LINKS Institute
1202-2 Princess Avenue, Brandon, MB, R7AOR3
204 5753 2768 info@links-institute.ca

ENROLLMENT CONTRACT

This contract is subject to The Private Vocational Institutions Act and the regulations made under that Act.

The Private Vocational Institution providing the program of instruction is prohibited by law from
guaranteeing employment to any student or prospective student.

The undersigned person hereby enrolls as a student of [insert name of institution] for the following:

Student Name:

Street Address:

City, Province, Postal Code:

Telephone/Cell #:

Program Name:

Start Date:

End Date:

Duration (Hours)

Please describe delivery
schedule (hours per day/days
per week, etc.):

Costs

Registration Fee:

Tuition

Books and Supplies:

Training Completion Fund:

Other Admin fees:

International Student Admin
fee (if applicable)

Total Cost:




Admission Requirements

To be considered for admission into LINKS Institute, prospective students must meet
the following requirements:

* Be 17 (with parental consent) or 18 years of age and a permanent resident or citizen of Canada.
Proof required.

* Must have completed a Canadian High School Diploma (HSD) or its equivalent (E.g.,
GED)/ or an equivalent program in a country which has English as it’s first language.
Proof required.

» Must be able to read, write, speak, and communicate effectively in English. Please
review the English Language Requirements Policy.

« Student must participate in a brief entrance interview with the Institute to confirm
student interest and suitability for the program.

« Students should note that prior to engaging in the practicum portion of the program,
each student is responsible for providing all industry required background check
documentation (criminal record check/vulnerable sector search [CRC/VSS], child abuse
registry check [CARC], and adult abuse registry check [AARC])), to the Institute, that will
then be provided to the practicum site.

Payment Terms
Tuition:

Students must make at least 4 equal payments of the tuition fees with 1 payment in each consecutive
month. E.g.:

-The 18t payment will be due at registration or no more than 7 business days prior to the beginning of the
student’s 15t class.

-The 3 remaining payments must be made by the 15t calendar day of each consecutive month, following
the 15t payment.

Other arrangements may be made with LINKS Institute, at their sole discretion.
The first payment must include the registration fee, if it has not already been paid separately.

Payment methods:

-Payments will be accepted by cash, in person only (as arranged with LINKS Institute)

-Personal or business cheque. The student is responsible for any NSF or fees associated with paying by
cheque

-Bank draft or recognized money order

-Credit cards (Visa, Mastercard, American Express)

-Manitoba student aid

Student Records

Certificate or Diplomas must be issued
16 A private vocational institution must give the certificate or diploma set out in the student contract to a student
who successfully completes the student's program of instruction.



Transcripts must be issued
17(1) a private vocational institution must provide a student with a transcript detailing the marks or grades achieved
by the student at the following times:
(a) After the student graduates or ceases to be enrolled in a program of instruction;
(b) If the student's program of instruction is longer than one year, at the end of each year of the program;
(c) Any time the student requests a transcript during the 25 years after the student graduates or ceases to be
enrolled.

17(2) The institution must not charge a student a fee for a transcript provided in accordance with clauses (1)(a) or
(b), but may charge a fee not in excess of $25 for a transcript provided in any other circumstance.

Student records
18(1) a private vocational institution must retain copies of each of the following student records for a period of at
least 25 years after the date the record is created:
(a) Each student contract into which it enters;
(b) Each student's transcript; (c) each certificate or diploma given by the institution to a student.
18(2) The student records must be retained, in either paper or electronic form, for at least 25 years after the later of
the date on which
() The institution entered into the student contract; or
(b) The student ceases to be enrolled in the institution.
18(3) if the student records are retained in
(a) Paper form, the institution must
(i) Ensure that the records are stored securely in an accessible location, and
(if) On request, provide a student with their records; or
(b) Electronic form, the institution must
(i) ensure the records are accessible to students and are in a format that allows for copies to be
made,
(ii) Back up the records in accordance with the regular schedule the institution has established for
backing up electronic records,
(iii) Use a third-party storage company that stores the records off-site from the private vocational
institution, and (V) establish a recovery plan for the records to be followed in the event of a disaster.

Fee Refund Policy

Refunds to students
26 A private vocational institution must refund all money received or realized in respect of a student being enrolled
in a program of instruction it provides if
(a) The registration of the registrant to operate the institution is cancelled; or
(b) The institution
(i) Ceases to provide instruction in the program while the student is still enrolled, or
(ii) Expels the student without cause.

Providing training without registration
27 A person who provides a program of instruction before being registered as a registrant must refund all fees that
have been paid in respect of the vocational training.

Refunds re actions of students
28(1) Subject to section 16 of the Act, the private vocational institution must refund the following fees:



(a) if the student ceases to be enrolled before the start date of the program, all money received or realized
in respect of the program except any non-refundable fees specified as required under sub clause
11(1)(d)(iv);

(b) if the student ceases to be enrolled after the start date of the program, the percentage of paid tuition
fees set out in first column of the following table based on the percentage of the program completed by
the student at the time the student ceases to be enrolled as set out opposite in the second column:

Percentage of paid tuition fees refunded Percentage of program completed at time the
student ceases to be enrolled

75% of paid tuition fees refunded Up to 20%

50% of paid tuition fees refunded 21% to 50%

No tuition fees refunded 51% or more

28(2) in determining the percentage of the program completed at the time the student ceases to be enrolled,
(a) Each assignment and each hour or class in a program of instruction is of equal value; and
(b) A student is deemed to have attended every regularly scheduled hour of instruction or, in the case of a
program provided by correspondence or other means, to have submitted each regularly scheduled
assignment until the day immediately before the date the student ceases to be enrolled.

Refund of materials fee
29(1) Subject to subsection (2), a private vocational institution must refund any materials fee when a student
rescinds their contract under section 16 of the Act or when a student ceases to be enrolled in the program of
instruction if the student returns the materials to the institution

(a) Within 10 days after ceasing to be enrolled in the program; and

(b) In substantially the same condition as the materials were in when they were received by the student.

29(2) a materials fee is not refundable for materials that (a) are personal use items; or (b) have been removed from
their packaging.

29(3) for certainty, a digital version of a book or text is eligible for a refund if the code used to access its contents
has not been used.

Non-refundable fees

30 except as provided under section 16 of the Act, a student is not entitled to a refund of
(@) aregistration fee; or
(b) In the case of an international student, the international student administration fee under subclause
11(1)(d)(v) of their student contract.

When student ceases to be enrolled
31 under this regulation, a student ceases to be enrolled in a program of instruction on the earliest of the date that
() The private vocational institution

(i) Receives the student's written notice of withdrawal from the program of instruction,
(i) Cancels the student's enrolment under section 32, or
(iii) expels the student from their program of instruction; or (b) the student (i) exceeds the number
of absences allowed under the private vocational institution's attendance policy, or (ii) graduates
from the institution.

Cancellation of enrolment of international students
32 A private vocational institution that receives written notice that a prospective international student is unable to
obtain entry into Canada
(a) Must
(i) Not enroll the student in a program of instruction, or



(ii) If the student is enrolled, cancel the student's enrolment within five days after receiving the
notice; and
(b) Must refund any money received from or on behalf of the student.

Payment of refunds

33(1) Subject to subsection (2), if a student is entitled to a refund from a private vocational institution, the refund
must be paid directly to the student.

33(2) if a student is entitled to a refund and the institution received any payment of the student's fees from a
government program, an agency or a person other than the student, the institution must pay the refund, on the
student's behalf, to the government, agency or other person.

33(3) the institution must issue a refund payment within 30 days after the refund becomes payable.

Training Completion Fund

Information from private vocational institutions

34 To enable administration of the fund, a private vocational institution must provide the following information to
the director, at the time and in the manner specified by the director, for each student enrolled in a program of
instruction provided by the institution:

() The student's name, address and contact information;

(b) The program in which the student is enrolled;

(c) if any portion of the student's fees were paid by or received from a government program, an agency or other
person, the name and contact information of the government program, agency or other person;

(d) Any other information required by the director to determine eligibility for payments out of the fund.

Payments into fund
35(1) a private vocational institution must pay into the fund 0.5% of the tuition fee paid or payable under each
student contract.

35(2) the institution must make payments due under subsection (1) quarterly throughout the year, and the payment
must be in the name of the Minister of Finance and be given to the director.

35(3) if the institution fails to make a quarterly payment listed in the first column of the following table on or before
the date listed opposite in the second column, the institution must also pay a late fee of $150.

January — March April 15

April —June July 15

July — Sept October 15

October — December January 15 of the following year

35(4) the director must deposit all payments received into the fund.

35(5) If the institution is in arrears on their payments into the fund, the minister may, after giving the institution 30
days' notice, suspend or cancel the registrant's registration.

Payments out of the fund
36(1) This section applies when amounts in the fund are required to be used to refund tuition fees or to pay for
students to complete their program of instruction, as set out in subclasses 11(1)(a)(i) to (iii) of the Act.



36(2) If the director is satisfied that it is not reasonably possible to arrange for students to complete their program of
instruction, the director must give notice to the following that refunds of the tuition paid for the program may be
available:

(a) Each affected student;

(b) A government program, agency or other person who paid tuition on behalf of an affected student.

36(3) The notice must be given by e-mail or regular mail to the student or government program, agency or other
person using the address provided under section 34, and include information respecting how the person or entity
receiving the notice may claim a refund.

36(4) for certainty, a government program, agency or other person who receives a notice under subsection (2) may
submit a claim on behalf of a student.

36(5) a person who receives notice under this section may claim a refund to be paid out from the fund by
(@) applying for a refund in the approved form;

(b) Including with their application, in the case of
(i) a student who makes a claim, a complete copy of their student contract and proof of the amount
of tuition paid by or on behalf of the student, or
(ii) a government program, agency or other person who makes a claim, proof, to the satisfaction of
the director, of payment of tuition claimed on behalf of the student; and

(b) Making the application to the director within six months after the day the director gave notice under
subsection (2).

Sexual Violence Policy

10(2) at the time a student signs a contract, the private vocational institution must provide the student with the
institution's policies that apply to students, including the sexual violence policy and any harassment or attendance
policies

Attendance Policy

LINKS Institute works to ensure that graduates consistently display excellent skills and professionalism. Employers
expect our graduates to be well-trained and reliable employees. This is best achieved throughout the program with
good attendance.

For this reason, LINKS Institute expects all students to meet the attendance requirements set by the school and by
The Private Vocational Institutions Act. If the student’s overall attendance drops below the requirement, dismissal
will occur.

I received a signed copy of this contract, and the sexual
violence policy. | agree to abide by the contract and the rules and regulations of the institution.




Signature of Student: Date:

Signature of Guardian Date:
(if required)

Name of Registrant

Signature of Registrant Date:




