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Dear Colleagues,
Thank you for taking the time to read through this document.

West Coast Institute for Studies in Anthroposophy is a member of WECAN and IASWECE and is certified
with the Private Training Institutions Regulatory Unit (PTIRU) of the British Columbia Ministry of
Advanced Education and Skills Training.

These organizations require that we fulfill certain policies and standards in education.

If you are holding this document, it means that you are embarking on a very special journey, perhaps
even a life-changing one. Your accomplishments will eventually be influencing the lives of the next
generations as you serve the schools, children and families of our time.

Please know that your striving is valued by the Program Directors, Board and Administrative Team of
WCl.


https://www.privatetraininginstitutions.gov.bc.ca/
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GENERAL PROGRAM INFORMATION

Birth to Seven Early Childhood Program

The Birth to Seven Early Childhood Program is a two year, part-time program. Waldorf teacher
education is offered to those seeking to teach out of an understanding of Waldorf education wanting to
support children' s well-being and development in our modern times. Studies in Anthroposophy and
Waldorf education are interwoven throughout the two year program with artistic and practical
subjects. Books on Anthroposophy, Waldorf education and other relevant texts are studied with an
emphasis on understanding all aspects of child development. The artistic courses have a two-fold
purpose; to enhance personal self-development and creativity, and to provide a basis for the work of
the early childhood teacher. Also, artistic courses are offered in painting, eurythmy, speech,
storytelling, singing, music, clay modeling, doll making, woodwork and Spacial Dynamics, amongst
others.

A major aim of the training is to reinforce independent thinking and self-reliance in each student
teacher, and also to awaken enthusiasm and creativity. The total coursework hours for the birth to
seven training are 530.5.

Birth to Three Certification Option

Uniquely embedded in the Birth to Seven training, the Birth to Three program offers a cohort approach
that builds student relationships and community in the Birth to Three realm, with students receiving
mentoring with an experienced Waldorf Birth to Three educators. Students fulfill classroom
observations and teaching field experience in settings with younger children. The total coursework
hours for the birth to three training are 423.5.

What is the Format of the Program?

Each year of the Birth to Seven Early Childhood Program is made up of a three-week intensive session
in July, followed by three hours of online content for five weekends Saturday and Sunday in September
and October and again in January and February. Students attend for a one-week in-person session in
November and an online one week session in February of Year 1 only. The three-week summer sessions
are held in Duncan, on Vancouver Island, and the fall sessions take place in North Vancouver. The Year 1
February session will be online; the Year 2 session will take place in person in North Vancouver.

Throughout the training, students are required to complete assignments to deepen their understanding
of the course content. Students receive mentoring from an institute approved Supervising mentor and
also are visited in their classrooms by a mentor teacher. Additionally, students fulfill classroom
observations, and carry out teaching practicums as an important experiential part of their learning and
training.

Students seeking the Birth to Three certification option meet for three-week intensives for two
summers, September/October, January/February online and one week in November and in February



online in Year 1. B-3 in service students require a total of three weeks of practicum (2 of the weeks
must be in a setting other than their own) and two days of observation. B-3 pre-service students
require ten days of observation and six weeks of practicum experience in a B-3 program. A two-day
mentor visit once during the 14 month program is fulfilled in a B-3 program.

Birth to Seven Early Childhood Program meets for three-week intensives for two summers and for one
week in-person in November of Year 1 and 2. In February of Year 1 the session is online. In February of
Year 2 students meet in person for eight-days. Additionally, students meet online in
September/October, January/February for five weekends on Saturday and Sunday. one week in
November and in February online in Year 1.

Successful Completion of the Birth to Seven Early Childhood Program:

Students who have successfully completed the full two-year, part-time program, including the
practicum, observation and mentoring components, will receive a transcript as well as a Waldorf Early
Childhood Educator Training Certificate. This certificate meets the expectations of WECAN (the Waldorf
Early Childhood Association of North America) and IASWECE (the International Association of
Steiner-Waldorf Early Childhood Education). The certificate will also carry the approval and authority of
the Association of Waldorf Schools of North America (AWSNA) and the Private Training Institutions
Regulatory Unit (PTIRU) of the British Columbia Ministry of Advanced Education and Skills Training, as
well as that of the West Coast Institute for Studies in Anthroposophy (WCI).

Successful Completion of the Birth to Three Early Childhood Option:

Students who have successfully completed the Birth to Three option, including the practicum,
observation and mentoring components, will receive a transcript as well as a Waldorf Birth to Three
Educator Training Certificate. This certificate meets the expectations of WECAN (the Waldorf Early
Childhood Association of North America) and IASWECE (the International Association of
Steiner-Waldorf Early Childhood Education). The certificate will also carry the approval and authority of
the Association of Waldorf Schools of North America (AWSNA) and the Private Training Institutions
Regulatory Unit (PTIRU) of the British Columbia Ministry of Advanced Education and Skills Training, as
well as that of the West Coast Institute for Studies in Anthroposophy (WCI).

Applicants need to note that:

Teachers must possess a Provincial Teaching Certificate, or a degree that qualifies for an Independent
Schools Teaching Certificate, if they wish to teach as a Waldorf Kindergarten lead teacher in British
Columbia or Alberta, licensed by the Ministry of Education. At this time, if a student has a university
degree, the WClI training qualifies as the equivalent of the education component in a BC teaching
certificate for a Waldorf kindergarten position.

In British Columbia, a lead Preschool teacher must possess an Early Childhood Education Certificate as
recognized by the Ministry of Family & Child Services. An individual can work as an Assistant in a



Waldorf Kindergarten or Preschool licensed by the respective Ministry, if they are in the process of
completing the necessary qualifications.

What are the Dates of the Program?

Summer sessions are held in the first three weeks of July in Duncan, on Vancouver Island.

This session starts with a reception, assembly and check-in on Saturday, followed by an afternoon class.
After that, in each of the three weeks, classes are scheduled Monday morning to Friday evening.

The November fall session is held in North Vancouver, usually during the Remembrance Day (Veterans
Day) week. This session starts with reception on Saturday afternoon of that week and classes run from
Saturday evening to Saturday of the following week around 1pm.

The spring session is held in the third week of February in North Vancouver, the week of President’s
Day in the United States when most Waldorf schools in North America are closed for professional
development conferences. The Year 1 February session will be held online, via Zoom.

Proposed online courses include and are subject to change:

September/October online:

The Foundations of Human Experience (Study of Man)

Birth to Three/Parent & Child Programs (September/October)
Care and Development of the Twelve Senses (September/October)

January/February online:

An Outline of Esoteric Science
Compassionate Communication
Working with Schools

February Year 1 only online:

Grade 1 Readiness

Working with Colleagues

Working with Parents

Child Study

Working with Mixed Ages

The Young Child in the Modern World
Ethics in Teaching

Foundations of Meditation

Overview of Waldorf Education
Polarities: Constitution of the Child
Time to Play

Rudolf Steiner’s Biography
Anthroposophy and Waldorf Education



Speech 1

The Unfolding Development of the Child
Health and Wellbeing of the Educator
Nutrition

Role of the Will in the First Three Years
Seven Life Processes

Child Guidance

Importance of Play

Circle Presentations

Rhythm in the Life of the Young Child
Festivals 1

Program Fees
Please note that all fees are in Canadian Funds (CDN)

The annual tuition fee includes the three-week summer session, both one-week sessions in the fall and
the spring, and the follow-up mentoring meetings and practicums each year.

Tuition fees can be paid in full on June 15 each year, or in the following installments: June 15 — $4500;
October 15 — $1500; Jan 15 — $1500. If a payment is late and no prior notice has been given, a late fee
of $100 will be charged.

Payment can be accepted from Canadians by cheque, e-transfer or Paypal; from International students
by cheque or PayPal using the website link. No PayPal account is needed to make this payment.

There is a one-time application fee of $125 and there are additional costs for the required course
textbooks and supplies as described below. (see p.9)

Withdrawals will be refunded in accordance with the requirements of the Private Training Institutions
Regulatory Unit (PTIRU) of the British Columbia Ministry of Advanced Education and Skills Training..

If a student withdraws or is dismissed, payment is only required for sessions attended.

The West Coast Institute for Studies in Anthroposophy reserves the right to make changes to fees,
policies, regulations and courses when deemed necessary, and as permitted by PTIRU.



APPLICATION INFORMATION
Application Process

A personal interview with one of the Institute’s Program Directors, or a substitute appointed by them, is
necessary prior to acceptance. The applicant must complete the process as described below, showing
details of any post-secondary diplomas and/or degrees earned or description of life experience since
leaving high school.

The application process for the Early Childhood Program online is here: www.westcoastinstitute.org

Preference will be given to:

e Applicants who have preferably had experience working with young children, ideally in a
Waldorf setting.

e Applicants preferably with some post secondary education, for example a University or College
degree or an Early Childhood Education Certificate

® Applicants must complete and submit the West Coast Institute ‘Waldorf Early Childhood
Educator Training’ application for admission form.
Applicants must submit a brief biography with details of work experience.
Applicants must submit a resumé with references listed.
Applicants must submit a note from a licensed physician which certifies that the applicant is in
good health, free from communicable disease including TB, and fit to undertake training
Applicants must submit a recent photograph
Applicants must submit a copy of a current BC Teaching Certificate or a criminal record check
provided by their local police department. Any charges involved must be borne by the applicant.

e All applicants, regardless of their citizenship status or country of origin, must demonstrate an
appropriate level of language proficiency. Please see our Language Proficiency Policy for details.

e Applicants must pay the $125 non-refundable application processing fee with the application
for admission; payable to West Coast Institute.
e All previous debts to the West Coast Institute must be settled prior to admission.

What is the Application Deadline?

The application deadline is May 15 each intake year. Applications that are received after this date will
be considered until June 15 if there are still places available.

How do | Enroll in the Program?

Application forms are completed online at www.westcoastinstitute.org. A non-refundable, application

fee of $125 is to be paid by students by cheque, Interac e transfer or via the PayPal link on the website
in CDN S only.


https://westcoastinstitute.org/
https://westcoastinstitute.org/wp-content/uploads/2024/policies/WCI%20Language%20Proficiency%20Policy.pdf
http://www.westcoastinstitute.org

Upon receipt of this fee the application will be processed and, following acceptance, a full information
package will be sent to the student.

OTHER INFORMATION
What about Books and Supplies?

Students will need a kinderharp, ‘sun tone’ tuning fork, an apron for clay work, pen and binder or
notebook, coloured pencils, eurythmy shoes (or soft-soled canvas slip-ons) and a sewing kit with
different size needles, scissors, thimble and coloured threads. A list of supplies students will need to
bring with them will be posted on the website Portal prior to each session. The required books will be
on display during the in-person sessions and some will be available for purchase at local bookstores.
They are also available from WECAN Publications online; information will be provided. Silk for nature
dyeing and a carving knife will be purchased by the institute and sold to the student. The West Coast
Institute will supply other materials as needed.

What about Meals?

Lunches are catered during all the in-person sessions at the cost of the student; there will be a meals
form on the website prior to each in-person training session.

What about Accommodation and Travel?

Arrangements & costs for accommodation and travel are the student’s responsibility. An informational
travel letter will be on the Policies page of our website prior to each in-person session.

During summer sessions, housing is available in private homes in the community. Students can find
housing information and the sign-up form on the Housing page of our website. Once you have filled out
the form the Duncan session manager will send you a list of hosts who match your needs.

For accommodation options for the November and February sessions please consult e.g.
www.airbnb.ca, www.hellobc.com, www.tourismcowichan.com, or any other accommodation search

engine of your choice.
Travel to and from these accommodations must be arranged by the students themselves.

What about Medical Insurance?

Those who are attending the Program from outside of Canada are strongly advised to make
arrangements for medical insurance for the duration of the session/program while in Canada. This is
the responsibility of the students.


https://westcoastinstitute.org/about-us/policies/
https://westcoastinstitute.org/housing/
http://www.airbnb.ca/
http://www.hellobc.com/
http://www.tourismcowichan.com/

SUBJECTS TO BE COVERED

These courses are subject to minor change.

Anthroposophical Studies and Human Development

Basic Books by Rudolf Steiner

An Outline of Esoteric Science

Education of the Child in the Light of Anthroposophy
(included in the Child Development study)

Intuitive Thinking as a Spiritual Path (aka Philosophy of Freedom)
The Foundations of Human Experience (aka Study of Man)

Other Courses

Anthroposophy and Waldorf Education

The Art of Conversation (The Green Snake and the Beautiful Lily)
Biographies: Rhythms of Destiny

Foundations of Meditation

Inner Life of the Teacher

Rudolf Steiner’s Biography

Child Development and Waldorf Education

Birth to Three and Parent/Child Programs

Care and Development of the Twelve Senses
Caregiving Principles in Care Routines

Child Guidance

Child Observation

Child Study

Children’s Illnesses

Embryology, Child Development - Pre-birth to 21
Festivals of the Year | & Il

Grade One Readiness & the Older Child in the Kindergarten
The Importance of Play and Time to Play
Movement and the Development of the Will
Nutrition and Nutrition for the Very Young Child
Overview of Waldorf Education

Polarities: The Constitution of the Child
Primitive Reflexes

Rhythm in the Life of the Young Child

Roll of the Will in the First Three Years

Sleep

Understanding Children’s Drawings
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The Unfolding Development of the Child
Working with Mixed Ages

Practical and Artistic Activities for the Classroom

Care of the Environment with Consciousness

Fairytales & Puppetry

Festivals of the Year

Gardening & the Elementals

Handwork, Crafts and Dyeing from Nature

Music for the Young Child, including Introduction to Mood of the Fifth
Outdoor Programming

Painting with Young Children

Rhythmic Movement and Games including Wilma Ellersiek games
Woodwork for the Young Child

Personal Development, Artistic and Handwork Activities for the Educator

Clay Modeling

Doll Making

Eurythmy

Gardening & the Elementals

Singing and Music for the Young Child
Spacial Dynamics

Speech

Watercolor Painting

Professional and Social Aspects of Waldorf Education

Compassionate Communication

Diversity, Equality and Inclusion

Ethics in Teaching

Festivals of the Year | & Il

Health and Wellbeing of the Educator
Questions & Discussion sessions

The Young Child in the Modern World
Working with Colleagues, Parents and School

Independent Study and Research

Circle Presentations
Lesson Planning
Oral Presentations
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MENTORING AND EVALUATION BIRTH TO THREE

Each student is assigned a Supervising Mentor who is available to communicate with the student on a
regular basis and assist with the arrangement of practicums and observations.

In-service students (those working at least three days per week in a Waldorf birth to three setting)
must have a minimum of three weeks (15 days) of practicum** in a Waldorf Birth to Three setting (of
which one week can be in their own classroom), and two days of observation during the course of their
training. They will also receive two consecutive days of mentoring per year in their own classroom (four
total days).

Pre-service students (those not working at least three days per week in a Waldorf birth to three
setting) must have a minimum of one week (five days) of observation and four weeks (20 days) of
practicum** with experienced Waldorf EC teachers in a Birth to Three setting and will be visited during
a practicum by an Institute-approved mentor for at least one day during their training.

**Five day weeks or the equivalent are expected

Additional coursework, fieldwork observation or practicum experience may be required at the
discretion of the program directors.

The Visiting Mentor submits a report to the student’s WCI Supervising Mentor.

In addition, written reports are required from the Practicum Supervisor and from the student after
practicum completion. The student submits reports after the observation visit as well.

All mentor, practicum, and observation reports are kept on file by both the Supervising Mentor and the
Program Director.

Students are given the opportunity to complete their practicums and observations, after all the courses
in the program studies are complete, that extends into a third year. The Supervising Mentor or Program
Director continues to accompany them during this time. All assignments must be completed at the end
of the 14 months of course work.

MENTORING AND EVALUATION BIRTH TO SEVEN

Each student is assigned a Supervising Mentor who is available to communicate with the student on a
regular basis and assist with the arrangement of practicums and observations.

In-service students (those working at least three days per week in a Waldorf early childhood
classroom) must have a minimum of three weeks of practicum** (of which one week can be in their
own classroom), and two days of observation during the course of their training. They will also receive
two consecutive days of mentoring per year in their own classroom.
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Pre-service students (those not working at least three days per week in a Waldorf early childhood
classroom) must have a minimum of two weeks of observation and six weeks of practicum™* with
experienced Waldorf EC teachers and will be visited during a practicum by an Institute-approved
mentor for two consecutive days at least once during their training.

**Five day weeks or the equivalent are expected
The Visiting Mentor submits a report to the student’s WCI Supervising Mentor.

In addition, written reports are required from the Practicum Supervisor and from the student after
practicum completion. The student submits reports after the observation visit as well.

All mentor, practicum, and observation reports are kept on file by both the Supervising Mentor and the

Program Director.

Students are given the opportunity to complete their practicums and observations, after all the courses

in the program studies are complete, that extends into a third year. The Supervising Mentor or Program

Director continues to accompany them during this time. All assignments must be completed at the end

of the two-years of course work.
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Over the two-year training WCI requires for in-service students:

3 weeks of student practicum in a WECAN approved program. (Can be one

week in different settings)
2 observations in a WECAN approved program.

2-day visiting mentor to the student’s program in Year 1 & 2 of WCI training
arranged by the Supervising mentor. Students arrange accommodation &

lunch for visiting mentor. Total of 4 days over two-year training.

*Pre-service students require 6 practicumn weeks, 10 observation days.

WCI SUPERVISING
MENTORS

Ruth, Debbile or a
local mentor

Practicum Teacher Host

Oversees student in practicum

(arranged by Supervising mentor in
consultation wystudent)

Practicum Teacher Host
Submits Practicum and expense

report to Supervising Mentor Practicum
within 2 weeks of student's Student
wisit. Submits report to
Supervising
4 Mentor within 2
weeks of visit.

Student
Observations

Student submits to
Supervising Mentor,
within 2 weeks of
observation, a report
of their observation.

Visiting Mentor
assigned by the
Supervising Mentor
to visit the student
in their program for
two days.

Visiting
Mentor
submits to
Supervising
Mentor
within 2
weeks of visit
a copy of the
mentor
report and
EXpEnse
invoice,
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CONTACTS

Program Directors

Debbie Laurin

email: debbielaurin@westcoastinstitute.org

Rose Maynard
email: rosemaynard@westcoastinstitute.org

Administrative Team
Tel: 604-740-0539
Administrator; Marketing & Web Manager

Kelsey Falle

email: admin@westcoastinstitute.org

Duncan Session Manager

Regina Montag
email: duncanmanager@westcoastinstitute.org
North Vancouver Session Manager

Ronaye Ireland
email: northvanmanager@westcoastinstitute.org

Board President

Kate Reynolds
katereynolds@westcoastinstitute.org

WCI website: www.westcoastinstitute.org

15


mailto:debbielaurin@westcoastinstitute.org
mailto:rosemaynard@westcoastinstitute.org
mailto:info@westcoastinstitute.org
mailto:duncanmanager@westcoastinstitute.org
mailto:northvanmanager@westcoastinstitute.org
mailto:katereynolds@westcoastinstitute.org
http://www.westcoastinstitute.org

POLICIES

STUDENT STATEMENT OF RIGHTS

West Coast Institute is certified with the Private Training Institutions Regulatory Unit (PTIRU) of the British
Columbia Ministry of Advanced Education and Skills Training.

Before you enrol at a certified private training institution, you should be aware of your rights and responsibilities.
You have the right to be treated fairly and respectfully by the institution.
You have the right to a student enrolment contract that includes the following information:

amount of tuition and any additional fee for your program
refund policy
if your program includes a work experience, the requirements to participate in the work experience and
the geographic area where it will be provided
e whether the program was approved by PTIRU or does not require approval.

Make sure you read the contract before signing. The institution must provide you with a signed copy.

You have the right to access the institution’s dispute resolution process and to be protected against retaliation

for making a complaint.
You have the right to make a claim to PTIRU for a tuition refund if:

e your institution ceased to hold a certificate before you completed an approved program
e you were misled about a significant aspect of your approved program.

You must file the claim within one year of completing, being dismissed or withdrawing from your program.

For more information about PTIRU and how to be an informed student, go to:
www.privatetraininginstitutions.gov.bc.ca/students/be-an-informed-student.
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CRITICAL INCIDENT AND CRISIS MANAGEMENT POLICY
Purpose

The purpose of this policy is to establish a framework for a swift, effective, and coordinated response to any
critical incidents and urgent situations involving students, faculty, staff, board members and visitors to WCI.

Protect the safety and well-being of all students, faculty, staff, board members and visitors.
Minimize disruption to WCl’s business operations and services.

Protect the WCl’s assets, information, and reputation.

Ensure clear communication with internal and external stakeholders.

Scope

This policy applies to all students, faculty, staff, board members and visitors to the Duncan and North Vancouver
campuses, as well as within the online learning Zoom environment. It covers any event that significantly disrupts
normal operations or creates an immediate threat to safety.

Definitions

e Critical Incident: A sudden, unexpected event that has the potential to cause serious physical or
psychological harm (e.g., medical emergency, workplace violence, natural disaster).

e Crisis: A high-impact event that threatens the organization’s long-term viability, reputation, or legal
standing.

e Crisis Management Team (CMT): A designated group responsible for evaluating an incident and
activating the crisis response.

Roles and Responsibilities

e Crisis Management Team (CMT): Leads the overall strategic response, including resource allocation and
decision-making. CMT Members are: program directors, site managers and the administrator.

e Incident Commander: Manages the "on-the-ground" response at the scene. Incident Commanders are
the session managers for each campus.

e Communications Lead: Manages all internal updates and external media relations. Communications
Lead is the administrator.

e HR/People Lead: Coordinates student, faculty and staff support, mental health services, and family
liaison. HR/People Leads are the program directors.

Crisis Management Team (CMT) Contacts

Duncan Campus North Vancouver Campus

Duncan Session Manager North Vancouver Session Manager

Regina Montag: (phone # supplied to students, Ronaye Ireland: (phone # supplied to students,
faculty and staff before each on-site session) faculty and staff before each on-site session)
email: duncanmanager@westcoastinstitute.org email: northvanmanager@westcoastinstitute.org
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Program Directors

Debbie Laurin: (phone # supplied to students, faculty and staff before each on-site or online session.)

email: debbielaurin@westcoastinstitute.org

Rose Maynard: (phone # supplied to students, faculty and staff before each on-site or online session.)

email: rosemaynard@westcoastinstitute.org

Administrator

Kelsey Falle: (phone # supplied to students, faculty and staff before each on-site or online session.)

admin@westcoastinstitute.org

Emergency Information

Emergency Phone: 9-1-1

Duncan, BC

North Cowichan/Duncan RCMP

6430 Ford Road

Duncan, BC VIOL 6C5

Non-Emergency Phone: 250.748.5522
Emergency Phone: 9-1-1

Duncan Fire Department
468 Duncan Street

Duncan, BC V9L 3X3
Non-Emergency Phone: 250-746-5211
Emergency Phone: 9-1-1

North Vancouver, BC

North Vancouver RCMP

147 East 14th Street

North Vancouver, BC V7L 2N4
Non-Emergency Phone: 604-985-1311
Emergency Phone: 9-1-1

North Vancouver Fire Department (DNV Firehall #2)
1110 Lynn Valley Road

North Vancouver, BC V7J 179

Non-Emergency Phone: 604-990-3682

Emergency Phone: 9-1-1
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Pr r
Immediate Actions (First 0—2 Hours)

Life Safety First: Call emergency services (911) immediately if there is a threat to life or property.
Notification: Notify the location Site Manager immediately.
Activation: The CMT convenes to assess the situation and determine the response level.

AW e

Containment: Secure the area or initiate lockdown/evacuation protocols as necessary.
Secondary Response (2—24 Hours)

Establish a central Command Post for the CMT.

Issue a verified public statement within 1-2 hours to inform the public.

Verify the safety of all students, faculty, staff, board members and visitors and account for everyone at
assembly points.

Crisis Communication

All communications must adhere to the following: clarity, conciseness, concreteness, correctness, and
completeness. Only designated spokespeople are authorized to speak to the media in the event that it is
necessary.

Post-Incident Recovery & Review

® Support Services: Provide "Psychological First Aid" and Critical Incident Stress Management for those
affected. Remind students of the Here2Talk counselling and support services available to them.

e Evaluation: Conduct a "Hot Debrief" immediately and a formal "After-Action Review" within 14 days to
update policies if necessary

e Documentation: Maintain a detailed log of all actions taken and decisions made during the crisis for legal
and insurance purposes.

Training and Testing

The CMT will undergo crisis simulations and tabletop exercises to ensure readiness.
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REQUIREMENTS FOR SUCCESSFUL PROBATION
AND PROGRAM COMPLETION

This program runs over two years. The instruction is given three times yearly at residential training sessions.
Many opportunities are provided to strengthen self-discipline which is so essential for successful teaching at all
levels. Listed below are the requirements:

1.

10.

11.

12.

A minimum of 80% attendance at all courses. 3 late arrivals = 1 class missed and 3 early departures =1
class missed. If, due to illness or personal emergency a student must miss a class, they are required to
notify the Program Director and, if possible, the instructor whose class will be missed. For each online
class missed, the student will listen to the recording and submit a summary to the program director who
is their mentor. For in person classes missed, the student will get notes from a colleague and submit a
summary to the program director who is their mentor. If attendance is below 80% the student will repeat
the class with the next cohort.

Punctuality: Students are required to be punctual with regard to their arrival time at classes as well as
with submission of their assignments on their due dates.

Completion of required reading assignments is an integral part of the training.
Thorough preparation of some oral presentations which are assigned.

Completion and submission of written assignments on time and for all courses where this is required. If a
student cannot meet a deadline, the student must notify the instructors beforehand and a new deadline
can be mutually agreed upon. Assignments must be completed by the end of the course work
component of the training.

Acceptable standards in form and content for all written work.

Completion of all art and craft projects. The standard and quality of these are to be acceptable to the
course instructor.

Satisfactory reports on the mentor visits, practicum and observation visits.
Full payment of tuition fees.

Participation in courses. The student must conduct themselves in a manner that does not impede the
conduct of the course by an instructor or the participation by the other students.

WCI will provide work experience within 30 days from contract end date. If, due to circumstances beyond
WCl’s control, a student is unable to complete work experience during that time, they will be allowed
one additional year. All mentor visits and practicums are to be completed within one year after
completing the program.

If a student requires a further year after the third year allowance mentioned above to complete the
Program, there will be a $500 fee charged.
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13. Any sessions that are missed by students, for whatever reason, may be made up after the completion of
the program, in order that such students may reach graduation status with appropriate course hours and
credits. This must be accomplished within two years of the end of the original two year program.

STUDENT DISMISSAL POLICY AND PROCEDURE

1. All students are on probation for the first year of the two year program. If there are concerns about a
student’s progress and participation, one of the Program Directors will review those with the student
and indicate in writing what steps the student must take if they are to fulfill the requirements of the
probation period.

2. All students are to comply with the Requirements for Successful Probation and Program Completion.

3. The Program Director will confirm with each student at the end of the first year whether they have
successfully completed the probation period.

4. |If a student disputes the decision of the Program Director then the Dispute Resolution Policy comes into
effect.

GRADE APPEAL POLICY

The process by which a student may appeal a grade or any type of evaluative assessment received in a course at
the West Coast Institute is as follows:

Step 1

The student must contact the program director and course faculty involved with a request for a
grade/assessment appeal within 2 weeks of receiving a grade or any type of evaluative assessment that a
student wishes to appeal. The faculty involved must respond to the appeal request within 10 days. The student
presents their reflections related to the disagreement with their grade or assessment. If their contact is not
responded to within 10 days or this conversation does not result in a satisfactory outcome the student proceeds
to Step 2.

Step 2

The student contacts their program director to report that they have initiated a grade appeal without a
satisfactory result. The program director reviews the request and makes recommendations. If Step 2 does not
result in a satisfactory outcome the student proceeds to Step 3.

Step 3
The Student initiates the WCI Dispute Process.
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DISPUTE RESOLUTION POLICY

W(CI Board President: Kate Reynolds, katereynolds@westcoastinstitute.org

WCI Board Vice-President: Wendalyn von Meyenfeldt, wendalynvonmeyenfeldt@westcoastinstitute.org
W(CI Waldorf Early Childhood Program Directors: Debbie Laurin, debbielaurin@westcoastinstitute.org
Rose Maynard, rosemaynard@westcoastinstitute.org

This policy governs complaints from students respecting West Coast Institute for studies in Anthroposophy, and
any aspect of its operations. A student who makes or is otherwise involved in a complaint will not be subject to
any form of retaliation by the institution at any time.

The West Coast Institute adheres to the policy that any dispute, conflict or dissatisfaction be first taken up
directly with the involved party/(parties). If a dispute is not satisfactorily resolved in this manner and if it involves
the policies, procedures, personnel or programs of the Institute, the following process is to be followed:

1. The student or Institute staff member is to submit a written statement to the Board President, or Vice
President in her/his absence, giving particulars of the dispute.

2. The Board President/Vice president and Director for the Program (ECE Program Director for Early
Childhood Education students) will meet with the student and the person(s) involved in the dispute. The
individuals concerned may choose to engage an advocate (colleague, trusted friend or lawyer) at any
time in this process. Should the program-appropriate Director not be available or if the dispute/conflict
concerns this person, then the other Program Director will serve in this capacity. The written record will
be provided to all involved within 7 days.

3. A witness will be asked to make a written record of this meeting which will include the following:
recommendations on how to resolve the dispute, action to be taken and a time-frame for the
implementation of the recommendations. If possible, resolution will be achieved through consensus.

4. The Program Director(s) will check after 2 weeks to ensure that the recommendations are being carried
out.

5. If the dispute cannot be resolved at the first meeting, or the implemented recommendations are not
effective, a further meeting will be called. An Ombudsperson will be appointed. This person is to be a
member of the Anthroposophical Society of Canada.

6. A final meeting will be held which includes the Ombudsperson, any other advocate the student/staff
member has elected to engage, a member of the Board of West Coast Institute (who is not a Program
Director) and all other parties involved in the dispute.

7. A written record of this meeting is to be made. At this time a decision should be reached which outlines
the recommendations, proposals or other possible outcomes. Depending on the nature of the dispute,
the student or staff person involved may be placed on probation for a set period of time, dismissed, or
re-integrated into the program or Institute. It is also possible that the Institute may be given a
timeline/final date by which any potential proposed changes to programs or to policies must be
implemented. The written record will be provided to the student and all parties involved within 3 weeks.
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8. This process must be completed within 30 days of receipt of complaint.

9. If the student is or was enrolled in an approved program, is dissatisfied with the determination, and has
been misled by the institution regarding any significant aspect of that program, he or she may file a
complaint with the Private Training Institutions Regulatory Unit.
(www.privatetraininginstitutions.gov.bc.ca).

10. The student making the complaint may be represented by an agent or a lawyer.

STUDENT WITHDRAWAL POLICY

1. If a student decides to withdraw from a program, he/she must provide a dated, written, notice of
withdrawal to the Administrator who will then forward it to the Program Director.

2. Refunds are calculated according to the West Coast Institute Refund Policy and the date on which the
written notice of withdrawal is received will be used to determine any refund owing.

3. Aninternational student whose application for a study permit has been denied is entitled to a refund
under PTIRU Bylaws, if a copy of the denial letter is provided to the West Coast Institute prior to the
session start date.

4. If a student has not communicated with WCI for a period of two years after the end of the last class they
attended, they will be automatically withdrawn from the program and will need to reapply.

5. Policy to be implemented by the Administrator.

TUITION REFUND POLICY

A written notice of withdrawal or dismissal may be delivered in any manner provided that a receipt or other
verification is available that indicates the date on which the notice is delivered.

The notice of withdrawal or dismissal is deemed to be effective from the date it is delivered.

The refund to which a student is entitled is calculated on the total tuition fees due under the contract. Where
total tuition fees have not yet been collected, the institution is not responsible for refunding more than has been
collected to date and a student may be required to make up for monies due under the contract.

If the institution has received fees in excess of the amount it is entitled to under the student contract, the excess
amount must be refunded.

Refunds before the program of study starts:

If written notice of withdrawal is received by the institution 30 days or more before the commencement of the
period of instruction specified in the contract and more than 7 days after the contract was made, the institution
may retain 10% of total tuition only due under the contract to a maximum of $1000. If written notice of
withdrawal is received by the institution less than 30 days before the commencement of the period of
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instruction specified in the contract, and more than 7 days after the contract was made, the institution may
retain 20% of the total tuition only, due under the contract to a maximum of $1300.

Refunds after the program of study starts:

If written notice of withdrawal is received by the institution or a student is dismissed up to and including 10% of
the period of instruction specified in the contract has elapsed, the institution may retain 30% of the tuition due
under the contract. If written notice of withdrawal is received by the institution, or a student is dismissed where
more than 10% and up to and including 30% of the period of instruction specified in the contract has elapsed,
the institution may retain 50% of the tuition due under the contract. If a student withdraws or is dismissed
where more than 30% of the period of instruction specified in the contract has elapsed, no refund is required.

Where a student did not meet the institutional and/or program specific minimum requirements for admission
through no misrepresentation or fault of their own, the institution must refund all tuition and fees paid under
the contract, less the applicable non-refundable student application or registration fee.

Where a student withdraws or is dismissed from their program, they are entitled to 100% refund of any as-yet to
be received consumables that have been pre-paid. Where a student withdraws or is dismissed from their
program after receiving technical equipment from the institution free of charge: The student must return the
equipment unopened or as issued within 14 calendar days; and if the student fails to return the equipment as set
out above, the institution may deduct the reasonable cost of the equipment from any amount to be refunded to
the student.

Refunds owed to students must be paid within 30 days of the institution receiving written notification of
withdrawal and all required supporting documentation, or within 30 days of an institution’s written notice of
dismissal.

If a student withdraws or is dismissed, payment is only required for session(s) attended.

LANGUAGE PROFICIENCY POLICY

All applicants, regardless of their citizenship status or country of origin, must demonstrate an appropriate level of
language proficiency. Prior to acceptance applicants must meet at least one of the following language proficiency
requirements:

e Option 1: Completion of 2 years of secondary education (including English 10 and 11 with a grade of ‘C’
or higher) from a country where English is one of the principal languages, or

e Option 2: Completion of 2 years of full-time post-secondary education at an accredited institution where
English is the language of instruction, or

e Option 3: Evidence of graduation from a language program with a minimum grade/level from a
Languages Canada accredited institution with an established pathway/articulation agreement allowing
direct entry (no further testing required) to a diploma or degree program at a public institution in
Canada. The pathway/articulation agreement must be current at the date of enrolment.
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e Option 4: Provide verified results for one of the English language proficiency tests listed below.
Test results must be dated no more than two years before the start date of the program.

e Mature student applicants: Applicant is 19 years or older at the start of the program and is a Canadian
citizen or permanent resident who cannot access is their educational records or provide sufficient
evidence of secondary or post-secondary education as outlined above:

o applicant provides attestation that they have completed at least three years of full-time
instruction in English in a country where the English is one of the principal languages, and

o Applicant completes an Accuplacer English Assessment (Next Generation: Reading, Writing and
WritePlacer) and achieves these minimum scores: Reading: 235; Writing: 235; WritePlacer: 4

Standardized English language test/assessments
PTIRU considers the following standardized English language test/assessment scores to be at a level equivalent to
IELTS 5.5 (academic).

International English Language Testing System (IELTS) Academic | Minimum overall score of 5.5

e Test of English as a Foreign Language (TOEFL) IBT | Minimum overall score of 46
e Canadian Academic English Language Assessment (CAEL) | Minimum overall score of 40
e Canadian English Language Proficiency Index Program (CELPIP) | Listening 6, Speaking 6, Reading

5, and Writing 5.
® Duolingo English Test (DET) | Minimum overall score of 95

Pearson Test of English (PTE) Academic | Minimum overall score of 43
Cambridge English Qualifications: B2 First exam (FCE) | Minimum overall score of 160 or "C"
May include other Cambridge Qualifications at a higher level (i.e., C2 Proficiency (CPE)).
e Cambridge Linguaskill | Minimum overall B2 level

Any expenses involved will be the responsibility of the applicant

The PTIRU considers education completed (in English) in the following countries as counting toward an
assessment of prior education in English.

American Samoa, Anguilla, Antigua and Barbuda, Australia, Bahamas, Barbados, Belize, Bermuda, Botswana,
British Virgin Islands, Canada, Cayman Islands, Dominica, Falkland Islands, Fiji, Gambia, Ghana, Gibraltar,
Grenada, Guam, Guyana, Ireland, Jamaica, Kenya, Lesotho, Liberia, Malta, Mauritius, Montserrat, New Zealand,
Nigeria, Seychelles, Sierra Leone, Singapore, South Africa, St. Helena, St. Kitts & Nevis, St. Lucia, St. Vincent & the
Grenadines, Tanzania, Trinidad & Tobago, Turks & Caicos Islands, Uganda, United Kingdom, US Virgin Islands,
USA, Zambia, Zimbabwe

WCI PRIVACY POLICY
INTRODUCTION

The West Coast Institute for Studies in Anthroposophy (WCI) is a training institute that provides programs and
courses for individuals who wish to learn more about Anthroposophy, as expounded by Rudolf Steiner and
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others, and about Waldorf Education which has been developed out of the insights of Anthroposophy. The West
Coast Institute for Studies in Anthroposophy was incorporated in 1998 under the British Columbia Society Act.

WCl is also a Developing Member of the Association of Waldorf Schools of North America (AWSNA).

WCl exists to provide related services to Clients. In compliance with the Personal Information Privacy Act of
British Columbia, WCI has developed the following Privacy Policy.

DEFINITIONS

Anthroposophy
Anthroposophy is a science of the Spirit informed by the life and work of Rudolf Steiner. (1861-1925)

Client
Students, Instructors, Mentors, and WCI personnel who request WCI to perform a service.

Collection
The act of gathering, acquiring or obtaining personal information from any source, including Third Parties.

Consent

Voluntary agreement with what is being done or proposed. Consent can be either express or implied:
Express Consent is given explicitly, in writing.
Implied Consent is where WCI can reasonably infer Consent based on the action or inaction of the Client
or Employee.

Contact Information
An individual’s name, title, address, telephone number and email address.

Disclosure
The act of making personal information available to Third Parties.

Express Consent
Any action by an Individual or Organization that specifically authorizes personal information collection, use or
disclosure.

Implied Consent
That which can be reasonably determined through the action or inaction of an individual or organization.

Personal Information
Any information about an identifiable individual recorded in any form; including an individual’s contact
information.

Privacy Officer
The individual appointed from time to time by the organization who is accountable for WCl’s compliance with the
policies outlined herein.

Services

WClI’s services include but are not limited to, the following: training programs, mentoring and follow-up, work
experience, and location of interim housing.
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Third Party
Any individual or organization other than WCI, the Client or the Employee.

Use
The treatment and handling of personal information by and within WCI.

PRINCIPLE 1: ACCOUNTABILITY

1.1 WCI will be accountable for all personal information under our control. Responsibility for compliance with
this Privacy Policy rests with our appointed Privacy Officer, who has sufficient authority within our organization to
ensure compliance. Complete confidentiality and security are not assured when using email or wireless
communication.

1.2 WCI has developed procedures to protect personal information; train staff regarding this Privacy Policy;
receive and respond to complaints and inquiries; and communicate the Privacy Policy to our Clients and
Employees.

1.3 Should WCI personnel or a student transmit personal information through email or wireless
communications, or request that WCl transmit personal information, WCISA will not be accountable for any
incurred damages.

14 WCI will employ contractual or other reasonable means to ensure that our suppliers maintain a

comparable level of personal information protection.

PRINCIPLE 2: IDENTIFYING PURPOSES

2.1 WCI will identify the purposes for which information is being collected, at or before the time of collection.
2.2 WCI collects personal information for the following reasons:

2.2.1.1 To provide services to Clients, or

2.2.1.2 To engage in an employee/employer relationship.
2.3 There may be situations where WClI is not required to explain purpose. These are described in Item 4.1.

PRINCIPLE 3: CONSENT

3.1 WCI will obtain student and WCI personnel consent for the collection, use and disclosure of their
personal information, except where detailed in Item 3.4.

3.2 Consent can be express or implied. Consent may be obtained in person, or via telephone, fax, email or
Internet.
3.3 WCI personnel or a student may withdraw Consent at any time, upon providing a written request and

subject to contractual restrictions. The Client/Employee will be informed that the withdrawal of Consent will
affect our ability to continue to provide them with services or maintain the working relationship.
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3.4 The requirement for Consent may be waived under these special circumstances:

3.4.1.1 When the use is clearly in the interests of the individual and consent cannot be obtained
in a timely manner, or

3.4.1.2 Where certain information is publicly available, or

3.4.13 For law enforcement and national security purposes, or

34.1.4 To our corporate lawyer.

PRINCIPLE 4: LIMITIN LLECTION

4.1 WCI collects personal information for our defined purposes by fair and lawful means and does not
deceive individuals about the purpose for which the information is collected.

4.2 No suppositions, interpretations or assumptions made by WCI personnel will form any part of the Client
or Employee file.

PRINCIPLE 5: LIMITING USE, DISCLOSURE AND RETENTION

5.1 WCI will only use the information gathered for the purposes identified in our Privacy Policy.

5.2 WCI will not sell student lists or personal information to any Third Parties.

5.3 Personal information is retained for seven (7) years.

5.4 The retention period for Employee personal information is as required by law or by the Canada Customs

and Revenue Agency, whichever is greater.

PRINCIPLE 6: ACCURACY

6.1 WCI will make every reasonable attempt to ensure student and WCI personnel personal information
collected on behalf of the organization is accurate and up to date.

6.2 WCI personnel will confirm that the Client personal information on the Application for Admission Form is
correct.
6.3 Where WCI concurs that a correction to personal information is required, every effort will be made to

correct our current records.

PRINCIPLE 7: SAFEGUARDS

7.1 WCI maintains appropriate security safeguards to protect personal information. Mentor and Instructor
information concerning a student remains private and is only shared with the ProgramDirector with the
permission of these three people.

7.2 All WCI staff must sign a Confidentiality Agreement that affirms the individual’s compliance with this
Privacy Policy.
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7.3

All Subcontractors must provide a copy of their privacy policy upon request. Sub contractors may be

required to submit a Supplier Compliance Form that affirms compliance with this Privacy Policy.

7.4

7.5

All electronic files are password protected. Paper files will be maintained in locked filing cabinets.

When personal information is no longer required to fulfill the purpose, WCI will dispose of this

information in a safe and secure manner.

PRINCIPLE 8: OPENNESS

8.1

8.2

WCI will provide a Privacy Policy Leaflet that summarizes the WCI Privacy Policy. The

contents of the Leaflet will also be available on the corporate website.

WCI will make the following information available:

8.2.1 The name, title and address of the person who is accountable for compliance with the
WClI Privacy Policy,

8.2.2 The means of gaining access to personal information in our custody,

8.2.3 Adescription of the type of personal information in our care and how it is used, and

8.2.4 A copy of our Privacy Policy.

PRINCIPLE 9: INDIVIDUAL ACCESS

9.1

Officer.

9.2

An individual desiring access to personal information must submit a written request to our Privacy

WCI will, upon confirmation of identity, provide access to the personal information within 30 business

days, unless we notify the individual that we require a longer period to respond.

9.3

9.4

9.5

9.6

Exception: WCI will not disclose personal information when the Privacy Officer

determines that:
9.3.1 The disclosure could reasonably be expected to endanger the safety of physical or mental

health of individuals other than the individual who made the request, or

9.3.2 The disclosure can reasonably be expected to cause immediate or grave harm to the
safety or to the physical or mental health of the individual who made the request, or
9.3.3 The disclosure would reveal the identity of an individual who has provided information
about another individual and the individual providing the personal information does not consent
to disclosure of his/her identity.

Requests for access or correction to personal information must be accompanied by a written application.
The application must enable WCI to identify the individual and the personal information or correction
being sought.

WCI will make every reasonable effort to assist each applicant with the request and to respond to each
applicant as accurately and completely as possible.

Where access is refused, WCI will explain to the applicant the reasons for the refusal and will provide
information on alternative recourses.
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9.7 WCI will not charge the applicant a fee for providing this information.

PRINCIPLE 10; CHALLENGIN MPLIANCE

10.1  To file a complaint about the WCI Privacy Policy, please write to:

Name: Kate Reynolds — President

Title: Privacy Officer

Company: West Coast Institute for Studies in Anthroposophy
Address: PO Box 219, Duncan, BC V9L 3X3 Canada

10.2  Where the WCI Privacy Officer is unable to address the individual’s concerns; the issue can be referred to
the Privacy Commissioner of British Columbia. The contact information for the Information and Privacy
Commissioner for BC is as follows:

Office of the Information and Privacy Commissioner for British Columbia
P.O. Box 9038, Stn. Prov. Govt., Victoria, B.C. VBW 9A4

4th Floor, 947 Fort Street, Victoria BC V8V 3K3

Telephone: (250) 387-5629

Callers outside Victoria can contact the office toll-free by calling Service BC requesting a transfer to (250)
387-5629.

Service BC
Vancouver: (604) 660-2421
Elsewhere in BC: (800) 663-7867

info@oipc.bc.ca
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ANTI-RACISM POLICY

West Coast Institute is committed to establishing and maintaining an inclusive learning environment to welcome,
celebrate, and understand differences. Integral to social justice, WCI embraces Diversity, Equity, Inclusion and
Justice as a pathway to address implicit and explicit biases. A humanized education is founded on the
individuality of each person and the universal spirit living within every human being is integral to healing and for
lives filled with purpose and meaning. The best possible environment for working, learning and living is one in
which respect, civility, diversity, opportunity and inclusion are acknowledged.

WCl is committed to a culture of anti-racism and racial equity. We recognize that racism—whether individual,
institutional, or systemic—creates significant barriers to opportunity and belonging. We are dedicated to
identifying and dismantling these systems and fostering an environment where every individual, regardless of
their race, ethnicity, or national origin, feels safe, respected, and valued.

Definitions

Anti-Racism: The active process of identifying and eliminating racism by changing systems, organizational
structures, policies, and practices.

Systemic Racism: Patterns of behavior, policies, or practices that are part of the structures of an organization,
and which create or perpetuate disadvantage for racialized persons.

Microaggressions: Subtle, everyday slights or insults directed toward people of color.

Scope

This policy applies to all employees, volunteers, contractors, and board members in all aspects of organizational
life, including recruitment, hiring, performance reviews, and service delivery.

Our Commitments

Inclusive Practices: We will ensure that our hiring, promotions, and decision-making processes are designed to
eliminate bias and increase representation of racialized individuals.

Education: We will provide ongoing anti-racism training for all staff and leadership to build collective capacity for
racial justice work.

Fair Representation: We will use inclusive, bias-free language in all communications and ensure diverse
representation in our promotional materials.

Prohibited Conduct

We do not tolerate any form of:

e Direct or indirect racial discrimination.
® Racial harassment or microaggressions.
e Retaliation against anyone who reports an incident of racism.
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Reporting and Investigation: Any individual who witnesses or experiences racist conduct is urged to report it
immediately to a program director. All reports will be handled with as much confidentiality as possible.
Investigations will be conducted promptly, fairly, and with a focus on supporting the affected individual.

Consequences for Breach: Violations of this policy will result in corrective action, which may include mandated
training, formal warnings, or termination of employment or partnership.

Policy Review: This policy will be reviewed annually to ensure it remains effective and aligned with current best
practices in racial equity.

RESPECTFUL AND FAIR TREATMENT OF STUDENTS POLICY

The West Coast Institute for Studies in Anthroposophy (WCI) (PTIRU # 1D-02287) is committed to ensuring that
its learning environment promotes the respectful and fair treatment of all students. WCI endeavours to realize
this commitment by establishing employment and educational practices that respect the dignity of individuals
and make it possible for everyone to live, work, and study in a positive and supportive environment, free from
harmful behaviours such as bullying and harassment.

The best possible environment for working, learning and living is one in which respect, civility, diversity,
opportunity and inclusion are respected. All WCl community members are required to conduct themselves in a
manner that upholds these principles in all communications and interactions with fellow WCI community
members and the public in all WCl-related settings.

While at training sessions on the premises of Sunrise Waldorf School, Vancouver Waldorf School or in an online
classroom, or any other premises rented by WCI and/or during activities or events hosted by the West Coast
Institute the following activities are prohibited:

e Bullying: Any act of persistent, offensive, abusive, intimidating or insulting 1ehavior, abuse of power or
unfair penal sanctions which causes the recipient to feel threatened, humiliated or vulnerable, which
undermines their self-confidence and which may cause them to suffer stress.

e Discrimination: Intentional or unintentional treatment, which can be individual or systemic, that
imposes burdens, obligations, or disadvantages on or limits access to opportunities, benefits and
advantages to specific individuals or groups as defined by the B.C. Human Rights Code and for which
there is no bona fide and reasonable justification.

e Harassment: Any comment or conduct that one knows or ought reasonably to know is unwelcome, that
creates a negative impact for the recipient, and that is related to one or more of the prohibited grounds
of discrimination as set out in the B.C. Human Rights Code.

e Retaliation: Any act of vengeance or retribution, directly or indirectly, against any individual who, in
good faith, complains, gives evidence or otherwise participates in a process under this Policy. WCI
considers retaliation to be a serious matter as it prevents potential complainants, witnesses, and
administrators from acting on their concerns.

e Systemic Discrimination: Any pattern of behavior, policies or practices that are part of the structures of
an organization, and that create or perpetuate disadvantage related to one or more of the prohibited
grounds of discrimination as set out in the B.C. Human Rights Code.
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e Violence: Any act or treatment in which physical force or verbal aggression is exerted for the purpose of
causing harm or injury.

If, under any circumstances, a prohibited activity occurs, the following outlines the process for addressing the
activity:

General Procedures

1. Inthe event that a Program Director, faculty member, Administrator or staff member receives a report of
or observes an occurrence of conduct in conflict with this policy, that person shall take appropriate
action, dependent upon the severity of the occurrence. The occurrence must be first reported to the
Administrator or Program Director.

2. Members of the WCI community having any concerns or a complaint regarding violations of this policy
may contact a representative of WCI for assistance and advice. In the event that anyone observes an
occurrence of conduct in conflict with this policy, he/she has the right and responsibility to report the
incident to a WCI representative without fear of reprisal.

Reporting Procedures
1. If the situation warrants, emergency services should be called by dialing 911 from any facility telephone.
2. A complainant may ask for support from any WCI representative to communicate his/her concerns to the
respondent and attempt to resolve the situation or incident.
3. If the situation cannot be dealt with in this manner, a complainant may follow the process of filing an
informal or formal complaint.

Complaint Procedures

1. Informal Complaint: The complainant should contact the Administrator or the Board President who will
attempt a mediated resolution of the complainant's concerns. This may involve meeting with both the
complainant and the respondent in order to achieve an informal resolution of the complaint. A brief
written record signed by both parties should be kept in their respective files.

2. Formal Complaint: The complainant may file a formal, written complaint with the Administrator or the
Board President who will then refer the complaint to the Board of Directors. In order for a complaint to
be investigated, the written complaint must be filed within sixty (60) calendar days after the most recent
alleged incident.

The complainant should attempt to make a written record of the incident(s), including the name of the
respondent, dates, and names of witnesses and particulars of the alleged improper conduct. The complaint
should also document any previous attempts to have the respondent cease the unwanted behaviour.

In the event the complainant initially elects to proceed informally and efforts to resolve the complaint are
unsuccessful, the complainant retains the right to proceed with a formal written complaint, provided it is filed
within the above-noted time limit.

Investigation of a Formal Complaint

Records concerning the investigation of a formal complaint will be maintained in a separate confidential file
under the jurisdiction of the Administrator. To the extent reasonably possible, the complaint, the names of the
relevant parties and witnesses, and the circumstances surrounding the complaint, will be kept confidential.
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Investigation may be conducted, where appropriate, by a Special Committee that will consist of five (5) of the
following, to be determined by the Chairperson, depending on the complaint and whether the complainant is an
employee or a student of WCI:

WCI Board Chairperson or delegate from the Board of Directors
Administrator

Program Director

1 student selected by WCI Students

1 faculty member selected by WCI Program Directors

If any member of the Special Committee is party to the allegations under consideration, they will absent
themselves from the investigation. The constituent group of which this person is a member shall then arrange for
an alternate to sit on the Special Committee for those proceedings. All appointments to the Special Committee
are reviewed annually and will be in effect for a minimum of one (1) year.

Upon receipt of the filed written complaint, the Special Committee will provide the respondent with a copy of
the written complaint, as well as a copy of this policy.

The Special Committee’s role is to attempt to determine if a violation of this policy has occurred, and if it has, to
recommend appropriate action to the Administrator.

Following completion of the investigation, the Special Committee shall report in writing, with recommendations
for disposition of the complaint, to the Administrator for WCI. A copy of the letter shall be provided to both the
complainant and the respondent. Unless circumstances otherwise reasonably warrant, this letter will be issued
within thirty (30) calendar days from the time the formal complaint was initially filed. The complainant and the
respondent may submit written representations to the Chair of the Special Committee with respect to the
Special Committee’s letter.

The WCI Board of Directors shall review the letter of recommendations, and render a decision with regard to the
complaint. Unless circumstances otherwise reasonably warrant, the WCI Board of Directors shall issue a decision
within fifteen (15) calendar days from receipt of the Special Committee’s letter.

All records relating to the complaint shall be filed separately from employee’s files and will be maintained in the
office of the Administrator. All records related to a formal complaint will be kept on file for a period of not less
than three (3) years and will be destroyed thereafter as per WCI policy regarding records management. The
decision of the Board of Directors is final and binding.

Disciplinary Procedures
1. Violations of any provisions of this policy may be subject to actions as follows:
employees — disciplinary action up to, and including termination and/or legal sanctions
other members of the WCI community — possible loss of privileges of participation in any programs,
access to the facilities or removal from any volunteer position and/or legal sanctions
2. Allegations that prove to be unsubstantiated and made maliciously or knowingly to be false will be
viewed as a serious disciplinary offense, and dealt with appropriately.

A complainant who has acted in accordance with the requirements of this policy and the related procedure is
protected against reprisal.
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SEXUAL MISCONDUCT POLICY
Background:

The West Coast Institute for Studies in Anthroposophy (WCI) is committed to ensuring that its learning
environment promotes the respectful and fair treatment of all students. WCl endeavours to realize this
commitment by establishing employment and educational practices that respect the dignity of individuals and
make it possible for everyone to live, work, and study in a positive and supportive environment, free from
harmful behaviours such as sexual harassment, assault or any other form of sexual misconduct.

The best possible environment for working, learning and living is one in which respect, civility, diversity,
opportunity and inclusion are respected. All WCI community members are required to conduct themselves in a
manner that upholds these principles in all communications and interactions with fellow WCl community
members, students and the public in all WCl-related settings.

Principles and Commitments:

WCI will not tolerate sexual harassment, assault or any other Sexual Misconduct during training sessions or
Intensive Courses at the Sunrise Waldorf School, Vancouver Waldorf School or in an online classroom, or any
other premises rented by WCI and/or during activities or events hosted by the West Coast Institute.

WClI recognizes the diversity of the WCI community and that each person will be affected differently by Sexual
Misconduct or violence in considerations such as: sexual orientation, gender identity, racial or ethnic
background, faith, age, socio-economic status and previous experiences of trauma. WCl commits to taking this
into account while carrying out its responsibilities under this Policy.

WCl is committed to respecting the rights of those who Disclose to make their own decisions about accessing
support services and accommodations or pursuing external processes such as a criminal or civil action.

If the Board Chair or any investigator has a real or apparent conflict of interest in a particular matter, then that
individual will not continue with their involvement and an appropriate alternative individual will be identified.

Similarly, WCI will provide support to members of the WCI Community who have had reports of Sexual
Misconduct of any nature made against them.

WCl is committed to procedural fairness and will respond to and address Disclosures or Reports in a timely
manner according to the procedures laid down in this Policy.

Disclosures

The decision to Disclose and the decision to Report are separate decisions. An individual may choose to Disclose
Sexual Misconduct without making a Report. Consequently, Disclosure does not necessarily result in a Report
being made, nor might it initiate an investigation.

WCI will make appropriate support services and accommodations available to members of the WCI Community
on the basis of a Disclosure, regardless of whether or not they decide to make a Report.
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Accommodations may include:
Change of housing

Class schedule changes
Safety planning

Academic accommodations

WClI recognizes that disclosures of Sexual Misconduct are most often made to someone the individual making
the Disclosure already knows. If a Disclosure is made to a member of the WClI Community who is not trained to
receive Disclosures, that member is encouraged to contact the Board Chair for support and information on how
best to respond to a Disclosure.

W(CI commits to respecting the individual’s right not to make a Report and will keep the Disclosure confidential.
In exceptional circumstances, where required by law or where there is a risk of significant harm to anyone’s
health or safety and, at the discretion of the Board Chair, WCI may notify third parties such as the police.

If WCI notifies a third party the Board Chair will inform the individual who made the Disclosure and will ensure
that appropriate support services are made available.

Reports

Anyone directly subjected to Sexual Misconduct can make a formal, written Report against a member of the WCI
Community under this Policy. The Report should include the name of the respondent, dates and names of
witnesses (if any) and particulars of the alleged sexual misconduct.

Reports must be submitted to the Board Chair who will address them in accordance with the Procedures to this
Policy.

Definitions

Sexual Misconduct is any sexual act or act targeting an individual’s sexuality, gender identity or gender
expression, whether the act is physical or psychological in nature, that is committed, threatened or attempted
against an individual without that individual’s Consent. This includes but is not limited to: sexual assault, sexual
exploitation, sexual harassment, stalking, indecent exposure, voyeurism and the distribution of sexually explicit
photographs or videos of a person without their Consent.

Consent is the voluntary agreement to the act or acts in question and to continue to engage in the act or acts.
Consent cannot be implied, and it can be revoked at any time during the act or acts in question.

WCI Community are students, employees, independent contractors, holders of teaching appointments, housing
providers or anyone involved in WCI business.

Investigation of a Formal Report

Records concerning the investigation of a formal complaint will be maintained in a separate confidential file
under the jurisdiction of the Business Administrator. To the extent reasonably possible, the complaint, the names
of the relevant parties and witnesses, and the circumstances surrounding the complaint, will be kept
confidential.
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Investigation will be conducted by a Special Committee that will consist of four of the following, to be
determined by the Board Chair:

e WHCI Board Chair or delegate from the Board of Directors

® Program Director

e Business Administrator

e One faculty member selected by WCI Program Directors

The Special Committee’s role is to attempt to determine if a violation of this policy has occurred and, if it has, to
recommend appropriate action to the Board Chair. The committee may investigate in any manner they deem
appropriate in order to obtain the information required. This may include, but is not limited to:
® Requesting a written response to the Report from the Respondent, including a list of any potential
witnesses along with a description of the information those witnesses are expected to provide, and any
relevant documents, including any social media communications
Meeting with or requesting further information from the Complainant
Meeting with or requesting further information from the Respondent
Meeting with or requesting further information from any other individuals who may have information
relevant to the investigation, including any witnesses identified by the Complainant or the Respondent
e Inviting the Complainant and the Respondent to submit questions they believe should be asked of the
other party or any witness, although the decision as to whether to ask such questions is entirely within
the discretion of the Special Committee

Except in exceptional circumstances, investigations will be completed within 60 calendar days of the receipt of

the Report.

In all investigations the Respondent will be fully informed of the allegations made against them and will be given

the opportunity to respond.

Following completion of the investigation, the Special Committee shall report in writing, with recommendations
for disposition of the complaint, to the WCI Board Chair. The Report will normally include:

e A summary of the evidence considered

® Any assessment of credibility that is required to render a determination and

e The findings of fact, and a determination as to whether, on a balance of probabilities, Sexual Misconduct

has occurred.

A copy of the report shall be provided to both the Complainant and the Respondent. The Complainant and the
Respondent may submit written representations to the Special Committee with respect to their report.

All records relating to the complaint shall be filed separately from employee’s files and will be maintained in the
office of the Business Administrator. The decision of the Board Chair is final and binding.

Disciplinary Procedures
Violations of any provisions of this policy may be subject to actions as follows:

a) Employees: disciplinary action up to, and including, termination and/or legal sanctions
b) Other members of the WClI Community: possible loss of privileges or participation in any
programs, access to the facilities or removal from any volunteer position and/or legal sanctions.
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Allegations that prove to be unsubstantiated and made maliciously or knowingly to be false will be viewed as a
serious disciplinary offense and dealt with appropriately.

Any Complainant who has acted in accordance with the requirements of this policy is protected against reprisal.

W(CI FACULTY HIRING & DISMISSAL POLICY
Faculty Hiring Procedure
It is the task of Program Directors to hire faculty to teach the courses in their respective programs.

Criteria for WCI Faculty:
e Must have a certificate, diploma or post-secondary degree relevant to the subject matter and two years
of full time work experience in a career occupation relevant to the subject matter of the course, or 10
years of full time work experience in a career occupation relevant to the subject matter of the course.
e Must have taught at least one cycle in the grades or EC programs or have taught the subject matter/WCl
course content for several years.
Must be in good standing with their own school or institute
Must have demonstrated skills in teaching adults or be willing to be mentored
Must be able to work independently and in collaboration with other faculty

The instructor of a vocational or practical course who provides 20% or more of the hours of instruction,
other than the hours of instruction for a work experience component, must complete at least 5 hours of
professional development each year in either an area relevant to the subject matter of the program or
instructional delivery, design, assessment, or evaluation.

Process for hire:
e When searching for new faculty, Program Directors will consult with each other, other institute program
directors, their own core faculty/ and/ or pedagogical directors of other Waldorf schools.
Program Directors will interview candidates either in person or virtually.
Program Directors make the decision to hire based on above criteria.

Once the decision to hire is made, the Program Director informs the Administrative Director and sends the
needed contact information.

The Administrative Director creates and updates all faculty personnel files prior to each session. The Program
Directors inform the Administrative Director of the faculty and number of hours each instructor will teach in each
session. Prior to each session, the Administrative Director writes “letters of engagement” to all faculty detailing
number of hours and total remuneration.

Faculty Dismissal Procedure

Dismissal of Faculty: It is the task of the Program Directors to ensure that the faculty are fulfilling their role in an
engaging and appropriate manner.

To support this:
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® Program Directors annually visit the classes being taught and compile an ‘Instructor Review’ report
which is shared with each faculty member.
Students submit a ‘Faculty Feedback’ form to the Program Director for each course at every session.
The Program Directors review the Faculty Feedback forms and share them with each individual faculty
member.

If concerns arise as a result of information from any of the above processes, the following procedure is put in
action:

Step 1

After reviewing the documents above the Program Director puts together a clearly written statement of concern.
The Program Director meets with the faculty member to share and present the concern and a plan of action is
mutually agreed upon with a timeline. The Program Director ensures that the plan for change has been
successfully implemented within the timeline. The initial meeting may be augmented by additional personnel
when their particular expertise is deemed helpful by either the Program Director or the faculty member.

Step 2
In the event that the above has not been fully successful, a new plan of action is mutually agreed upon with a
timeline.

Step 3
If the faculty member is unable to enter into a plan of action or fulfill an agreed upon plan, the faculty will be
replaced if in session, and/or not be re-engaged.

WCI ADMIN HIRING REVIEW AND DISMISSAL POLICY
Admin Hiring Procedure

It is the task of the West Coast Institute Hiring Committee to hire personnel including Administrator, Program
Directors, Site and Sessions Manager, Advertising Manager and/or any other new position deemed necessary by
the WCI Board of Trustees.

Process for hire:

When searching for a new Administrator, Program Directors, Site and Sessions Manager, Advertising Manager
and/or any other new position, the hiring committee will create or update a comprehensive role description,
advertise appropriately, interview candidates either in person or virtually, consult with references and make
offers of employment and or offer a contract.

Once the decision to hire is made, the WCI Hiring Committee informs the WCI Board of Directors.

W(CI Performance Review Committee Mandate
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The purpose of the committee is:

i) to uphold the standards of the organization and ensure that the students are receiving the information
and education as outlined in each program thereby allowing them to receive a Waldorf teaching certificate.

(ii) to ensure that the Program Directors and Administration staff are receiving the support they need to
present the programs in an appropriate manner.

(iii) to help facilitate appropriate communications between Board Directors, Program Directors and
Administration Staff.

The Review Committee will consist of two members selected by the Board for this purpose; it may be augmented
by additional personnel when their particular expertise is deemed helpful by any member of the committee, or if
the person undergoing the review requests it. All matters discussed will remain confidential.

The committee will ensure that:

® Program Directors and Administration staff of the West Coast Institute have a job review at least every
second year.
o The Self-Evaluation Form is completed by each person undergoing a review.

After reviewing the completed forms the committee will meet with each person individually to discuss the
contents.

Following a review, if the committee recommends action be taken, this is brought to the Board for approval. If
follow-up action is required, the committee will be responsible for it taking place.

Admin Dismissal Procedure
Dismissal of Program Directors and Administration Staff:

It is the task of the Performance Review Committee to ensure that the Program Directors and Administration
Staff are fulfilling their respective roles.

If concerns arise as a result of a performance review, the following procedure is put in action:

Step 1

The Performance Review Committee meets with the person to share and present the concern(s) and a plan of
action is mutually agreed upon with a timeline. The Performance Review Committee ensures that the plan for
change has been successfully implemented within the timeline. The initial meeting may be augmented by
additional personnel when their particular expertise is deemed helpful by either the Performance Review
Committee or the person involved.

Step 2
In the event that the above has not been fully successful, a new plan of action is mutually agreed upon with a
timeline.
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Step 3
If the person involved is unable to enter into a plan of action or fulfill an agreed upon plan, they will be
dismissed, following provincial guidelines.

WCI WORK EXPERIENCE POLICY
Work Experience Arrangement

The Supervising Mentor assigned to each In-Service Student arranges the Work Experience Mentoring visits with
the In-Service Student and their place of work.

Placement Process

The students agreed that their supervising mentor will communicate with the students' place of work to arrange
two 8 hour day Work Experience visits in their first and second year of the training.

Participation Requirements

The student must be an In-Service student, meaning those working at least three days per week in a Waldorf
Birth to Three, or Birth to Seven, setting. The student must be present, and teaching, for 8 hours per day of Work
Experience observation.

BIRTH TO THREE STUDENTS WORK EXPERIENCE
In-service Students (those working at least three days per week in a Waldorf Birth to Three setting)
2 days (1 day X2, 8 hours per day) of Work Experience mentoring visits in their own classroom.

BIRTH TO SEVEN STUDENTS WORK EXPERIENCE
In-service Students (those working at least three days per week in a Waldorf Birth to Seven setting)
4 days (2 days X2, 8 hours per day) of Work Experience mentoring visits in their own classroom.

Evaluation Process

Upon completion of the Supervising Mentor/Work Experience visit, the Supervising Mentor/Work Experience
completes a written report which is shared with the student and the Waldorf Early Childhood Educator Program
Co-Directors.

WCI GOOGLE WORKSPACE FOR EDUCATION POLICY

WCI uses Google Workspace for Education (formerly known as G Suite for Education) to manage classrooms and
assignments, to share each session's schedules and course outlines and to communicate with students via email
at their WCI email address. Each enrolled student is given a WCI Username (email address) and access to all
accompanying Google Apps. It is the student’s responsibility to regularly check their WCI email, as that is the
email address all WCI communications will go through.
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Google Classrooms and the posted materials for each cohort will be available during the two year training
period, and for two years after the training ends. After this time the Classrooms will be archived and will no
longer be available.

On graduation from a WCI program: WCI graduates are welcome to keep their WCI User (email address) and
access to all accompanying Google Apps (with the exception of Classrooms as outlined above) indefinitely.

On withdrawal from a WCI program: A withdrawn student’s WCI User will be closed three months from their
withdrawal date and they will no longer have access to emails sent to their WCl email address, or Classroom
handouts, recordings, etc.

In the event that WCI discontinues using Google Workspace for Education we will notify current Users so they
can move their documents, email contacts, etc. three months beforehand.
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