Student Rights and Responsibilities portal. 

e. The Office of the University Librarian serves as a resource on copyright compliance, in 
accordance with the Copyright Compliance Policy. 

f. The University designates the Office of the Associate Vice President Academic as a resource for 
University Members on open educational resources. 

3. Ownership 

a. Ownership of IP created by University Members will be determined in accordance with the 
University Act, the relevant statutory and common law, and the applicable collective 
agreements and terms and conditions of employment with the University.  

 
b. For greater certainty, the University makes no claim to IP owned by University Members prior to 

their studies or employment with the University, or created through Independent Effort. 
 

i. Students 
 

1) Students own the IP that they create (including assignments, projects, papers, 
theses, dissertations, and examinations submitted to the University for evaluation) 
during their term at the University for which they have not received any 
Consideration, such as employment income. 

2) Where Students are employed by the University or perform work under a contract 
with the University, and the Student creates IP in the course of that employment or 
engagement, IP ownership will be determined in accordance with the relevant law 
and the terms of their employment agreement or contract. See subsections ii. 
through v. below.  

ii. Faculty Members 
 
1) As of the effective date of these Procedures, the ownership of patents and copyright 

created or developed by Faculty Members shall be resolved in accordance with the 
Collective Agreement between Kwantlen Polytechnic University and Kwantlen 
Faculty Association, specifically Article 18.02 as of the date of these Procedures.  

2) The ownership and use of trademarks, industrial designs, integrated circuit 
topographies and plant breeders’ rights created or developed by Faculty Members 
may be resolved in keeping with the principles established in the Collective 
Agreement at Article 18.02. 

iii. Support Staff 
 

1) As of the effective date of these Procedures, the Collective Agreement between the 
University and the BC Government and Service Employees Union does not have any 



 
 
 

Page 5 of 8    Procedure No. RS5 

provisions specific to IP, which by operation of law means that, generally, IP 
developed by employees in the course of their employment is owned by the 
University. 

 
iv. Administrative Employees  

 
1) For greater certainty, Administrative Employees includes excluded employees. 

 
2) As of the effective date of these Procedures, the Terms and Conditions of 

Employment for Administrative Employees provide (at Section 30, effective 
November 2018) that the University owns IP created by employees who are not 
Faculty Members that is designed, written, created, constructed or invented in any 
of the specified ways unless otherwise agreed in writing by the President of the 
University. 
 

3) For Administrative Employees covered under the 2010 Policies Concerning Working 
Conditions, Salaries, Benefits and Retirement Provisions for Administrative 
Employees (Administrative Work Conditions), the provisions of Section 19 titled 
Copyrights under Part II: Working Conditions shall be used to determine ownership 
of copyrighted materials. 

 
v. Contractors 

 
1) Any Contractor providing goods or services to the University must warrant them to 

be free of any Infringements of IP. 

2) Procurement agreements with Contractors must include all necessary Usage Rights 
to the IP associated with the supplied goods and services.       

vi. Collaborations 

1) Given that IP frequently results from collaborations amongst University Members, 
or amongst University Members and external persons, the University encourages all 
parties to develop a term sheet and sign a written agreement amongst themselves 
at the very outset, clarifying respective rights and responsibilities related to both 
Background IP and Foreground IP in accordance with this IP policy framework and 
applicable laws. 
 

2) For greater certainty, the University makes no claim to ownership of Background IP 
belonging to other individuals or organizations that collaborate with the University. 
 

3) To avoid Infringement, agreements between the University and other parties should 
grant Usage Rights to Background IP as may be necessary to facilitate collaboration. 

 
4) Confidential Information belonging to the University and/or other parties may be 

protected through Non-Disclosure Agreements approved by the Office of General 
Counsel. 

 



 
 
 

Page 6 of 8    Procedure No. RS5 

5) Research materials belonging to the University and/or other parties may be 
protected through Material Transfer Agreements approved by the Office of General 
Counsel.   

 
6) Funding organizations may require specific IP provisions as a condition of providing 

funding. University Members who choose to pursue such funding must ensure that 
any written agreement complies with this IP policy framework in addition to 
requirements identified by those funding organizations.     

 
4. Recognitions  

a. All Creators should receive appropriate recognition for their contributions. The recognition will 
be consistent with the norms appropriate to their discipline and/or sector.  
 

b. Specifically, the Integrity in Research and Scholarship Policy and Procedures addresses 
recognitions in the context of research and scholarly activities. 
 

c. University Members who create IP have the right to summarize their non-confidential work on 
their resumes or curriculum vitae.  

 
d. University Members who invent are required to be recognized as Inventors on any application 

filed to patent their invention. 
 
5. Protection and Disclosure 

a. University Members are encouraged to secure protection of IP they create prior to making any 
Public Disclosure. This applies whether the IP is owned by the University or by the University 
Members. 

b. The University will be responsible for the protection and enforcement of any IP that it owns, 
including all costs of registration, maintenance, and bringing infringement actions. 

c. University Members are responsible for the protection and enforcement of any IP that they 
own, including all costs of registration, maintenance, and bringing infringement actions. 

d. Copyright 

i. Pursuant to the terms of the Copyright Act, copyright protection is automatic for eligible 
works in Canada. Eligible works includes computer software and compilations, including 
databases.  

ii. While a notice is not required to enforce copyright in Canada, the University encourages 
University Members to follow the notice provisions set out in Universal Copyright 
Conventions by marking their copyrighted works with the international copyright 
symbol ©, the date of first publication (or date of creation for an unpublished work) and 
the name of the copyright owner(s), e.g.: "© 2019, Kwantlen Polytechnic University”.  

iii. University Members are encouraged to submit a copy of their copyrighted work in an 
appropriate repository operated or endorsed by the University, such as Kwantlen Open 
Resource Access (KORA) or Kaltura. University Members may note that submitting to an 
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open repository may limit the author’s ability to publish the same work in another 
medium. University Members are encouraged to consult with the Office of the 
University Librarian to determine and label with appropriate open licenses (e.g. Creative 
Commons, Copyleft, or Traditional Knowledge) to enable wider reuse of their work 
while imposing certain conditions on its reuse. 

e. Inventions 

i. Unlike copyrights where protection is automatic, patent protection for inventions in 
Canada and many other jurisdictions is possible only through successful registration 
with the appropriate agency. 

ii. Inventors should be aware that Public Disclosure, such as publication (including posting 
to a publicly available website) or a presentation, of an invention triggers deadlines for 
registration. Allowing the deadline to pass will likely result in their registration and 
therefore the grant of a patent being denied. 

iii. University Members who invent are encouraged to file an Invention Disclosure Form 
with the University to be considered for patent protection.  

6. Utilization and Disposition 

a. University Members must ensure that appropriate Usage Rights have been secured for any IP 
they use for University purposes (e.g. teaching materials, software licenses etc.).  
 

b. The University may license or assign IP it owns to other organizations through a written 
agreement while preserving rights of University Members associated with that IP, and fulfilling 
all related legal commitments and obligations.  
 

c. Regardless of ownership, in accordance with University's Collective Agreement with the 
Kwantlen Faculty Association, both the University and the Faculty Members who create 
copyrighted materials enjoy certain perpetual rights to use these materials, as well as amend 
and update them, as currently provided for in Article 18.02(b)-(c).  

 
d. University Members are free to license or assign any IP they own while preserving the rights of 

the University associated with that IP, and fulfilling all related legal obligations and 
commitments. 
 

e. Specific to trademarks, the usage of University-owned trademarks is governed by the Use of 
Institutional Name, Coat of Arms, Crest, Logo, Seal and Other Graphic Images Policy (GV6). 

 
7. Publication and Dissemination 

a. The University is committed to the open exchange of ideas and to the right of University 
Members to publish, communicate, and disseminate their research and scholarship.  
 

b. University Members are encouraged to publish (with appropriate delay to allow for IP 
protection where needed) while ensuring compliance with all applicable University policies, 
commitments, and obligations. 
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c. University Members are encouraged to create and adapt open education resources, publish in 
open access outlets (including by submitting pre-prints to KORA or another open repository, as 
permitted by scholarly journals or as required by funders) and adopt open science practices (e.g. 
pre-registering hypotheses and data analysis plans or sharing research data or materials in an 
open repository) to maximize access and impact. 
 

8. Commercialization 

a. University Members are free to commercialize IP they own in accordance with the following:   
 

i. All University Members must comply with the University’s Conflict of Interest Policy 
framework. They must minimize any potential for real or perceived conflict of interest, 
including by separating their private interests from University work. Any real or perceived 
conflict of interest must be promptly disclosed to the University.  
 

ii. The University may require suitable measures to mitigate such conflicts in accordance with 
the Conflict of Interest policy framework. 
 

iii. Should the University Member desire to collaborate with the University for 
Commercialization, including seeking continued access to University Resources, they may be 
considered as any other industry or community partner. 
 

iv. The University designates the Office of Business Development and Innovation for developing 
industry and community partnerships. 

 
9. Exceptions 

a. Any exceptions to these Procedures must be approved by the Provost in writing. 
 

C. RELATED POLICY 

RS5 Intellectual Property Policy 
 

D. RELATED FORMS AND TEMPLATES 

Non-Disclosure Agreements (new) 
Invention Disclosure Form (new)  
Model Permission Letter (new) 
Term Sheet template (new) 
Licensing Agreement (new) 
Assignment Agreement (new) 
Model Clauses for Contract for Services (new) 
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Policy Development and Approval Timeline 
RS5 Intellectual Property 

 

Policy Sponsor: Provost and Vice President Academic 
Approving Jurisdiction: Board of Governors (University Act 27 (2)(v)) 
Policy Developer: Associate Vice President, Research 

 

Step(s) Action(s) Date(s) Submission 
Deadline 

1.  Formalize the Advisory Task 
Force for IP Policy. 
Solicit feedback from stakeholder 
group(s) on draft policy and 
procedure. 
Finalize draft policy and 
procedure. 

Consult with stakeholder groups: 
Academic Council, Institute Directors, KFA, key 
members of PUE, IP Policy Task Force, Legal Counsel. 

January 15 – March 1, 
2019 

 

2.  Provost For endorsement to proceed to PUE. March 4 – March 8, 2019  

3.  PUE 
 

For endorsement to proceed to public posting. March 4 – March 8, 2019  

4.  KPU Policy Blog (6-week public 
posting) 
 
For discussion/feedback: 

6-week public posting period on KPU Policy Blog. 
Respond to comment(s), if any. 
 
Senate Standing Committee on Research 
Senate Standing Committee on Policy Review 
Senate Standing Committee on Teaching & Learning 

March 11 - April 21, 2019 
 
 
March 14, 2019 
April 3, 2019 
April 4, 2019 

 
 
 
March 11, 2019 
March 27, 2019 
March 27, 2019 

5.  Finalize draft policy and 
procedure. 

Finalize draft policy and procedure and incorporate 
feedback where appropriate. 

April 22 – April 26, 2019  

6.  Provost (Sponsor) For endorsement to proceed to PUE. April 25 – April 26, 2019  

7.  PUE  
 

For endorsement to proceed. April 29 – April 30, 2019  

8.  Senate Standing Committees (for 
information) 

Senate Standing Committee on Policy Review May 8, 2019 May 1, 2019 

Senate Standing Committee on Teaching & Learning May 9, 2019 May 1, 2019 

Senate Standing Committee on Research May 16, 2019 May 8, 2019 

9.  Senate  For information. May 27, 2019 May 16, 2019 

10.  Board Governance Committee For recommendation to Board for approval. June 12, 2019 May 29, 2019 

11.  Board of Governors For final approval. June 26, 2019 June 14, 2019 
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Agenda Item: 
AR17: Academic Schedule and Course Timetables Draft Policy and 
Procedure 

  

Action Requested: 

Motion to Approve 
Discussion 
Information 
Education 

  

Recommended 
Resolution: 

THAT the Senate Standing Committee on Policy Review recommend that 
Senate endorse and recommend that the Board of Governors approve 
AR17 Academic Schedule and Course Timetables Policy and Procedure.  

  

Senate Standing 
Committee Report: 

For Senate Office Use Only   

  

Context & 
Background: 

The 6-week public posting period on the KPU Policy Blog for draft Policy and 
Procedure AR17 Academic Schedule and Course Timetables was completed 
as of November 30, 2018. During the 6-week public posting period from 
October 19 to November 30, a number of comments were received on the 
blog. The Senate Standing Committee on Policy Review reviewed the drafts 
at its November 7th meeting and provided feedback. The Senate Standing 
Committee on Academic Planning and Priorities also reviewed the drafts at 
its December 7th meeting and provided their collective feedback. Following 
the completion of the public posting period, further stakeholder 
consultations took place to solicit feedback (see table in “AR17 Blog 
Response”). 
 
A document with responses to the comments was posted on the  
comment section for Draft Policy and Procedure AR17 on the KPU Policy 
Blog. For ease of reference, this document is also included in this submission 
(see attachment). 
 
As a result of the blog comments and the various consultations, the 
following revisions have been made: 

 The proposed 7am start time for classes scheduled during the 
standard academic term has been removed. Note: Trades and 
Technology maintains the ability to schedule fixed-term courses at 

https://blogs.kpu.ca/policies/?p=558#comments
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7am, which is why the instructional hours noted in the definitions still 
includes 7am. 

 The range of standard meeting patterns has been expanded. 

 Allowance has been made for final exams / assessments to be 
scheduled beyond what is the current final exam standard meeting 
patterns for the term. 

 Language around the rescheduling of final exams has been clarified. 

 Language around accommodations and/or modifications to 
instructional spaces has been clarified. 

 Definitions have been included for “reading break” and “sections”. 
  

Key Messages: 1. A document with responses to the comments has been posted on the 
comment section for Draft Policy and Procedure AR17 on the KPU Policy 
Blog. 

2. The revised draft Policy and Procedure AR17 Academic Schedule and 
Course Timetables (attached) have received approval from the Provost 
(policy sponsor) to proceed to the policy approval process. 

3. As per Section 35.2(6)(h) of the University Act, draft Policy and 
Procedure AR17 Academic Schedule and Course Timetables require 
approval from the Board, with Senate’s advice. 

  

Implications / Risks: Lack of a university-wide strategy and policy framework to optimize Faculty, 
room and course offerings.  

Consultations: See “AR17 Blog Response” document. 

  

Attachments: 1. Draft Policy AR17 Academic Schedule and Course Timetables  
2. Draft Procedure AR17 Academic Schedule and Course Timetables 
3. Policy Timeline AR17 Academic Schedule and Course Timetables 
4. AR 17 Blog Response 

  

Submitted by: Zena Mitchell, University Registrar 

Date submitted: March 20, 2019 

 

https://blogs.kpu.ca/policies/?p=558#comments
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 Policy History 

 Policy No. 

AR17 

 Approving Jurisdiction: 

Board of Governors, with Senate advice 

 Administrative Responsibility: 

Provost and Vice President Academic 

 Effective Date: 

 

 

Academic Schedule and Course Timetables 

Policy 
 

 

A. CONTEXT AND PURPOSE 
 
The purpose of this policy is to assist in the establishment of an Academic Schedule that meets the 
educational programming priorities of Kwantlen Polytechnic University (KPU). The Academic Schedule 
serves as the framework for course timetabling and scheduling of Senate-approved instructional 
activities. Both the Academic Schedule and the Course Timetable will maximize the utilization of campus 
space and provide students with the ability to complete their studies in a timely fashion.   
 
The University Act Section 35.2(6)(h) states that ‘The senate of a special purpose teaching university 
must advise the board, and the board must seek advice from the senate, on the development of 
educational policy for the setting of the academic schedule.’ 

 
 

B. SCOPE AND LIMITS 
 

1. KPU has three distinct instructional cycles:  
a. standard terms,  
b. fixed‐terms, and  
c. continuous intake studies.  

 
2. This policy sets standards for the creation of the Academic Schedule and the associated Course 

Timetables for all three instructional cycles, instructional activities and space.  
 

3. University instructional activities include KPU’s Senate-approved course offerings at all academic 
levels. 

 
4. Scheduling of space for Continuing / Professional Studies, Apprenticeship offerings, non-

instructional activities and campus events is outside the scope of this policy.  
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C. STATEMENT OF POLICY PRINCIPLES 
 

1. Classes will be scheduled to optimize student access to courses so they are able to complete 
their studies in a timely fashion. 
 

2. Classes will be scheduled to maximize student choice while minimizing individual schedule 
conflicts.  

 
3. Classes will be scheduled to make the best possible use of teaching facilities and resources, 

which reflect student demand. Spaces utilized for instructional activities will therefore be 
assigned on the basis of room capacity, resource requirements and room characteristics.  
 

4. The University will establish multiple standard meeting patterns in recognition of appropriate 
pedagogy.  
 

5. When establishing Course Timetables, the University will endeavor to provide all instructional 
faculty the ability to engage in teaching, scholarly activity and service.  

 
6. Decisions about Course Timetables are based on ongoing assessment and evaluation of space 

utilization.  
 

D. DEFINITIONS   
 
Refer to Section A in the related Procedures document for definitions which will enhance the reader’s 
interpretation of this Policy. 
 

E. RELATED POLICIES & LEGISLATION 
 
University Act Section 35.2(6)(h) 
Policy BP7 University Space 
 

F. RELATED PROCEDURES 
 
Refer to Procedure AR17 Academic Schedule and Course Timetables.  
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 Policy History 

 Policy No. 

AR17 

 Approving Jurisdiction: 

Board of Governors, with Senate advice 

 Administrative Responsibility: 

Provost and Vice President Academic 

 Effective Date: 

 

 

Academic Schedule and Course Timetables 

Procedure 
 

 

A. DEFINITIONS 
 

1. Academic Schedule: The major dates and deadlines of each of the standard terms 
within the academic year. 
 

2. Course Timetables: The lists of Senate-approved courses and the times they are 
offered in a particular instructional cycle. 
 

3. Department: An educational administrative sub-unit of a Faculty and/or 
School within the university dealing with a particular field of 
knowledge. 
 

4. Instructional Activities: Classes, lectures, laboratories, tutorials, seminars, studios,  
examinations, clinicals, simulation labs, theory, mentorship, 
supervised practice, and praxis. 
 

5. Instructional Days: Monday to Saturday inclusive. 
 

6. Instructional Cycles: The period during which instructional activities occur. There are 
three instructional cycles at KPU: 
 
a. Standard Term: 

At KPU, standard terms are defined as Fall (September- 
December), Spring (January - April) and Summer (May - 
August). Standard terms also include intersessions. Each 
intersession is half the length of the full standard term.  
 

b. Fixed Term:  
Fixed term instructional activities have a fixed start date 
and end date that are typically different from standard 
term-based dates. 
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c. Continuous Intake:    
Studies that utilize rolling admission/registration whereby 
each student starts and ends courses on an individual 
basis. Continuous intake offerings have a limited number of 
seats that are filled as space becomes available. 

 
7. Instructional Hours: Monday through Friday 7:00am to 10:00pm and Saturday 

8:30am to 7:00pm. 
a. Daytime Hours: 7:00am to 4:00pm. 
b. Evening Hours: 4:00pm to 10:00pm. 
c. Peak Hours: 10:00am to 2:30pm. 

 
8. 
 
9. 
 
 
 
 
 
 
 
 
 
10. 

Instructional Space: 
 
Reading Break: 
 
 
 
 
 
 
 
 
 
Room Regions: 

Space used for Senate-approved instructional activities. 
 
KPU schedules a Reading Break during each spring term, 
immediately following the BC Family Day statutory holiday. The 
Reading Break will not result in the lengthening of the term. No 
lectures, tutorials, labs or other regularly scheduled course-
related academic activities may be held during the Reading 
Break. In addition, no academic evaluations may be scheduled 
or have a deadline during the Reading Break. This includes 
essays, quizzes, tests, examinations, lab reports, or evaluations 
of any other kind. 
 
Rooms that may be assigned to a particular Faculty for the 
purpose of establishing Course Timetables. 
 

11. 
 
 
12. 

Sections: 
 
 
Standard Meeting Pattern: 
  

The dates, times and location within a particular instructional 
cycle specific to when a course is offered.  
 
The weekly pattern for the scheduling of a course. This will 
include the time blocks along with the frequency of meeting 
times in a given week. 
 

13. Student:   An individual who is registered in credit courses or has 
commenced studies in non-credit courses and has maintained 
his/her eligibility to register. 
 

14. Service Course: A course required for programs that doesn’t reside in the 
program’s Department and/or Faculty. 
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B. PROCEDURES 
 
1. Academic Schedule 

a. The Academic Schedule is produced by the Office of the Registrar.  

b. Standard terms are established as 13 instructional weeks in duration, plus the formal 
final examination period. The number of instructional days of the week (Monday to 
Saturday, inclusive) will be maximized at 13 per term where possible. 

c. A non-instructional day each January will precede the start of the Spring term for 
Student Orientation activities.  

d. The impact of statutory holidays will be considered when establishing the length of the 
term.  

e. When a statutory holiday falls on a weekend, the following work day is observed as the 
statutory holiday. As such, observing Labour Day, Thanksgiving and Remembrance Day 
on a Monday will result in a fall term with 11 instructional Mondays. Observing Victoria 
Day, Canada Day and BC Day on a Monday will result in a summer term with 11 
instructional Mondays.    

f. Voluntary withdrawal dates will be consistently established at 66% of the way into the 
instructional cycle. 

g. A reading break does not reduce the number of weeks within a term. The Spring reading 
break will align with BC Family Day to minimize the loss of instructional Mondays. 

h. The Academic Schedule will be published for the upcoming and subsequent academic 
year.  

i. The Academic Schedule will be presented each September to the Senate Standing 
Committee on Academic Planning and Priorities and subsequently reported to Senate 
and the Board of Governors.  

 

2. Allocation and Assignment of Space  

a. Allocation of University Space  

i. The Office of University Space Administration, operating under the authority of 
the Vice President Finance and Administration, is responsible for strategic space 
planning related to the allocation and reallocation of university space in 
consultation with the Provost and Vice President Academic. 

b. Assignment of Instructional Space  

i. The assignment of instructional space is centrally managed by the Scheduling 
unit within the Office of the Registrar, based upon the allocation of space as 
determined by the Office of University Space Administration.  

ii. A course that is not using its assigned room to its capacity may be reassigned to 
a smaller room by the Scheduling unit.   

iii. A Faculty’s allocated room region(s) are given first priority to the Faculty to 
schedule their instructional activities.  
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iv. Unassigned instructional space for the term reverts to the Scheduling unit in 
order to maximize its use for instructional activities. 

v. Any unassigned instructional space that remains available after publishing of the 
timetable for the term reverts to Facilities Services to allow for room bookings 
of non-instructional activities.  

 
3. Course Timetable 

a. Courses that have not received Senate approval will not be scheduled as part of Course 
Timetables.  

b. Course Timetables will be established and published by the Office of the Registrar based 
on the University’s standard meeting patterns.  

c. Courses and Final examinations will be held at times and locations noted in the Course 
Timetable.  

d. The Course Timetable will be published prior to the start of registration for each 
instructional cycle.  

e. The Office of the Registrar will produce an annual Timetable Production Schedule to aid 
academic units in the timely establishment of the Course Timetable.  

f. Every effort will be made to equally distribute classes across all days of the week. 

g. No more than 60% of a Faculty’s instructional activities should be scheduled during peak 
times.  

h. The Office of the Registrar may require that departments change the times of classes as 
room scheduling complexities warrant.  

i. Changes to the Course Timetable after the publication must be kept to a minimum to 
provide certainty to students. After the schedule is published, all schedule changes, 
including section cancellations, must be approved by the appropriate Dean or designate.  

 
4. Section Reserves and Restrictions 

a. Section Reserves 
Section reserves are temporary registration limitations placed on designated sections. 
Reserved capacities are approved by both the department and Office of the Registrar. 
Reserves are used to manage enrolment to ensure specific registration access for a 
defined period of time during the registration cycle for the term.  

i. Reserves are used to assist with enrolment management and can be removed 
throughout the registration period. 

ii. Reserves must be established prior to the publication of the Course Timetable.  

iii. Reserve information must be provided to the Scheduling unit no later than 
three weeks in advance of the formal registration period. 

iv. Reserve removal dates are chosen from a list of predetermined dates 
established by the Scheduling unit and must be selected no later than three 
weeks in advance to the formal registration period. A request for a removal date 
not on the list would need to be approved by the Scheduling unit. 
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v. If there are multiple reserves on a section, only one removal date is allowed for 

the group of reserves. 

vi. Reserves cannot be overridden for students who do not meet the reserve 

criteria. 

vii. A waitlist can be set up for students who do not meet the reserve criteria; those 

students on the waitlist will get first priority for open seats once the reserves 

are removed. 

b. Section Restrictions  
Section restrictions are limitations placed on designated sections for the duration of the 
registration cycle for the term. Examples include restrictions for students in particular 
programs, students who have declared, students in a particular field of study (e.g. 
majors or minors).     

i. Restrictions are pedagogical and cannot be removed for enrolment purposes. 

ii. Restriction information must be provided to the Scheduling unit no later than 

three weeks in advance to the formal registration period. 

iii. Restrictions can be overridden on a student by student basis. 

 

5. Standard Meeting Patterns 

a. Standard meeting patterns are established through this policy. KPU’s standard meeting 
patterns are as follows: 

i. Full-term Patterns: 

 One-and-a-half hour time blocks, offered as: 
a) 1.5 hours, twice per week  as follows: Mon/Wed, or Tues/Thurs, 

or Wed/Fri 
b) 1.5 hour duration classes will start at 8:30, 10:00, 11:30, 13:00, 

14:30, 16:00, 17:30, 19:00 or 20:30 
 

 Two hour time blocks, offered as: 
a) 2 hours, twice per week as follows: Mon/Wed, or Tues/Thurs, or 

Wed/Fri 
b) 2 hour duration classes will start at 8:00, 10:00, 12:00, 14:00, 

16:00,18:00 or 20:00 
 

 Three hour time blocks: 
a) 3 hour duration classes will start at 10:00, 13:00, 16:00 or 19:00 
b) Three hour classes on Mondays will be minimized, due to the 

frequent occurrence of statutory holidays. 
 

 Four hour time blocks: 
a) 4 hour duration classes will start at 8:00, 10:00, 12:00, 14:00, 

16:00 or 18:00 
b) Four hour classes on Mondays will be minimized, due to the 

frequent occurrence of statutory holidays. 
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 Six hour time blocks: 
a) 6 hour duration classes will start at 10:00, 13:00 or 16:00 
b) Six hour classes on Mondays will be minimized, due to the 

frequent occurrence of statutory holidays. 
 

ii. Intersession Patterns:  
 One-and-a-half hour time blocks, offered as: 

a) 1.5 hours, four times per week  as follows: Tues/Wed/Thurs/Fri 
b) 1.5 hour duration classes will start at 8:30, 10:00, 11:30, 13:00, 

14:30, 16:00, 17:30, 19:00 or 20:30 
 

 Two hour time blocks, offered as: 
a) 2 hours, four times per week as follows: : Tues/Wed/Thurs/Fri 
b) 2 hour duration classes will start at 8:00, 10:00, 12:00, 14:00, 

16:00, 18:00, 20:00 
 
 

 Three hour time blocks, offered as: 
a) 3 hours, twice per week as follows: Mon/Wed, or Tues/Thurs, or 

Wed/Fri 
b) 3 hour duration classes will start at 10:00, 13:00, 16:00 or 19:00 
c) Three hour classes on Mondays will be minimized, due to the 

frequent occurrence of statutory holidays. 
 

iii. Fixed-term Patterns: 
 Trades instructional activities scheduled on a fixed term instructional 

cycle are established on a program-by-program basis, based on the 
length and delivery requirements of the program.  
 

iv. Meeting patterns for purpose-built spaces: 
 Instructional activities scheduled in purpose-built spaces (such as labs, 

studios, trades workshops, etc.) may establish meeting times outside of 
the patterns listed above, in accordance with pedagogical needs. Such 
purpose-built spaces must be identified within KPU’s scheduling 
software rooming inventory.   
 

b. Exceptions to the use of standard meeting patterns will only be made upon approval of 
the Provost and Vice President Academic or designate. The Scheduling unit will provide 
guidance as to where exceptions could best be accommodated in the Course Timetable. 

 
6. Final Exams / Assessments  

a. A formal final examination / assessment period will be scheduled at the end of each 
instructional cycle and is the only time at which final examinations / assessments may 
be scheduled. 

b. The scheduling of final examinations / assessments is centrally managed by the 
Scheduling unit within the Office of the Registrar. Faculties and/or instructors may not 
schedule their own final examinations / assessments or change the days / time / rooms 
of their examinations / assessments as posted.   
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c. Meeting patterns for final examination / assessments are established by the Office of 
the Registrar to best facilitate conflict-free exam schedules for students.   

d. Faculty requests for final examinations / assessments will accompany the submission of 
the Course Timetable for that instructional cycle.  

e. Final examination / assessment dates will be published in the online Course Timetable. 

f. The final examination / assessment period for academic term-based courses will be 
scheduled to start after a one instructional day break between the last scheduled day of 
classes and the start of the final examination / assessment period and will run for eight 
instructional days. The final examination / assessment period for non-term-based 
programs or courses will be scheduled according to program requirements.  

g. Final examinations / assessments for classes offered in the daytime will normally be 
scheduled during the day from Monday to Saturday and evenings from Monday to 
Friday. 

h. Final examinations / assessments for evening classes will, where possible, be scheduled 
on the same night that the class is held. 

 
7. Rescheduling of Final Exams / Assessments  

If there is a campus-wide cancellation of final examinations / assessments, the cancellation will 
be communicated to affected students and faculty via KPU-issued email. Notices will be placed 
on the KPU website homepage and through official KPU social media channels.  

a. The Provost and Vice President Academic will confirm any rescheduling with the 
University Registrar and notify the Deans’ offices. The Office of the Registrar will notify 
affected students and faculty. 

b. The University Registrar will delay the end-of-term and academic standing process if 
necessary. 

c. Final examinations / assessments will be rescheduled as follows:  

i. If an entire day of final examinations / assessments is to be rescheduled, that 
day will be moved to the end of the examination / assessment period. If 
necessary, the examination / assessment period will be extended by one day. 

ii. If a 3 hour block of final examinations / assessments is to be rescheduled, the 
portion of the day to be rescheduled will be added to the last day of the 
examination / assessment period, or if space does not permit, the examination / 
assessment period will be extended by one day. 

iii. If two or more days of final examinations / assessments are to be rescheduled, 
they will be moved to the end of the examination / assessment period in the 
same sequence as originally scheduled. 

iv. In the event the University reschedules a final exam/assessment, students with 
pre-scheduled travel plans should contact their course instructor for approval to 
make alternate examination / assessment arrangements. Proof of travel will be 
required. All other students are expected to attend their rescheduled 
examination(s) / assessment(s) on the rescheduled date. Students, who 
received approval to not attend the rescheduled examination / assessment will 
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be assigned an Incomplete (I) grade for the course until the final grade can be 
submitted.  

 
8. Responsibility of Academic Units 

a. Academic units have the responsibility to:  

i. Provide a term of course offerings to the Office of the Registrar in accordance 
with the published Timetable Production Schedule.  

ii. Initiate service course requests with relevant department two weeks prior to 
the deadline for submission of the term’s course offerings to the Office of the 
Registrar.  

 
9. Accommodations and/or Modifications to Instructional Spaces  

a. Instructional employees with a verified need for an accommodation who require 
modification or reallocation of space may liaise with the Dean’s office to ork with 
Human Resources to identify an appropriate room to modify within a Faculty’s assigned 
region of rooms. Human Resources will: 

i. Engage Facilities and Information Technology regarding requirements for 
accommodation modifications. Facilities and IT will implement the required 
modifications to the room.  

ii. Inform the Scheduling unit to ensure the scheduling software maintains an 
inventory of temporary and/or permanent instructional space modifications. 
The Dean’s office may request that Scheduling create a rule within the software 
that pairs the instructional employee with the modified room on an ongoing 
basis.  

b. In cases where courses are moved to accommodate classroom maintenance or 
upgrades, every effort will be made to find a suitable replacement space.  
Class scheduling will not accommodate requests submitted in order to allow external 
teaching opportunities for said faculty members. This will apply to all NR1, NR2 or full 
time and part time regularized faculty.    
 

 

C. RELATED POLICY 
 
Refer to Policy AR17 Academic Schedule and Course Timetables Policy.  
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Policy Development and Approval Timeline 
AR17 Academic Schedule and Course Timetables 

Policy Sponsor: Provost & Vice President Academic 
Approving Jurisdiction: Board of Governors, with Senate advice 
Policy Developers: Zena Mitchell, University Registrar 

Step(s) Action(s) Date(s) Submission Deadline Completed 

1.  Provost  
(Policy Sponsor) 

Seek endorsement from the Provost to proceed to 6-
week public posting. 

September 2018 


 PUE October 17, 2018 October 11, 2018 


2.  6-week public 
posting period 

Post finalized draft policy and procedures on the KPU 
Policy Blog for a 6-week public commenting period. 

October 19 – November 30, 2018 


 To SSC on Policy Review for
discussion/feedback.

 To SSC on Academic Planning & Priorities for
discussion/feedback

November 7, 2018 

December 7, 2018 

October 31, 2018 

November 9, 2018 



3.  Provost  
(Policy Sponsor) 

Seek endorsement from the Provost to proceed to 
approval process. 

February 21, 2019 


4.  Review feedback, 
respond to blog 
comments, and 
finalize drafts 

Review and respond to all posted public comments 
(if any), finalize draft policy and procedures. 



5.  PUE Seek endorsement from the PUE to proceed to 
approval process. 

March 14, 2019 March 7, 2019 


6.  Senate Standing 
Committee on Policy 
Review 

To SSC on Policy for recommendation to Senate. April 3, 2019 March 27, 2019  

7.  Senate For recommendation to the Board. April 29, 2019 April 17, 2019 

8.  Board Governance 
Committee 

For recommendation to the Board. June 12, 2019 May 29, 2019 

9.  Board of Governors For final approval. June 26, 2019 June 14, 2019 



 

Blog Response and Next Steps  

Draft AR17 Academic Schedule and Course Timetables 

KPU Policy Blog Response re: AR17 Page 1 of 2 March 2019 

 

Consultations/Communication   
The following activities related to Draft AR 17 have taken place since the initial drafts were finalized in Oct. 2018*:  
 

DATE STAKEHOLDERS  

October 17, 2018 KFA was notified of draft AR17 in advance of blog posting 

October 17 KSA was notified of draft AR17 in advance of blog posting  

October 17 Polytechnic University Executive (PUE) consultation  

October 19 – November 30 Drafts were posted for consultation to the Policy blog site  

October 26 Arts Faculty Council consultation  

November 7 Senate Standing Committee on Policy Review consultation.  
Summary of discussion was posted to the blog site. 

November 8 Student Services Council consultation  

November 20 All students were sent an email with a link to the blog site, inviting them 
to provide comment/feedback. 

November 29 Design Faculty Council consultation.  

December 7 Senate Standing Committee on Academic Planning and Priorities 
consultation 

December 10 Business Faculty Council consultation 

December 13 Timetable Advisory Committee consultation  

January 18, 2019 ACA Faculty Council consultation 

January 22 Science and Horticulture Faculty Council consultation 

February 21 Provost consultation 
* Prior to finalizing the drafts that were posted to the blog site there were a number of additional meetings that occurred 
with the Deans, Associate Deans, Timetable Advisory Committee and the Policy Working Group that contributed toward the 
development of the initial drafts.  

 

Revisions 
All comments provided on the blog were reviewed and categorized into various themes. These themes were 
discussed during the consultations that occurred, and from there, the following revisions were made:  

 The proposed 7am start time for classes scheduled during the standard academic term has been 
removed. Note: Trades and Technology maintains the ability to schedule fixed-term courses at 7am, 
which is why the instructional hours noted in the definitions still includes 7am. 

 The range of standard meeting patterns has been expanded. 

 Allowance has been made for final exams / assessments to be scheduled beyond what is the current 
final exam standard meeting patterns for the term. 

 Language around the rescheduling of final exams has been clarified. 

 Language around accommodations and/or modifications to instructional spaces has been clarified. 

 Definitions for have been included for “reading break” and “sections”. 
 

Additional Notes 
 One of the themes related to the use/allocation of space, which this policy is not meant to address. As a 

point of clarification, the University Space Policy is the policy that outlines applicable procedures.  

 Some comments touched on aspects of the policy / procedures related to requirements previously 
approved by Senate and have therefore not been provided explicit responses. Examples include term 
duration and timelines for voluntary withdrawal dates. 
 
 



 

Blog Response and Next Steps  

Draft AR17 Academic Schedule and Course Timetables 

KPU Policy Blog Response re: AR17 Page 2 of 2 March 2019 

 
 

 In response to questions about specific dates and deadlines, the dates relevant to students are 
published online each term at https://www.kpu.ca/registration/dates and operational dates for 
individuals and/or units involved in the scheduling/timetabling process are published on the Office of 
the Registrar SharePoint site: https://our.kpu.ca/sites/sa/registrar/SitePages/Home.aspx . In addition, 
the Senate approved Academic Schedule each term is posted online at:  
http://www.kpu.ca/registrar/academic-schedule  

 

https://www.kpu.ca/registration/dates
https://our.kpu.ca/sites/sa/registrar/SitePages/Home.aspx
http://www.kpu.ca/registrar/academic-schedule
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Agenda Item: ST13: Withdrawal Draft Policy and Procedure 

  

Action Requested: 
Motion to Approve 
Discussion 
Information 

  

Senate Standing 
Committee Report: 

For Senate Office Use Only   

  

Context & 
Background: 

It has been a number of years since current Policy ST13, Compassionate 
Withdrawal Policy, was last reviewed and updated. A policy and procedure 
relating to withdrawal processes is required in order to better serve KPU 
students and to address the following observed needs: 

 A decoupling of policy and procedure. 

 A clearer statement of policy intent: clarification of the policy’s 
context, scope and purpose. 

 Clearer procedures and parameters around voluntary withdrawal 
and withdrawal under extenuating circumstances. 

As a result, current Policy ST13 Compassionate Withdrawal has been revised 
along with a proposed name change to ST13 Withdrawal.  
Summary of changes 

 Context, Purpose and Scope have been broadened and clarified to 
ensure: a) KPU has a clear policy and procedure on withdrawal from 
studies voluntarily or due to extenuating circumstances; and, b) 
policy and procedure are clear in that withdrawal is not intended to 
address poor academic performance. 

 Included supportive language around services and options available 
for students before they decide whether they would like to formally 
withdraw from their studies. 

 Established clear procedures and parameters around voluntary 
withdrawal and withdrawal under extenuating circumstances 
(initiated either by the student or the university). 

 Clarified that tuition fee adjustments will not be issued for courses 
from which a student has withdrawn voluntarily or due to 
extenuating circumstances. 

 Clarified that policy, procedure and deadlines relating to KPU tuition 
and fees are stipulated in FM8 Student Tuition and Fees. 
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 Clarified the University Registrar’s role in the oversight for the 
approval and issuance of withdrawal grades (W or WE). 

 Clarified language regarding partial withdrawal due to extenuating 
circumstances. 

 Confirmed the University’s commitment to consult with parties that 
have information material to the student’s request for withdrawal 
due to extenuating circumstances. 

 Established an appeal mechanism for student-initiated withdrawal 
under extenuating circumstances (Senate Standing Committee on 
Appeals). 

  

Key Messages: 1. The proposed revised Policy ST13 Withdrawal, along with the newly 
developed Procedure, are currently available for a 6-week University 
comment as part of the policy development process at KPU until April 
26, 2019. 

2. As per Section 35.2(5)(g) of the University Act, proposed Policy and 
Procedure ST13 Withdrawal requires approval from Senate.  

  

Implications / Risks: Continued lack of clarity regarding the intent of a withdrawal policy at KPU 
will result in persistent high volumes of student requests (and associated 
work for students and KPU employees alike), unrealized student 
expectations, a lack of consistency and quality control in the application of 
withdrawal policy and procedure over time, and poor customer service.  

  

Consultations: The following stakeholders were consulted in the development of draft 
Policy and Procedures for ST13 Withdrawal: 

 Polytechnic University Executive 

 Provost & Vice President Academic 

 Vice Provost, Students 

 University Registrar 

 Deans Council 

 Student Services Council 

 Academic Advising Council 

 Kwantlen Student Association 
  

Attachments: 1. Draft Policy ST13 Withdrawal 
2. Draft Procedure ST13 Withdrawal 
3. Policy Timeline ST13 Withdrawal 

  

Submitted by: Joshua Mitchell 
Senior Director, Student Affairs 

Date submitted: March 15, 2019 

 



 
 

 

Page 1 of 2  Policy No. ST13 

 

 Policy History 

 Policy No. 

ST13 

 Approving Jurisdiction: 

Senate 

 Administrative Responsibility: 

Provost and Vice President Academic 

 Effective Date: 

 

 

Withdrawal 

Policy 
 

 

A. CONTEXT AND PURPOSE 
 

KPU believes that students should be provided with an opportunity to voluntarily withdraw from 
courses during an initial period of engagement with the study period. At the same time, KPU 
recognizes that students may encounter extenuating circumstances beyond their control following a 
voluntary withdrawal period that necessitate a withdrawal from studies. 
 

B. SCOPE AND LIMITS 

1. This policy applies to all students.  

2. This policy does not apply to withdrawals associated with student academic standing and KPU 
Policy ST6, Minimum Academic Standards for Programs in Which Letter Grades Are Assigned.  

3. The practices associated with withdrawal from courses and programs not under the jurisdiction 
of the University’s Senate and apprenticeship offerings may differ.   

 

C. STATEMENT OF POLICY PRINCIPLES 

1. KPU believes that students should not face an academic penalty when dealing with legitimate, 
unexpected and extenuating life circumstances during a portion of the study period where 
standard course withdrawal deadlines have passed. KPU is prepared to help students where 
these circumstances pose a serious threat to their academic obligations. At the same time, KPU 
must balance this commitment so as to ensure that students facing similar circumstances, but 
who continue their studies, are not disadvantaged.  

2. Withdrawal from studies for extenuating circumstances is not intended to address poor 
academic performance.  

3. Students are responsible for knowing the rules, regulations, policies, procedures and deadlines 
pertaining to their enrolment at KPU by using the resources available to them.  

4. The University may require a student to withdraw if there is sufficient information 
demonstrating that the student is, or is likely to be, engaged in behavior that represents a 
danger of harm or that substantially disrupts the learning environment and campus community. 
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D. DEFINITIONS   
 
Refer to Section A of ST13, Withdrawal Procedure for a list of definitions in support of this Policy. 
 

E. RELATED POLICIES & LEGISLATION 
 
FM8 Student Tuition and Fees 
ST1 Attendance and Performance in Individualized Continuous Intake Programs 
ST6 Minimum Academic Standards for Programs in Which Letter Grades Are Assigned 
ST7 Student Conduct (Non-Academic) 
ST11 Attendance and Performance in Semester and Other Term Based Courses 
University Act [RSBC 1996], Chapter 468, Section 35.2 (5) (g) 
 

F. RELATED PROCEDURES 
 
ST13 Withdrawal  
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 Policy History 

 Policy No. 

ST13 

 Approving Jurisdiction: 

Senate 

 Administrative Responsibility: 

Provost and Vice President Academic 

 Effective Date: 

 

 

Withdrawal 

Procedure 
 

 

A. DEFINITIONS 
 

 
1. Add/drop period: once a term/instructional cycle has started there is a defined period of time 

whereby a student may adjust their course enrolment. If a course is dropped during this period 
there is no record of the enrolment activity on their transcript.  
 

2. Voluntary Withdrawal (W): the process for a student to formally withdraw themselves from 
classes (or a program for limited intake programs) after the end of the add/drop period of the 
registration cycle, up until the established withdrawal deadline for the term/instructional cycle.  
A W grade is GPA neutral. 

 
3. Withdrawal Under Extenuating Circumstances (WE): a non-punitive measure that is 

necessitated by circumstances that are unexpected, extenuating, or beyond the student’s 
control. A WE can be initiated by the student or the University. A WE grade is GPA neutral. 

 

B. PROCEDURES 
 

1. There are a variety of reasons why a student may wish to withdraw from their studies. Before 
doing so, students should seek support to help determine the impact of a withdrawal:  

a. Students are first encouraged to speak with their instructor about strategies for 
successfully completing their studies. For additional academic resources, students may 
wish to seek assistance from the Learning Centres. Students experiencing barriers due 
to disabilities are encouraged to contact Accessibility Services. 

b. Students should discuss their situation with an academic advisor to see how 
withdrawing may impact their academic goals. 

c. Students seeking support with coping strategies may also wish to speak to a counsellor.  

d. Student loan recipients are advised to consult with Student Awards and Financial 
Assistance to determine whether there may be an impact on their student loan status, 
and whether assistance may be available to help avoid potential financial hardship 
and/or penalties. 
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e. The above considerations will also be made in cases of withdrawal under extenuating 
circumstances.  

f. Withdrawal grades are a reflection of the enrolment activity that has occurred, 
therefore requests to have a withdrawal grade removed from a student’s academic 
record will not be considered. Only in the case of an alleged error made by the 
university would removal of a withdrawal grade be considered.   

g. To ensure student academic records are maintained with a standard of fairness and 
consistency, oversight for the approval and issuance of a W or WE grade resides with 
the University Registrar. 

 
2. Voluntary Withdrawal (W) 
 

a. Following the Add/Drop period students may no longer drop courses and have them 
omitted from their academic record. Students may voluntarily withdraw following the 
end of the add/drop period and prior to the voluntary withdrawal deadline for a 
term/instructional cycle and receive a grade of ‘W’ on their record that is GPA neutral. 

i. Procedures related to voluntary withdrawal are established and administered by 
the University Registrar and/or their designate(s).  

ii. Students may voluntarily withdraw from classes following the end of the 
add/drop period of the registration cycle up until the voluntary withdrawal 
deadline for a term. 

iii. Voluntary withdrawals are permitted until 66% of a course’s instructional cycle. 
Voluntary withdrawal deadlines will be posted in KPU’s online Registration 
Guide.  

iv. Students may not voluntarily withdraw from a course after the voluntary 
withdrawal deadline has passed.  

v. Tuition fee adjustments will not be issued for courses from which a student has 
voluntarily withdrawn. Policy, procedure and deadlines related to KPU tuition 
and fees are outlined in FM8, Student Tuition and Fees.   

vi. A voluntary withdrawal appears as a ‘W’ grade on a student’s official transcript 
and is GPA-neutral. 

vii. If a student remains registered in a course beyond the voluntary withdrawal 
deadline, a final grade for the course will be assigned based on the work 
completed within the term/instructional cycle. 

 
3. Withdrawal Under Extenuating Circumstances (WE) 

 
Student-initiated  
 

a. Withdrawals necessitated by circumstances that are unexpected, extenuating, or 
beyond the student’s control may be considered for a WE.  

i. Requests for WE are considered by the University Registrar and/or their 
designate(s).  

ii. WE information and related forms are maintained by the Office of the Registrar 
and are available online or in-person at one of their office locations.  
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iii. WE requests may be submitted following the voluntary withdrawal deadline, up 
to 30 days after the term/instructional cycle end date. Students wishing to 
submit a request following this deadline must present justification in writing in 
addition to any supporting documentation.  

iv. Typically, only complete withdrawals from all courses within the 
term/instructional cycle will be considered. The University recognizes, however, 
that in rare circumstances a partial withdrawal may be appropriate. Students 
requesting a partial withdrawal will be required to provide justification in 
support of their request.  

v. Approval of a WE will not result in a tuition fee adjustment. Policy, procedure 
and deadlines related to KPU tuition and fees are outlined in FM8, Student 
Tuition and Fees.   

vi. All documentation submitted must specifically support the WE request.  

vii. Documentation in support of medically-related WE requests must include KPU’s 
Health Care Provider Statement (available on the Student Enrolment Services 
forms webpage).  

viii. Acceptable documentation includes, but is not limited to: 

1) KPU’s Health Care Provider Statement (accompanied by any other 
relevant documentation in support of the request) 

2) Death certificate or an obituary from an authoritative source  

3) Supporting information from a counsellor, instructor, or Indigenous 
elder 

ix. Students are responsible for ensuring they are aware of all rules, regulations 
and deadlines related to withdrawal from courses. Grounds for a WE request 
that will not be considered include, but are not limited to:  

1) Lack of awareness of the University’s deadlines or policies 

2) Technical issues  

3) Anticipated poor grade in the course  

4) Personal convenience (including travel plans or attending family 
functions)  

5) Employment circumstances  

6) Deciding to attend another institution  

x. The University will endeavor to consult with parties that have information 
material to the student’s WE request. 

xi. The University will endeavor to review WE requests within 20 working days of 
receipt of a complete submission.  

xii. Students will receive notification in writing regarding the outcome of their WE 
request.  

xiii. Where a student feels that the decision regarding their WE request is biased or 
has been impacted as a result of procedural unfairness, they may request in 
writing, within 10 business days of the date of the decision letter, that the 
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matter be forwarded to the Senate Standing Committee on Appeals (SSCA) for 
review, provided the request is in accordance with the committee’s mandate. 

 
University-initiated 
 

b. Withdrawals necessitated by circumstances that are unexpected, extenuating, or 
beyond the student’s control may be initiated by the University and will result in a WE 
grade for the applicable course(s). 

i. Examples of circumstances that may result in a University-initiated withdrawal 
include but are not limited to: death of a student or serious threat of physical 
and/or emotional harm to self or others. 

ii. Where, through KPU’s Behaviour Intervention Team (BIT), the University 
identifies a concern for the safety, security or wellbeing of a student and/or the 
community, the University may initiate a WE. 

1) Once the BIT has concluded its investigation, it will make a 
recommendation to the Vice Provost, Students, which may include a 
University-initiated WE.   

2) Policy, procedure and deadlines related to KPU tuition and fees are 
outlined in KPU Policy FM8, Student Tuition and Fees.  Where 
appropriate, and on approval of the Vice-Provost, Students, KPU Policy 
FM8 may be set aside in cases of University-initiated WE’s so that a 
refund or reversal of tuition and fees can occur.  

 
 
 

C. RELATED POLICIES 
 
FM8 Student Tuition and Fees 
ST1 Attendance and Performance in Individualized Continuous Intake Programs 
ST6 Minimum Academic Standards for Programs in Which Letter Grades Are Assigned 
ST7 Student Conduct (Non-Academic) 
ST11 Attendance and Performance in Semester and Other Term Based Courses 
ST13 Withdrawal Policy 
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 Policy Development and Approval Timeline 
ST13, Withdrawal 

Policy Sponsor: Provost & Vice President Academic 
Policy Developer: Joshua Mitchell, Senior Director, Student Affairs 
Approving Jurisdiction: Senate 
 

Step(s) Action(s) Date(s) Submission Deadline 

1 Solicit feedback from stakeholder 
group(s) on draft policy and 
procedure. 
 
Finalize draft policy and 
procedure. 

Consult with stakeholder groups (Vice 
Provost Students, University Registrar, Deans 
Council, Student Services Council, Academic 
Advising Council, Provost & Vice President 
Academic, KSA). 

  

2 Provost For endorsement to proceed to PUE. March 4, 2019  

3 PUE 
 

For endorsement to proceed to public 
posting. 

March 14, 2019 March 7, 2019 

4 KPU Policy Blog (6-week public 
posting) 
 
Senate Standing Committee on 
Policy Review 

6-week public posting period on KPU Policy 
Blog. Respond to comment(s), if any. 
 
For feedback as part of the 6-week public 
posting period. 

March 15, 2019 – April 26, 
2019 
 
April 3, 2019 

 
 
 
March 27, 2019 

5 Finalize draft policy and 
procedure. 

Finalize draft policy and procedure and 
incorporate feedback where appropriate. 

April 26 – April 30, 2019  

6 Provost (Sponsor) For endorsement to proceed to PUE. May 1 – 3, 2019  

7 PUE  
 

For endorsement to proceed. May 8, 2019 May 3, 2019 

8 Senate Standing Committee on 
Policy Review 

For recommendation to Senate for approval.  June 10, 2019 June 3, 2019 

9 Senate For final approval. June 24, 2019 June 14, 2019 
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Agenda Item:   6.1 
Meeting Date: April 3, 2019 
Presenter: David Burns 
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Agenda Item: Proposed Committee Compositions and Senate Nominations Protocol  

  

Action Requested: 
Motion to Approve 
Discussion 
Information 

  

Recommended 
Resolution: 

That the Senate Standing Committee on Policy Review recommend the 
Senate Governance and Nominating Committee recommend that Senate 
approve the changes in the attached Proposed Committee Compositions 
and Clarification of Senate Nominations Protocol. 

  

Senate Standing 
Committee Report: 

On February 4, 2019, the Senate Governance and Nominating recommended 
the attached Proposed Committee Compositions and Clarification of Senate 
Nominations Protocol be sent out for consultation to all standing 
committees.   

  

Context & 
Background: 

Over time standing committee appointment procedures, and membership 
compositions, sometimes become ambiguous, vague, or inconsistent. The 
Senate Office notes these issues, and brings forward the following proposals 
to address them. 

The SGNC has the mandate to review at least once every three years the 
configuration of standing committees of Senate, their membership, terms of 
reference, and their consultation and reporting relationships, and propose 
to Senate any recommendations for change. 

  

Key Messages: 

1. SGNC reviewed the attached documents and recommended review by 
standing committees.  

2. Once feedback is collected, revised documents will be brought to SGNC, 
and then Senate, for approval. 

  

Consultations: 

Completed consultations:  

1. Senate Governance and Nominating Committee, February 4, 2019 

2. SSC Curriculum, February 13, 2019 

3. Senate Executive Committee, February 19, 2019 

4. SSC Teaching and Learning, March 7, 2019 

5.  SSC Research, March 14, 2019 
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6. SSC Program Review, March 20, 2019 

Scheduled consultations:  

7. SSC Policy Review, April 3, 2019 

8. SSC Tributes, April 9, 2019 

9. SSC Library, May 8, 2019 

10. Senate Governance and Nominating Committee, June 17, 2019 

11. Senate, June 24, 2019 

  

Attachments: 
1. Appendix A – Clarification of Senate Nominations Protocol 

2. Appendix B – Proposed Committee Compositions 

  

Submitted by: David Burns, Vice-Chair of Senate 

Date submitted: February 15, 2019 
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SENATE STANDING COMMITTEE ON POLICY 
 

Common Features for all Senate Committees 

The Chancellor, President and Vice-Chancellor are recognized as Voting Members of all 

committees. 

However, it is understood that they are unlikely to be able to attend most meetings and their 

presence or absence shall not count towards quorum. 

 Each Senate committee is comprised of some number of Senators, as appropriate for that 
committee. 

 Standing committee seats will be filled, whenever possible, by a Senator from the given 
stakeholder group. If no Senator is available, a representative from that stakeholder group can 
be appointed until a Senator can be found. 

 Each Senate committee is chaired by a Senator 

 Chair of a committee should not be the administrator whose portfolio mirrors that of the 
committee 

 Committee membership will be reviewed annually. Members are eligible for reappointment. 

 A Senator may be appointed to more than one role on a committee. 

 Each standing committee, with the exceptions of Senate Governance and Nominations and 
Senate Executive, shall require 2 Senators as members. 

Chair: Elected by the Committee 

Normally the chair will be elected in April from among the current membership for a two-year 

term to commence the following September.  This information will be included in the report to 

Senate. 

Voting Members 

 Chancellor 

 President 

 Four faculty members, at least three of whom must be chosen from different Faculties 

 One counsellor 

 One student Senator 

 One professional support staff 

Deleted:  REVIEW
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 One dean or associate dean 

 One representative from Student Services 

Ex Officio, Non-Voting 

 Provost and Vice-President, Academic or designate 

 Deputy Provost or designate 

 Director, Student Rights and Responsibilities Office or designate 

 University Registrar or designate 

 Senate Vice-Chair 

 University Secretary or designatej 

Terms of Office 

 Faculty members: three-year term 

 Professional support staff: three-year term 

 Student or student Senator: one-year term 

 Senators: three-year term 

The chair will inform the committee if a member's absences exceed three meetings in an 

academic year.  The committee will discuss the situation and the position may be declared 

vacant by the chair in conjunction with the committee. 

  

Deleted: ¶
The committee has determined that it requires a minimum 
of two (2) senators as members.
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Presenter: Chris Traynor 
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Agenda Item: Classification of Policies 

  

Action Requested: 
Motion to Approve 
Discussion 
Information 

  

Senate Standing 
Committee Report: 

On February 6, 2019, the Senate Standing Committee on the Library asked 
the Chair of SSCL to ask Senate how policies are determined as academic or 
administrative policies.  

On February 25, 2019, Senate requested that the Senate Standing 
Committee on Policy Review clarify the standards by which policies are 
classified as “Senate” policies or “Office of the President (Administration)” 
policies. 

  

Context & 
Background: 

KPU recently updated IM1: Copyright Compliance Policy. The previous 
copyright policy at KPU was more limited in its focus and built around 
alignment with Access Copyright, the licensing organization that pays 
content creators for use of materials. When the Canadian Copyright Act was 
substantially updated in 2012, the definition of fair dealing for educational 
purposes was expanded. Subsequently, many Canadian post-secondaries—
including KPU—withdrew from Access Copyright. The revision to KPU’s 
policy IM1: Copyright Compliance therefore modernizes the policy to align 
with the new Canadian Copyright Act and focus more on general copyright 
compliance for educational purposes.  

As the purpose of policy IM1 shifted from more of a financial administrative 
policy to an academic policy, the “Administrative Responsibility” listed in the 
policy shifted from the Vice-President Finance and Administration to the 
Provost and Vice-President Academic.  

This change in responsibility spurred a question at the Senate Standing 
Committee on the Library as to what should be the proper protocol for 
revision. According to KPU Policy GV2: Protocol for the Development of 
University Policies, policies not related to matters of the Board are divided 
into two separate categories based on jurisdiction: “Senate” and “Office of 
the President (Administration).” A policy sorted into either category follows 
a different procedure for review and approval. (See excerpted flowchart 
from page 7 of the Procedures for GV2.)    
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A discussion took place at SSCL on November 7, 2018 as to the appropriate 
workflow for the revision of policy IM1. SSCL passed a motion that “the Vice-
Chair of Senate request that the IM1: Copyright Compliance policy revisions 
follow normal approval procedures for academic policies as per GV2: 
Protocol for the Development of University Policies.” As the Senate Standing 
Committee on Policy Review did not meet at the end of the year, this 
request was overlooked and policy IM1 instead followed the approval 
process for administrative policies and was approved by the Office of the 
President on January 16, 2019. 

The larger question this sequence of events raises is by what standard are 
policies classified as “Senate” policies or “Office of the President 
(Administration)” policies. Policy GV2 lacks a degree of clarity on this issue. 

  

Key Messages: 

1. Policy IM1: Copyright Compliance Policy was revised according to 
administrative policy protocol, and approved January 16, 2019.  

2. SSCL would like to bring policy IM1 to Senate for information, given the 
outlined shift in administrative responsibility.  

3. Senate may consider requesting the Senate Standing Committee on 
Policy Review investigate how policies are designated as “Senate” 
policies or “Office of the President (Administration)” policies in order to 
articulate a clear standard by which policies should be sorted. 

  

Implications / Risks: 
A summary of any health, environmental, legal, reputational or other 
implications of this proposal. 

  

Attachments: 

1. Excerpt: Page 7 GV2 Procedures Flowchart  

2. IM1: Copyright Compliance Policy 

3. IM1: Copyright Compliance Procedures 

4. GV2: Protocol for the Development of University Policies Policy 

5. GV2: Protocol for the Development of University Policies Procedures 

  

Submitted by: Chris Traynor, Chair, Senate Standing Committee on the Library 

Date submitted: February 28, 2019 

 

https://www.kpu.ca/sites/default/files/Policies/IM1%20Copyright%20Compliance%20Policy.pdf
https://www.kpu.ca/sites/default/files/Policies/IM1%20Copyright%20Compliance%20Procedure.pdf
http://www.kpu.ca/sites/default/files/Policies/GV2%20Protocol%20for%20the%20Development%20of%20University%20Policies%20Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/GV2%20Protocol%20for%20the%20Development%20of%20University%20Policies%20Procedure.pdf
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Protocol for Policy Development or Amendment of 

Academic and Administrative Policies 
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Agenda Item:   6.3 
Meeting Date: April 3, 2019 
Presenter: David Burns 
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Agenda Item: AC4: Student Evaluation and Grading Request for Review 

  

Action Requested: 
Motion to Approve 
Discussion 
Information 

  

Senate Standing 
Committee Report: 

For Senate Office Use Only   

  

Context & 
Background: 

On March 13, 2019, the Senate Standing Committee on Curriculum 
requested the Chair, David Burns, that the Senate Standing Committee on 
Policy Review review policy AC4: Student Evaluation and Grading.  

  

Key Messages: 
The committee observed that the disparity between passing grades and 
progression grades has not been resolved.  

  

Attachments: AC4: Student Evaluation and Grading Policy 

  

Submitted by: David Burns, Chair, Senate Standing Committee on Curriculum 

Date submitted: March 21, 2019 

 

http://www.kpu.ca/sites/default/files/Policies/AC4%20Student%20Evaluation%20and%20Grading%20Policy.pdf
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