Admission Handbook

SLA Admission Handbook V24.0 SLA-009-02-06 1



IMISSION STAtEMIENT ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e ees 4
o TN 4
AMUSSION REQUITEMENLS ...ttt ettt e s et et e st e st e st e et e st e et e st e e st e st e e e st e st e e st e ebneenaeeeanneenneeeans 4
Y0 Lo LT T =T LRy A e 1 Lo B SR 4
SEUTCNT OFI@NTALION ..ottt ettt et ettt ettt ettt et ettt e bt ettt e st e et e bt e et e be e ettt e asse ettt e saneenuseenaneenns 5
Accessibility aNd EQUItADIE ACCESS POLICY ........cc.ueeeueeiiiieieeeeeee ettt ettt sttt ettt e ettt e et e st e e st e s teeesaeseauneenaeeeans 5
BOOKING AN CANCEIIATION POLICY ....cc..eveeeeeiiieeeeee ettt e et e et e e ettt e e e et e e et e e ettt e e eaastaaeaasseaaaatseaaaassaeaeaasseaasssssanasssssenssssaessarenanns 6
Code of Conduct and Professional SEANAAIAd POLICY ...........cocueueieeeiiieieeseieeee ettt ettt ettt et sate et esateesaneenaeeeaes 7
INSErUCtOr QUALIFICATION POLICY ......vveeeeeeeeeeeee ettt ettt e et e ettt e e ettt e e et e e ettt e e e e ts e e e eataa e e e assaaeeatseaaaastsaseaassaaeaassssaeastsssenssssaenaassnaans 8
ALendance aNd WItRAIrGWAI POLICY ..........coc.eeoiueoieeieeee ettt ettt ettt e e st e et e st e et e st e e st e ebeeenaeseanseenaeaeans 9
L 1L o N TTa ][ Lo I a{=ere ] o USSR 10
L R € o TV Lo IR Yol o Yo ] TSRS 10
TUTEION TOX CTEAIT.......eeneeieeeeee ettt ettt et e bttt sttt e st sttt e st s e bt e s it e bt e st e s aas e e s anesssneesineenaneenateenaneens 10
Lesson Recording and PUBIICALION POLICY ........ccc.coovueeeiuiieieeiiieeeeee ettt ettt ettt ettt s e st e et e st e st e st e s neasbeessee s 11
o Ta Lo [V oo Tl ol o) ol =T Loy XY =X XY g =1 o | USRS 11
SEUAENT EVAIUGEION POLICY ...c.uveeeeeeeeeeeee ettt ettt ettt et e ittt ettt ettt et e et e e st e et e e st e e bt e eaeeebseenseeesneenseenans 11
(G o Lo [ YT o=t | I o] | [y U SUP TN 12
COUNSEIING SUPPOIT POIICY....eveeeieeeeeeee ettt e ettt e e et e e st e e e ettt e e s aste e e s sse e e e e sttt e eaasseaesnsteaaaasteaeaaasteasaasseassssenasansteesnnssees 12
DiSPULE RESOIULION POLICY ......evveeieeeeieeeee e ettt ettt e e e e ettt e e e e e e e ettt e s e e e eaa st taaeeaaeeasastsseeaaaaesasssssseaaaassaasssssasssassessnsssneaaaananas 13
(O =To [ N T Ky = gl o) o SRS 14
Vi Yolo Lo [=Taq T ol s Ta=1e 4 15 VA ude] | (o) VAP UUUROE 14
0o T =o)Ly SRS 15
Lo L=t e oy VU UUP ST 15
= 0 Lo [ o [ 1oy VSRS 16
R (VLo [=Te T D =] o Lo X 1 Al o) (o) U UPUR 18
Quality Assurance and ContinUous IMProOVEMENT POLICY ..........ccueecueeesuieeiiiieieeesieeesite ettt sttt ettt e st e st esbeessessbaesseesbeesseees 18
Diversity, EQUity, QN INCIUSION (DEI) POLICY ........ooeeeeeeeeeeeeeeeeee et e ettt e ettt e e et e e e et a e et e e e e ataaaeestsaseeaatssaeasssaeatssaaeaatssseeasseas 19
HArassmMent & ANTi-RACISIN POIICY ........ueeeeeeeeees e e e ettt e e et e e e ettt e e et e e st e e e ettt e e sasseae e ssteaaansseaaansesasansssasassenasnnsseassnnsees 20
RY=2 (Vo 1LY [XYoloY o Lo [V of f o] | Loy VSRR 21

SLA Admission Handbook V24.0 SLA-009-02-06 2



Anti-Retaliation and SAfe DiSCIOSUIE POLICY .........cc..cooueeniieiiieiieeeeet ettt ettt s e s e st e st e st e st e saaeesseasanee s 24

Domestic Violence and DULY-TO-REPOIT POLICY ............uueeuueeeeeieie e st tee e e ettt e e ettt e ettt e e e ettt e e eateaeeasaeaaatsaaeassseaessssasasssssasasseasensees 25
Student Safety, HEAIth & FItNESS POLICY ........c.c.coeoueeeieieeeeeeeee ettt ettt ettt ettt et e ettt e st e st e et eeteaesseeeatneesaeeeans 26
Instructor aNd StUAENT BOUNGAIIES POLICY ............oooeueeeeeeeeeeeteeeeee et te e ettt e e ettt e ettt e e e ettt e e e aateaaeaasasaeastseseaassesasaasssaeassesasantsessenssees 29
Critical Incident & Crisis MANAGEMENT POLICY ..........cooueieiueeeiiieieeeeeee ettt ettt sttt e et s e et e st e s seasteaeasee s 30
Emergency Response and EVACUGLION POLICY ..........cc.uueeeueeeeeeiieeeeeee ettt e ettt e e ettt e et ate e e ettt e eestaaaeasaaaaassseaeaaasaeaeasssasasssesasantsessanssees 32
EMEIGENCY RESPONSE PION ...ttt ettt et e et e st e et e et e et e st e e st e st e e st e s bt e easeasateeeaneesateesanees 32
Privacy and Personal INfOrmation PrOTECLION POIICY...........eeccuuieeeceeeeseteeeeecteeeeett e ettt e e sttt e e ettt e e ataeeaatteaeesasetasssssasasssssasasseaeenssees 33
SEUAENT SEALEMENT Of RIGATS....cc.eeeeeeieeeeeeee ettt ettt ettt e et e et e ettt et e ettt et e et e e st e s atseenaeeebneenseeetneenaeenans 34

SLA Admission Handbook V24.0 SLA-009-02-06 3



EA LAND A
FLIGHT CENTRE
Mission Statement

"SLA (Sea Land Air Flight Centre)'s mission is to provide the safest possible pilot training while delivering exceptional
service to our clients while employing state-of-the-art equipment. The goal is to train career Commercial Pilots to
operate modern passenger aircraft with both airlines and charter companies."

Policies

Admission Requirements

SLA accepts students who have the prerequisites as determined by the Canadian Aviation Regulations. In the case of the
Flight Instructor Rating, SLA accepts students when the Class 1 Instructor considers the individual as a potential
instructor candidate. Successful completion of the rating does not guarantee employment at SLA as it will depend on
hiring needs of the school. The following three steps are required for a candidate prior to the registration for the Flight

Instructor Rating program.

1. The Class 1 Instructor will conduct an interview using interview form [SLA-063-03-22] to assess the potential
suitability of a candidate. A candidate is requested to present the followings at the interview:
e CPL flight test report
e  CPL written examination result
e Personal logbook

2. The Class 1 Instructor will conduct a flight review using Sea Land Air Evaluation Form [SLA-059-03-22] when:
e Commercial Pilot License has been completed at another flight training unit
e  Flight proficiency up to commercial standard has yet to be demonstrated to the Class 1 Flight Instructor

3. The Class 1 instructor will provide a course orientation for the candidate to understand what is expected during the

training.

Student Registration
Prior to registration, an orientation session with the administrator is necessary to determine that the applicant has the

prerequisites as determined by the Canadian Aviation Regulations for their selected program. All new students and
renters admitted to SLA shall complete the appropriate registration forms prior to commencing any flying activities or
ground school. All students and renters are required to complete the Enrolment Form/Flight Activity Waiver [SLA-017-
03-14] and Aircraft Rental Agreement during registration. A photocopy of the license and medical certificate is required
to be kept on file for all licensed pilots.

New Students are required to review and/or complete the following documents:

1. Welcome to SLA[SLA-018-03-14]
2. Admission Handbook [SLA-009-02-06]
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Learning to Fly [SLA-010-06-13]

Course Outline’

Transport Canada — Study and Reference Guide®
Transport Canada — Flight Test Guide®

Pilot Training Record (for RPP, PPL, CPL, FIR)

PTIRU Enrolment Contract Form(s)

£ ® N o v A~ W

Credit Card Authorization Form (if maintaining a credit card on file)

Student Orientation

All students are given orientation during the first session with an instructor, usually during the introductory flight.
Orientation consists of a tour of the facilities highlighting key areas of the premises including Dispatch office, Instructor
Office, Lounge, washroom and classroom. Students are also guided through the maintenance hangar and informed of
access to the aircraft and the apron. During this time the student is briefed on routine procedures for pre-flight
preparations, where to access required forms and documents for the flight and how to access the weather briefing
station.

Accessibility and Equitable Access Policy

1. Purpose
This policy ensures that students have equitable access to school programs, services, and learning opportunities,
consistent with reasonable and practical limits of aviation training.

2. Scope
This policy applies to all learning environments, administrative processes, and physical locations used by Sea Land Air
Flight Centre.

3. Commitment to Accessibility
The school is committed to providing access to programs and services in a manner that respects dignity, inclusion, and
equal opportunity.

4. Reasonable Access
Where accessibility barriers exist due to facility layout, training environment, or aircraft/simulator constraints, the
school will make reasonable efforts to identify alternative approaches or supports.

! Course Outline: SLA-001-11-12, SLA-002-11-12, SLA-003-11-12, SLA-004-11-12, SLA-005-11-12, SLA-006-11-12, SLA-007-11-12, SLA-
008-11-12.
2Study and Reference Guide: TP12880, 12881E, TP691E

3'Flight Test Guide: TP13723, TP13462, TP219, TP9939E.
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5. Process When Barriers Are Identified
The school may:

e Provide alternate methods of participation where feasible
e Modify administrative or learning delivery processes where appropriate
e Refer students to external support resources if needs exceed what the school can reasonably provide

6. Oversight

Both the Chief Flight Instructor and Accountable Executive share responsibility for addressing accessibility concerns, with
operational and governance oversight as appropriate.

Booking and Cancellation Policy

1. Booking Policy

Booking Responsibilities
It is your responsibility to schedule your own bookings using our online booking system for both flight and ground
training. This helps reduce communication errors over phone calls. We strongly recommend making regular

bookings in advance, especially during busy seasons. If you encounter any issues with scheduling, please contact us
SO we can assist you.

e Solo Flights Outside Office Hours
PPL students wishing to conduct solo flights outside our office hours (9:00 AM — 5:00 PM) must arrange
instructor supervision in advance. This service incurs an additional fee.

e Booking Updates
If you intend to fly solo in place of a previously scheduled dual flight, you must update your booking in the
system. Failure to do so may result in instructor charges.

1. Cancellation Policy

General Cancellations

Cancellations for any reason other than weather or illness must be made at least 48 hours in advance. Cancellations
made within 48 hours will incur a fee equivalent to 1 hour of flight time and 1 hour of instructor time (if applicable).
Use our online booking system to cancel, or if the system is unavailable, notify us via email.

Weather-Related Cancellations

Poor weather may necessitate delaying or canceling your flight. Cancellations must be based on an informed
discussion with your instructor. You must contact your instructor before canceling a booking due to weather, or a
cancellation fee will apply.

Use these resources to assess the weather:
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https://plan.navcanada.ca/wxrecall/

https://spaces.navcanada.ca/workspace/aeroview/

2. Sickness-Related Cancellations
To maintain a safe learning environment, SLA allows cancellations due to illness without a cancellation fee under the
following conditions:
a. Notify your instructor (for dual bookings) or dispatcher (for solo bookings) as soon as possible and no later
than two hours before your scheduled time.
b. For 9:00 AM bookings, if you cancel due to sickness on the same day, you will still be charged a "cancellation
fee" because our office hours begin at 9AM and it provides insufficient notice for the instructors in case of a
dual flight.

Code of Conduct and Professional Standard Policy

1. Purpose
This policy outlines the expected standards of conduct and professionalism for all individuals engaged in or present at
Sea Land Air Flight Centre, to uphold safety, respect, and a professional learning environment.

2. Scope
This policy applies to all students, instructors, staff, contractors, and visitors while on school premises or participating in
school-related activities.

3. Professional Conduct Expectations

All individuals are expected to behave respectfully, communicate courteously, and maintain a positive and safe learning
environment. Harassment, bullying, discrimination, or disruptive behavior is prohibited. For more detailed standards on
harassment, bullying, discrimination and related investigations, please refer to the Harassment & Anti-Racism Policy.

4. Professional Appearance

All students and instructors are expected to present themselves in a clean, neat, and professional manner consistent
with aviation industry standards.

5. Respect for School Property and Others
All school property, equipment, and materials must be treated with care. Individuals are expected to respect others'
personal space, belongings, and privacy.

6. Safety and Compliance
All individuals must comply with school policies, safety procedures, and aviation training standards. Conduct that
compromises safety may result in immediate intervention.

7. Academic Integrity
Cheating, misrepresentation of training records, falsification of attendance, PTRs, or logbook entries are considered
serious misconduct and are governed by the Academic Integrity Policy.
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8. Progressive and Immediate Discipline
Minor misconduct may result in progressive discipline, including verbal or written warnings. Serious misconduct that

affects safety, respect, or integrity may result in immediate suspension or removal from the program.

9. Reporting Misconduct

Concerns regarding conduct should be reported to an instructor or the Chief Flight Instructor. Confidentiality will be

respected to the greatest extent possible.

Instructor Qualification Policy

1. Purpose

This policy outlines the qualifications and ongoing professional development standards required of instructional

personnel at Sea Land Air Flight Centre to ensure high-quality, safe, and compliant aviation training.

2. Scope

This policy applies to all instructional staff, including flight instructors, simulator instructors, and ground school

instructors.

3. Baseline Qualification Standards

>

Private Pilot Licence (PPL) Training

Instructors must hold a Flight Instructor Rating for the aircraft category being taught, as per CAR 425.21(2).
Commercial Pilot Licence (CPL) Training

Instructors must hold a Flight Instructor Rating for the aircraft category being taught, as per CAR 425.21(3).
Night Rating Training

Instructors must hold a Flight Instructor Rating for the appropriate aircraft category, as per CAR 425.21(4).
Instructor Rating Training

Instructors must hold a Class 1 Flight Instructor for the aircraft category used, as per CAR 425.21(12).
Multi-Engine Rating Training

Instructors must hold a CPL or ATPL and have multi-engine experience, including at least 50 hours on multi-
engine aeroplanes and 10 hours on the type used for training, as per CAR 425.21(5).

Instrument Rating Training

Instructors must hold a CPL or ATPL with an Instrument Rating and either:

e a valid Flight Instructor Rating, or

e at least 500 hours PIC, including 100 hours on the applicable aircraft group and 10 hours on type for Group |
multi-engine aircraft, as per CAR 425.21(9).

Ground School Instructors

Must be approved by the Chief Flight Instructor as competent in the subjects taught and able to demonstrate
instructional ability, as per CAR 425.21(10).

Simulator Instructors

Must meet or have met the Flight Instructor Rating qualifications for the applicable licence or rating and must
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have received instruction on the operation of the specific flight training device or simulator used, as per CAR
425.21(19).

4. Oversight and Competency Monitoring
The Chief Flight Instructor is responsible for monitoring instructional quality, providing feedback, and addressing
competency concerns.

5. Review Cycle
Instructor performance will be reviewed every two years, and instructor qualifications will be renewed as per the
requirements of the Canadian Aviation Regulations (CARs).

6. Documentation
The Chief Flight Instructor is responsible for ensuring the validity of instructor qualifications and maintaining all related
documentation.

Attendance and Withdrawal Policy

1. Domestic Students

e If you are a domestic student and are absent for more than one year without providing written notice and a
valid reason, you will be considered "withdrawn" and lose access to our booking system.

2. International Students

e If you are an international student, once SLA issues your acceptance letter for you to obtain a study permit, we
are responsible for reporting your enrollment status to Immigration, Refugees and Citizenship Canada (IRCC)
every six months.

e You are expected to consistently attend school and make continuous progress toward completing your program.

e If you are absent for more than one month, you must submit written notice to the Chief Flight Instructor in
advance, explaining the reason for your absence.

e If you are absent for more than three months without submitting written notice and a valid reason, you will be
considered "withdrawn" from the program and lose access to our booking system.

e SLA will not issue an acceptance letter for a study permit extension to international students who are unable to
complete their training before their study permit expires if the Chief Flight Instructor determines that the delay

is due to poor attendance. These students will be considered withdrawn from the program.

Note: Any student enrolled in SLA programs may withdraw at any stage provided written notice is given at the time of
withdrawal. Any deposited funds that the student has on account at the time of withdrawal will be refunded back to the
student in accordance with the Refund Policy.
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Pilot Training Record
Your training will be documented in a Pilot Training Record (PTR). PTRs for RPP, PPL, CPL, and FIR are stored on the shelf
behind the dispatch desk.

e Itis your responsibility to make entries after your solo flights.

e Entries in the PTR must match those in the aircraft journey logbook.

e PTRs must remain at the school and will be sent to Transport Canada at the end of your training for licensing
purposes.

e Students should maintain a personal logbook and ensure its entries align with the aircraft journey logbook.

e If you wish to take possession of your PTR, you must complete a PTR Receival Form, available from our
dispatcher.

Note: Once you withdraw from our program, are considered withdrawn as explained in the "Attendance and Withdrawal
Policy" section of this document, or are dismissed, you must collect your PTR within 30 days of that date. SLA will not
retain it after this period and will not be held responsible for any unclaimed PTRs.

PPL Ground School
Students are required to attend Ground School. Our ground school is offered online and partly in person. You can start
any time as our PPL Ground School is ongoing repeatedly. Once you pay the tuition fee you may attend the course

repeatedly for up to a year.
Students are accepted to ground school under the following conditions:

PPL Ground School Course fees are paid in full prior to attending the first session.

Students arrive / log in to the online platform on time before the start of the Ground School session.

The instructor will take attendance at the start of every session.

If the student is utilizing Aberdeen Parking to attend in person sessions, students should park on the 4th floor.
Students who are 45 minutes late or greater in a two-hour session, or who are two hours late or greaterin a

vk wN e

four-hour session will be considered absent from that session.

6. Students may attend as many sessions as they wish for a period of up to one year from registration and payment
of the Ground School Course.

7. Students must complete 40 hours of ground school training to meet the licensing requirement.

Tuition Tax Credit

The Canada Revenue Agency has strict guidelines for institutions like ours when issuing the Tuition and Enrolment
Certificate (T2202) for tuition tax credits.

Each January or early February, we will email students to ask whether they require a T2202 form for tuition paid in the
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previous year. If we do not receive a response by the specified deadline, we will assume you do not require the form.
Please note that we will not be able to issue a T2202 once the deadline has passed.

Lesson Recording and Publication Policy

Permission Requirement: Prior to recording any video or audio of lessons, students are required to obtain explicit
permission from instructors.

School Approval: For any recorded video or audio captured during ground instruction and flight instruction ensure that
you have the chief flight instructor's authorization before publishing, including on social media.

School discretion for removal: If the chief flight instructor deems the content of the published video or audio as
inappropriate, student will comply to remove the content upon request by the chief flight instructor.

Language Proficiency Assessment

Students of the Private Pilot Licence Program or the Recreational Pilot Permit Program are required to undertake the
"Formal Aviation Language Proficiency Demonstration” with a Transport Canada Language assessor and demonstrate an
operational or expert level of language proficiency before any solo flights.

Exceptions are:
» Canadian citizens who have graduated from a Canadian English or French speaking high school and can provide
the evidence that they have completed their studies in either English or French.
» Canadian citizens who have not yet finished their high school but can provide proof of attendance (e.g., report
cards, enrollment papers).

Student Evaluation Policy

Purpose
Evaluations are conducted to determine:

- Whether the students are ready to move onto the aircraft training phase from simulator training (Multi
Engine Rating, Multi Engine Instrument Rating)

- Whether the student has reached competency to hold a Night Rating (Night Rating)

- Whether the students are ready for a flight test (all of programs except Night Rating)

Evaluation Standards
e The appropriate evaluation forms will be used for the evaluations.
o The pre-flight test evaluation is based on the marking scale of Flight Test Guides published by Transport Canada.

Procedure

1. The instructor will follow the syllabus to conduct the evaluations.
SLA Admission Handbook V24.0 SLA-009-02-06 11
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2. The instructor will explain to the student the evaluation purpose, policy and procedure before conducting the
evaluation.

3. The instructor will complete the appropriate evaluation forms and discuss the strengths and weaknesses and to
make suggestions for improvement at the post-briefing session.

4. One copy of the evaluation is given to the students. The original copy of the evaluation is given to the CFI.

Grade Appeal Policy
A student may appeal the grade for the formal evaluations if a student believes that:

= Evaluation criteria was changed from those articulated,;
= Evaluation standards are significantly unreasonable or different from those applied to other students; or,
= Evaluation was determined on some basis other than performance.

Procedure

Before a formal appeal, a student should make every effort to resolve the issue informally with the instructor involved.
Following an informal process, should a student still disagree with his or her final grade, he or she may request a formal
review.

STEP 1
The student must request the CFI to review the result of the evaluation in writing within 3 days after the date of the
evaluation. This request must include details such as the circumstances of the specific exercise evaluated unfairly.

STEP 2
The CFl will have a meeting with the instructor involved to review the fairness of the evaluation.

STEP 3
The CFI will have a meeting with the student to discuss the results of the review.

STEP 4
If the CFI judges that re-conducting the evaluation is necessary, the CFl or his/her delegate will conduct the evaluation.

Counseling Support Policy

SLA has the Counseling Support System. Students are encouraged to talk to his/her primary instructor for any requests

or issues on a regular basis to improve the quality and efficiency of the training. However upon student or instructor's

request, the Senior Educational Administrator (CFl) or his/her delegate will formally enter into discussion for any future
training plans with the student and his/her instructor. The following are the procedures for this system.

1. The CFl will request the student to complete "Student survey form".
2. The CFl will review "Student survey form" and the student’s progress while consulting with the student's primary
instructor.
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3. The CFl will conduct counseling with the student to plan future training.

4. The CFI will have a meeting with the student’s primary instructor to advise any modifications to the student's
training plan and record it in his/her PTR (Pilot Training Record).

5. The CFl will conduct a meeting with the student to follow up.

6. The CFl will document the process.

Dispute Resolution Policy

Purpose

This policy governs complaints from students respecting Sea Land Air Flight Centre and any aspect of its operations.

The purpose of this policy is to provide consistency and fairness while addressing issues and complaints in an efficient
manner. 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 process by which the student complaint will be handled is as follows:

Step 1 - Student’s Complaint

Students are encouraged to raise his/her complaint immediately or when becoming aware of it as a

potential issue. Where an issue cannot be resolved between students or between a student and SLA staff member, students
should make his/her complaint in detail to the Chief Flight Instructor (CFl). Complaints must be made in writing.

The student making the complaint may be represented by an agent or a lawyer. If the CFl is absent or is namedin a
complaint, the student must provide the complaint to the Accountable Executive. These personnel are also responsible for the
following steps, investigation and resolution/ determination

Chief Flight Instructor, Akiko Takami - Email: aki@sealandair.ca
Accountable Executive, Daniel Lai - Email: daniel@sealandair.ca

Step 2 - Investigation

The CFI or the Accountable Executive will conduct an investigation as necessary when the case is complex or serious, before
proceeding to Step 3 - Resolution. When the investigation takes more than one week, the CFl will report

the progress of the investigation to the student.

Step 3 - Determination

The CFI or the Accountable Executive will always try to resolve the complaint as soon as it is received when they judge that an
investigation is not necessary. Determination with its reasons will be provided to the student in writing within 30 days after
the date on which the complaint was made when an investigation is required. Determination with its reasons in writing will
specify whether the decision is final. If the resolution or determination is satisfactory to the student, the CFl will document it
and send a copy to the Accountable Executive. The case will then be filed and closed.

When the determination with its reasons in writing does NOT state that the decision is final, the decision is subject to
reconsideration and the student can request a reconsideration to the CFl or the Accountable Executive in writing within 5 days
after the date on which the determination with its reasons in writing was provided to the student.

Step 4 - Filing a complaint with the Private Career Training Institutions Regulatory Unit
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A student dissatisfied with the institution’s final decision may file a claim with the Private Training Institutions Regulatory Unit
(PTIRU) (www.privatetraininginstitutions.gov.bc.ca) on the grounds that the institution misled the student regarding a
significant aspect of the program. The time limit for filing the claim is one year after the student completes, is dismissed from,
or withdraws from the program.

Credit Transfer Policy

SLA will accept student's flight experience and ground school attendance at other flight training institutions when we
acknowledge certification of the chief flight instructor or delegates in their pilot training record.

Academic Integrity Policy

1. Purpose
The purpose of this policy is to maintain academic honesty, fairness, and professional standards within all training and
assessment activities at Sea Land Air Flight Centre.

2. Scope

This policy applies to all students, instructors, staff, and candidates participating in any training, evaluation, or
assessment activity conducted by Sea Land Air Flight Centre. It applies to ground school, flight training, written
examinations, flight tests, simulator sessions, and all associated training records and documentation.

3. Definition of Academic Misconduct
Academic misconduct includes plagiarism, cheating, falsification of training records or aircraft journey logbooks,
misrepresentation of medical or training status, or the use of unauthorized materials during an assessment.

4. Examples of Prohibited Conduct

¢ Copying written material or submitting work not authored by the student

¢ Cheating on written examination, flight tests, quizzes, or performance-based evaluations
¢ Falsifying flight time, PTR entries, or simulator records

¢ Misstating fitness to fly or training participation

¢ Using unauthorized aids or devices during assessments and flight tests.

5. Instructor Authority
Instructors are responsible for identifying, preventing, and reporting suspected academic or assessment misconduct.

6. Consequences

Minor misconduct may result in clarification, re- instruction, or repetition of an assessment. Serious misconduct—
especially involving falsification of safety- critical records—may result in immediate disciplinary action, up to suspension
or dismissal.

7. Final Decision Authority
The Chief Flight Instructor is responsible for reviewing incidents of academic or assessment misconduct and determining
any corrective or disciplinary action.
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8. Record Keeping
Confirmed integrity violations will be documented and retained in the student’s file in accordance with the school’s
retention policies.

Dismissal Policy

A student or renter may be dismissed from SLA or have their renter privileges revoked for violations of SLA’s policies and
procedures. Grounds for dismissal include:

e Cheating or plagiarism in connection with the academic program.

e Forgery, alteration, or misuse of SLA documents, records, or identification, or knowingly furnishing false
information.

e Theft or intentional damage to SLA property.

e Non-compliance with policies stated in the SLA Admission Handbook or the Rental Agreement.

e Repeated cancellations with less than 48 hours’ notice (except for weather) or repeated no-shows.

The CFI will issue a written dismissal notice to the student once any of the above conditions are confirmed. Any funds
the student has on account at the time of dismissal will be refunded in accordance with the Refund Policy.

Payment Policy

= The rates are as posted. The billable time is based on the Hobbs meter time.

= SLA accepts cash, direct debit, Visa and MasterCard as payment for services rendered.

= Rental aircraft and training services are paid for on a pay-as-you-go basis; no credit will be extended to the renter.
Payment is expected upon receipt of services.

= SLA requires either access to a valid credit card with cardholder's written authorization (‘Credit Card Authorization
Form’) or a minimum deposit of $500 to be maintained on the renter’s account to charge for services, no show fees
and/or other balances (if applicable).

= All students are required to maintain a $500CAD deposit on their account regardless of payment type.

= For pre-authorized payments (i.e. amount of each flight or any outstanding payments) without an actual card
present, SLA requires the renter to sign the Credit Card Authorization Form.

= We do not accept cheque payments on a flight-by-flight basis. Cheques are only accepted for deposits into the
renter’s account and a seven business day wait time is required to clear a cheque before it comes into effect. In
some cases, this wait time can be waived or shortened at the discretion of management. A NSF cheque will be
charged $25CAD.

= |[fthere is a history of a credit or debit card being declined more than twice SLA requires payment of the proposed
flight time before each of the renter’s flights.

=  For flights conducted entirely outside of office hours without an instructor or dispatcher present:

- Payment will be processed the next day if the renter has a valid credit card or deposit on file.
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- If the renter pays via debit or cash they will be required to make a deposit for the expected flight time
during office hours prior to their flight (either that day or prior to that day).
- In cases where the renter has a deposit on account, but the expected flight time is estimated to be over the

deposit amount, a pre-payment for the full amount of the proposed flight time is required. This pre-
payment will be redeemed the next day.

= All aircraft require a minimum of a 4 hour charge per 24 hour period for overnight rental. Prior to an overnight
rental, a deposit equal to 4 hours of rental with fuel surcharge will be required regardless of payment type.
= After hours when there is no dispatcher on duty we do not accept cash for payment.

Refund Policy

Circumstances when Refund Payable Amount of Refund

Before program start date, institution receives a notice of withdrawal (applies to all students)

e Any circumstances before program start date. 100% tuition and all related fees
and deposit other than application
fee ($250 in the case of
International student) . Related fees
include: administrative fees and
fees charged for textbooks or other
course materials if applicable.

After program start date, institution provides a notice of dismissal or receives a notice of withdrawal (applies to all
students, except those enrolled in a program delivered solely by distance education)

e After the program start date, and up to and including 10% of No refund on completed flight
instruction hours have been provided. training. In the case of Ground

School, 70% of the ground school
tuition will be refunded.

Fees paid for course materials if not
provided to the student will be fully

refunded.
o After the program start date, and after more than 10%, but before No refund on completed flight
30% of instruction hours, have been provided. training. In the case of Ground

School, 50% of the ground school
tuition will be refunded.

Fees paid for course materials if not
provided to the student will be fully
refunded.
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Circumstances when Refund Payable

Amount of Refund

Student does not attend program — “no-show” (applies to all students except those enrolled in a program delivered

solely by distance education):

e Student does not attend the first 30% of the program.

No refund on completed flight
training. In the case of Ground
School, 50% of the ground school
tuition will be refunded.

Fees paid for course materials if not
provided to the student will be fully
refunded.

Institution receives a refusal of study permit (applies to international students requiring a study permit):

e Before 30% of instruction hours would have been provided, had the

student started the program on the later of the following:

a) The program start date in the most recent Letter of
Acceptance

b) The program start date in the enrolment contract

e Student has not requested additional Letter(s) of Acceptance.

100% tuition and all related fees,
other than application fee.

Courier fee of the Letter(s) of
Acceptance is not refundable.

Student enrolled in a program without having met the admission requirement

s for the program

e |[f the student did not misrepresent the student’s knowledge or skills

when applying for admission and the registrar orders the institution to
refund tuition and fees.

100% tuition and all related fees,
including application fees

Institution must pay the tuition or fee refund within 30 days after receiving notice of withdrawal or refusal of study

permit; providing a notice of dismissal, or the date on which the first 30% of the hours of instruction are provided (no-

show).

All refunds shall be made to the original source of the funds (i.e. person/organization who originally deposited the

funds) unless written permission is obtained from the person/organization to refund directly to the student or third

party.

In the case that a student has deposited funds on account and requests to refund it due to withdrawal, dismissal, or for

any acceptable reason including the refusal of study permit, a student must complete a ‘Deposit Return Request

Form’[SLA-036-02-13]. SLA will refund the total deposit minus charges owed b

y the student (such as late cancellation

charges or the courier fee for the acceptance letter) and the transfer charge from the bank.
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Student Deposit Policy

Students may elect to deposit funds into a student deposit account at SLA to be redeemed on their training. Students

should be aware of the following conditions:

Deposited funds are for training only and may not be redeemed from the students account for any other reason.
If a student requires a full or partial withdrawal from their deposited funds the following conditions apply:
i) A handling fee of $15 per withdrawal will be applied to a student who requests a withdrawal from his/her
deposit account. The amount of each withdraw is limited to $1000.00 max.
ii) Handling fee and the max. amount will be waived or not applicable in the following conditions:
(1) Refund of partial of the initial deposit (usually $500 or less) for overseas student due to visa application
decline
Student withdraw money to pay for flight examiner fee
Student withdraw the remaining balance of the account upon completion of the entire flight training
Student refund due to dismissal or withdraw from the training program
Any refund request that meets the conditions above will be processed in accordance with the refund

policy.

Quality Assurance and Continuous Improvement Policy

1. Purpose
This policy establishes how Sea Land Air Flight Centre evaluates and continuously improves the quality of its training
programes, instruction, and student experience.

2. Scope
This policy applies to all instructional programs, support processes, and training delivery activities.

3. Quality Review Triggers
Quality reviews occur annually and whenever material issues or concerns arise, such as training feedback, safety
observations, or performance trends.

4. Sources of Feedback
Quality improvement activities may be informed by:

» Student feedback
Instructor feedback
Safety or incident reports
Evaluation result

YV V V VY

Flight test result
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5. Oversight Responsibility

The Chief Flight Instructor leads operational review of training quality. The Accountable Executive provides institutional
oversight to ensure that improvements are implemented where required.

6. Improvement Actions
Minor improvements may be implemented through instructor coordination or procedural adjustments. Systemic or
ongoing issues may result in updates to policies, training materials, or instructional practices.

7. Documentation
Where applicable, improvements or corrective actions may be documented to establish accountability and evidence of
continuous improvement.

Diversity, Equity, and Inclusion (DEI) Policy

1. Purpose
This policy promotes a professional, respectful, and inclusive learning environment for all members of the school
community, consistent with aviation safety culture and equity principles.

2. Scope
This policy applies to all students, instructors, staff, contractors, and visitors at Sea Land Air Flight Centre.

3. Commitment to Inclusion
The school is committed to ensuring that all individuals are treated with dignity and respect, have equitable access to
training opportunities, and are able to learn in a safe and supportive environment.

4. Protected Grounds

Discrimination or unequal treatment on the basis of race, colour, ancestry, place of origin, religion, marital or family
status, physical or mental disability, sex, sexual orientation, gender identity or expression, age, or any protected
characteristic under the BC Human Rights Code is prohibited. However, all students must be able to safely meet the
performance, judgment, communication, and operational standards required for flight training. If a student, regardless
of medical certification, is shown to be unable to safely meet these standards, the school may discontinue participation
in flight training.

5. Professional Conduct Expectation
All members of the community are expected to uphold a culture of professionalism, mutual respect, and fairness in all
interactions.

6. Duty to Prevent Exclusion
Where possible, the school will take reasonable steps to reduce barriers and support equitable participation in training
activities.
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7. Reporting and Resolution

Concerns relating to inclusivity or discrimination may be reported to the Chief Flight Instructor. If the situation requires
further review or if a conflict of interest exists, the matter may be referred to the Accountable Executive.

8. Confidentiality
Reports will be handled discreetly and shared only with those who require information to respond appropriately.

Harassment & Anti-Racism Policy

1. Purpose

Sea Land Air Flight Centre (“the School”) is committed to a learning and working environment that is safe, respectful,
inclusive, and free of harassment, racism, bullying, and discrimination. This policy aligns with the BC Private Training Act
and related PTIRU requirements, the BC Human Rights Code, and WorkSafeBC obligations for psychological safety.

2. Scope
This policy applies to conduct by students, employees, contractors, and visitors in all school-operated, airport-based,
and off-site environments, including digital platforms used for school purposes.

3. Definitions

Harassment: unwelcome conduct that demeans or intimidates.

Racism: actions or comments based on race, colour, ancestry, place of origin, or perceived ethnicity.
Discrimination: adverse treatment based on a protected ground.

Bullying: repeated hostile or demeaning behaviour.

Sexual Harassment: sexualized comments, conduct, or unwanted contact.

4. Guiding Principles
Zero tolerance; dignity and respect; confidentiality; and safety culture.

5. Roles & Responsibilities
The School provides a respectful environment and investigates complaints. Students and staff must report concerns and
cooperate with investigations.

6. Prohibited Conduct
Examples include racial slurs, derogatory jokes, unwanted sexual comments or touching, exclusion, threats, and
intimidation.

7. Reporting
Fill in the compliant form, in Appendix A of the Harassment & Anti-Racism Policy [SLA-091-11-10] and send it to:
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Primary Contact: Akiko Takami, Chief Flight Instructor (aki@sealandair.ca) or

Backup Contact: Daniel Lai, Accountable Executive (daniel@sealandair.ca)

External options: WorkSafeBC, BC Human Rights Tribunal, or police.

8. Investigations
Complaints will be acknowledged within 5 business days and, where appropriate, investigated within 30—45 days.

9. Corrective Action
Actions may include training, written warnings, suspension, dismissal, termination, or other appropriate remedies.

10. Anti-Retaliation & Privacy
Retaliation is prohibited. Records are confidential and securely stored. For full protections relating to this subject refer
to the Anti-Retaliation and Safe Disclosure Policy.

Sexual Misconduct Policy

Responsibility and Commitment

Sea Land Air Flight Centre is committed to the prevention of and appropriate response to sexual misconduct. Any
processes undertaken pursuant to this policy will be based on the principles of administrative fairness. All parties
involved will be treated with dignity and respect. It is contrary to this policy for SLA to retaliate, engage in reprisals or
threaten to retaliate in relation to a Complaint or a Report.

What is Sexual misconduct
Sexual misconduct refers to a spectrum of non-consensual sexual contact and behavior including the following:

e sexual assault;

e sexual exploitation;

e sexual harassment;

e stalking;

e indecent exposure;

e voyeurism;

o the distribution of a sexually explicit photograph or video of a person to one or more persons other than the
person in the photograph or video without the consent of the person in the photograph or video and with the
intent to distress the person in the photograph or video;

e the attempt to commit an act of sexual misconduct; and

e the threat to commit an act of sexual misconduct.

Complaint and Report
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A Complaint of sexual misconduct is different than a Report of sexual misconduct. A person may choose to disclose or
complain of sexual misconduct without making a formal report. For the purposes of this document, a
disclosure/complaint is when the victim/survivor discloses/chooses to tell someone at the post-secondary institution of
an incident of sexual misconduct in order to seek support but may not want to make a report to police or campus
authorities. A Report is a formal notification of an incident of sexual misconduct to someone at the institution
accompanied by a request for action. A report can be made by anyone including, but not limited to, the victim/survivor.
A student or SLA staff member making a Complaint will be provided with resolution options and, if appropriate,
accommodation, and will not be required or pressured to make a Report. SLA will respect the right of the individual who
has experienced sexual misconduct to choose the most appropriate services and to independently determine whether
to contact police and/or make a formal report (with the understanding that if there is imminent risk to others the need
to report to authorities may supersede the rights of the individual).

SLA will respect the choice of the individual as to what and how much to disclose about the experience.

Making a Complaint
The process for making a Complaint about sexual misconduct involving a student or SLA staff member is as follows:
e A complaint should be directed to the Chief Flight Instructor, Akiko Takami or the Accountable Executive /
President, Daniel Lai verbally or in writing.

Responding to a Complaint
The process for responding to a Complaint of sexual misconduct involving a student or SLA staff member is as follows:

e The Chief Flight Instructor or the Accountable Executive will acknowledge receipt of the Complaint within 3
days when a complaint was made in writing.

e The CFl will review the complaint and conduct an investigation by:

- Collecting and reviewing documents that may contain relevant information.
- Interviewing individuals, including witnesses, who may have relevant information.
- Conducting additional interviews with the victim or the alleged perpetrator.

e When the investigation takes more than 7 days, the CFl will report the progress of the investigation to the
victim of sexual misconduct.

e The Chief Flight Instructor or the Accountable Executive will have a consultation with the victim of sexual
misconduct to provide support and seek resolution within 10 days after the date on which the complaint
was made.

e Resolution options to ensure the safety of the victim/survivor including, but not limited to:

- As appropriate, provide emergency numbers for on and off campus security (if applicable), law
enforcement, medical assistance, mental health services, and other services.

- Respect the right of the individual to choose the services they consider most appropriate.

- Separating the victim and an alleged perpetrator by scheduling for them to be present at the different
time in SLA facilities.

- Authorized leave of the victim or/and an alleged perpetrator,
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- Removing an alleged perpetrator from classes, from part or all of the campus, while ensuring
procedural fairness and any other applicable laws are respected. These apply even in circumstances
where the victim/survivor chooses not to file a report to the police.

Making a Report
The process for making a Report of sexual misconduct involving a student or SLA staff member is as follows:
e The victim will prepare a written statement which describes the incident with possible request for action.
e The report should be directed to the Chief Flight Instructor, Akiko Takami or the Accountable Executive /
President, Daniel Lai.

Responding to a Report
The process for responding to a Report of sexual misconduct involving a student or SLA staff member is as follows:

e The Chief Flight Instructor or the Accountable Executive will acknowledge receipt of the report within 3
days when a report was made in writing.

e The CFl will review the report and conduct an investigation by :
- Collecting and reviewing documents that may contain relevant information.
- Interviewing individuals, including witnesses, who may have relevant information.
- Conducting additional interviews with the victim or the alleged perpetrator.
e When the investigation takes more than 7days, the CFl will report the progress of the investigation to the

victim of sexual misconduct.

o The Chief Flight Instructor or the Accountable Executive will have a consultation with the victim of sexual
misconduct to provide support and seek resolution within 10 days after the date on which the complaint
was made.

e Resolution options to ensure the safety of the victim/survivor including, but not limited to:

- As appropriate, provide emergency numbers for on and off campus security (if applicable), law
enforcement, medical assistance, mental health services, and other services.

- Respect the right of the individual to choose the services they consider most appropriate.

- Separating the victim and an alleged perpetrator by scheduling for them to be present at the different
time in SLA facilities.

- Authorized leave of the victim or/and an alleged perpetrator,

- Removing an alleged perpetrator from classes, from part or all of the campus, while ensuring
procedural fairness and any other applicable laws are respected. These apply even in circumstances
where the victim/survivor chooses not to file a report to the police.

Confidentiality
All information related to a Complaint or Report is confidential and will not be shared without the written consent of
the parties, subject to the following exceptions:

e If an individual is at imminent risk of severe or life-threatening self-harm.
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e [fanindividual is at imminent risk of harming another.

e There are reasonable grounds to believe that others in the institutional community may be at significant risk of
harm based on the information provided.

o Where reporting is required by law.

e Where it is necessary to ensure procedural fairness in an investigation or other response to a Complaint or
Report.

Contact information
Chief Flight Instructor, Akiko Takami - Email: aki@sealandair.ca Tel: 604-940-6811
Accountable Executive, Daniel Lai - Email: daniel@sealandair.ca Tel: 604-295-8176 ext. 1141

Help outside SLA

If you or someone you know is a victim of sexual assault, help is available. For information, please see the sexual assault
fact sheet provided by Victim Services and Crime Prevention (Ministry of Public Safety and Solicitor General). You can
also call your local police or VictimLinkBC for information and support.

SLA is certified by the Private Training Institutions Regulatory Unit (PTIRU). Certified institutions must comply with
regulatory requirements, including the requirement to have a Sexual Misconduct policy. For more information about
PTIRU, go to www.privatetraininginstitutions.gov.bc.ca.

Anti-Retaliation and Safe Disclosure Policy

1. Purpose
This policy ensures that students and personnel can report concerns or misconduct without fear of retaliation, and that
disclosures are taken seriously and addressed appropriately.

2. Scope
This policy applies to all students, instructors, staff, contractors, and visitors.

3. Protected Disclosures
Individuals are protected when raising concerns related to:

> Safety or training risks

Harassment, bullying, or discrimination
Professional boundary violations
Instructor or staff misconduct

YV V V V

Ethical or regulatory breaches
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4. Protection from Retaliation

No individual will face penalty, discipline, or disadvantage for making a good-faith disclosure or report.

5. Anonymous and Confidential Reporting
Disclosures may be made confidentially or anonymously. The school will respect and protect privacy to the greatest
extent possible.

6. Oversight and Reporting Channel
Reports may be made to the Chief Flight Instructor. If the situation requires further review or if a conflict of interest
exists the matter may be referred to the Accountable Executive.

7. Good Faith Requirement
Protection applies where a report is made honestly and without malicious intent.

Domestic Violence and Duty-to-Report Policy

1. Purpose

This policy ensures that Sea Land Air Flight Centre provides a safe learning environment by identifying, responding to,
and reporting situations where a student or staff member may be affected by domestic violence or threats to their
physical or psychological safety.

2. Scope
This policy applies to all students, instructors, staff, contractors, and visitors. Duty-to-report applies whether incidents
occur on or off campus if the situation presents a safety concern or affects the individual’s wellbeing.

3. Definition of Domestic Violence
Domestic violence includes physical, emotional, psychological, financial, or sexual harm committed by a family member,
intimate partner, or person in a position of power or control.

4. Duty to Report
All members of the school community are encouraged to report safety concerns. Instructors and staff have an elevated
duty to report concerns involving potential harm, threats, or risk to a student or staff member.

5. Internal Reporting
Reports should be made to the Chief Flight Instructor as the first point of contact. If the situation requires further review
or if a conflict of interest exists, the matter will be referred to the Accountable Executive.

6. External Reporting and Safety Response
If there is an imminent risk to safety, the school may contact police or emergency services without delay. This duty
applies even if the incident originated off campus.
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7. Confidentiality

All reports will be handled discreetly and shared only with personnel required for response or regulatory compliance.
Personal information will be protected in accordance with PIPA.

8. Support to Affected Individuals
The school may provide safety planning assistance, adjustment of training schedules, or other reasonable measures to
protect affected individuals.

9. Non-Retaliation
No individual will face negative consequences for making a good-faith report of domestic violence or safety concerns.

Student Safety, Health & Fitness Policy

1. Purpose

Sea Land Air Flight Centre (the “school”) is committed to maintaining a safe, healthy, and respectful learning and training
environment. This policy sets out expectations and support procedures to ensure that all individuals are physically and
mentally fit to participate in flight training activities, and that safety, health, and wellness are supported at all times.

The policy aligns with:

e BC Private Training Act and PTIRU requirements

e Transport Canada regulations for fitness and medical fitness to fly

e BC Human Rights Code

o  WorkSafeBC guidance on psychological safety and fatigue management

2. Scope

This policy applies to all students, instructors, and personnel engaged in or supporting flight training activities, both in
the air and on the ground, including simulators, school vehicles, and all off-site or online activities under school
management.

3. Guiding Principles

e Safety first: Fitness to train or fly is a core safety requirement.

o Non-punitive approach: Seeking help for health, fatigue, or substance-use concerns will not result in discipline
for disclosure alone.

e Respect and dignity: All personal information is handled confidentially.

e Equity and accommodation: The school will provide reasonable accommodations where consistent with safety-
sensitive training standards.

e Shared responsibility: Everyone must ensure they are fit to train or fly and to identify potential risks early.
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4. Definition of Fitness to Train/Fly

Fitness to train or fly means being medically, physically, and mentally capable of safely engaging in training or flight
activities without impairment or risk to oneself or others. Indicators of unfitness may include:

e Fatigue, illness, injury, or medication side effects
e Emotional distress or acute mental health crises

e Drug or alcohol impairmente Cognitive or physical impairment affecting safety or performance

5. Fatigue and Rest

All individuals must be adequately rested and free from substantial fatigue prior to training or flight. Sleep deprivation,
extended duty periods, or similar conditions that impair alertness may result in suspension from flight or simulator
activities until rest is achieved.

6. Substance Use, Drugs, and Alcohol

The school enforces a zero-tolerance policy for drug or alcohol impairment during training. Any person suspected of
impairment will be removed from flight activities immediately.

Students with substance-use or addiction concerns are encouraged to seek help early. Disclosure will not automatically
result in dismissal. The school may require medical clearance and a recovery plan before returning to safety-sensitive
training. Final approval for re-entry rests with the Chief Flight Instructor (CFI).

7. lliness, Injury, or Health Conditions

Anyone experiencing illness, injury, or a condition that could affect flight safety must inform their instructor before
training. Medical assessment or temporary suspension from flight activities may be required.
Return to training may require medical clearance, at the discretion of the CFI.

8. Authority to Suspend Training

Any instructor may temporarily suspend training if a student appears unfit. The Chief Flight Instructor has final authority
over continued participation or reinstatement.

9. Mental Health & Accommodations

The school supports student mental health through early intervention, referrals, and reasonable accommaodations such
as schedule adjustments, workload modifications, or temporary leave, where consistent with aviation safety standards.
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10. Emergencies & Overdose Response

In an emergency (e.g., imminent risk, overdose, or medical crisis), staff will call 911 immediately and follow Appendix A
of Student Safety, Health & Fitness Policy [SLA-094-11-18].

The school coordinates with emergency responders, family/emergency contacts (where lawful), and public health
agencies.

For overdose response, staff will follow BC public health guidance and refer students to naloxone and substance-use
resources.

11. Reporting & Intake (Student Wellness)

Students may report concerns or request support via the Student Wellness/Safety Intake Form (Appendix B) of Student
Safety, Health & Fitness Policy [SLA-094-11-18] or-by contacting:

e Primary Contact (Student Wellness): Akiko Takami, Chief Flight Instructor — aki@sealandair.ca
e Backup Contact: Daniel Lai, Accountable Executive — daniel@sealandair.ca

Students may report via email or in person. Any instructor or staff member receiving a concern must connect the
student to the Primary Contact.

12. Response Workflow

1. Acknowledge within 3 business days from when the student’s concern, disclosure, or intake form is received
(sooner if urgent).

Safety check and, if needed, remove from flight/sim.

Intake and plan: identify needs, interim measures, and referrals.

Accommodations: apply reasonable supports consistent with training standards.

Follow-up and documentation.

ik wn

Target timelines: conduct initial intake within 5 business days of receiving the report, and complete a support or return-
to-training plan within 10 business days, where feasible.

13. Confidentiality & Records

All records are confidential, stored securely, and accessible only to personnel with a legitimate need to know.
Summaries for PTIRU or compliance reviews will exclude personal identifiers.

14. Complaints & Non-Retaliation

Students may raise concerns about support access or staff conduct. Retaliation against anyone who seeks help or
reports a concern is strictly prohibited. For related protections, see the Anti-Retaliation and Safe Disclosure Policy.
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Instructor and Student Boundaries Policy

1. Purpose
The purpose of this policy is to ensure professional boundaries are maintained between instructors, students, and all
personnel to support a safe, respectful, and professional learning environment.

2. Scope
This policy applies to all students, instructors, staff, contractors, and individuals participating in school activities.

3. Professional Relationship Standards
All relationships must always remain professional. Instructors and staff hold a position of authority and trust and must
avoid behavior that could create real or perceived favoritism, bias, or impropriety.

4. Communication and Social Media

Professional channels must be used for instructional and administrative communication. Personal texting, social media
friendships, or private messaging outside a professional context is discouraged and must remain appropriate. Students
must be considerate when contacting instructors via phone or text and limit such communications to reasonable hours,
unless addressing an urgent matter related to safety or training operations.

5. Off-Campus and Private Interactions
One-on-one meetings should occur only in appropriate and visible locations. Instructors must avoid situations that could
create the appearance of impropriety or special treatment.

6. Confidentiality
Information shared by a student in a professional context must be treated respectfully and only disclosed when required
for safety or regulatory purposes.

7. Conflict of Interest and Reassignment

If a boundary issue involving a relationship is identified either by the instructor or the student, the matter must be
disclosed to the Chief Flight Instructor, who may reassign instructional duties or take other measures to preserve
fairness and professionalism.

8. Reporting
Concerns regarding boundary issues should be reported to the Chief Flight Instructor. All reports will be handled
discreetly and in good faith.
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Critical Incident & Crisis Management Policy

1. Purpose

SLA is committed to protecting the safety, wellbeing, and continuity of operations in the event of a critical incident or
crisis. This policy establishes the framework for preparedness, response, communication, recovery, and compliance with
the Private Training Institutions Regulation Unit (PTIRU) reporting requirements.

2. Scope

This policy applies to all incidents that occur within the school’s sphere of operations — on campus, in airport or hangar
facilities, during flight training or simulator sessions, and at any off-site training or student activity. It covers all students,
staff, contractors, and visitors.

3. Definitions
e Critical Incident: An event that poses, or has the potential to pose, significant harm to people, property, or the
learning environment.
e Crisis: A situation of significant disruption or distress that requires immediate coordinated action beyond normal
operations.
e PTIRU Notifiable Incident: A serious or life-threatening event affecting students or staff, requiring emergency
services or hospitalization.

4. Command Structure
e Chief Flight Instructor (Akiko Takami) — Operational Incident Lead. Oversees immediate stabilization, safety, and
coordination with emergency services.
e Accountable Executive (Daniel Lai) — Reporting Lead. Responsible for regulatory notifications, documentation,
and liaison with PTIRU and authorities.
e Support Team — Designated staff may assist in communications, logistics, student support, and recordkeeping.

5. Guiding Principles
e Safety and life preservation take precedence over all other considerations.
e Actions should minimize harm, ensure clear communication, and restore stability.
e Information is managed with confidentiality, accuracy, and sensitivity.
e Trauma-informed and culturally safe practices guide all interactions post-incident.

6. Classification of Incidents
Level 1 — Minor: No injury or only minor first aid; brief disruption. Report internally.

Level 2 — Serious: Injury requiring hospital care, police or EMS involvement, or major operational disruption. PTIRU
notified if significant.

Level 3 — Critical: Life-threatening injury, fatality, missing person, or major crisis. PTIRU notified immediately.

PTIRU must be notified within 48 hours for all Level 3 and significant Level 2 incidents.
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1. Ensure safety of all persons and call 911 if needed.

7. Immediate Response Protocol

Chief Flight Instructor assumes command; designates alternates if unavailable.

Accountable Executive and relevant authorities are informed.

Secure the scene; prevent further harm or evidence disturbance.

Log all actions, times, and communications.

Provide first aid, mental health first aid, or shelter as needed.

Begin internal critical incident form (Appendix A of Critical Incident & Crisis Management Policy [SLA-093-11-10]).
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8. Communication Protocol
e All external communications are coordinated through the Accountable Executive.
e Only authorized spokespersons communicate with media or public.
e Information released must be factual, verified, and respectful of privacy laws.
e Notify families/emergency contacts promptly when appropriate.
e Maintain open communication with staff and students to prevent misinformation.

9. PTIRU Notification Process
e The Accountable Executive is responsible for notifying PTIRU within 48 hours for all qualifying incidents.
e Notification includes: date/time, nature of incident, number of individuals affected, response actions, and
current status.
e Use the PTIRU Incident Report Form (Appendix B of Critical Incident & Crisis Management Policy [SLA-093-11-
10]).

10. Post-Incident Recovery
Following a critical incident, the school will:

e Conduct a debrief (use form in Appendix C of Critical Incident & Crisis Management Policy [SLA-093-11-10]) and
safety review led by the Chief Flight Instructor.

e Provide counselling or referral support for affected individuals.

e Assess academic or operational disruptions and make necessary adjustments.
e Document lessons learned and corrective actions.

e Review training, emergency equipment, and procedures.

11. Records & Confidentiality

All incident reports, communications, and evidence are confidentially maintained. Access is restricted to those directly
involved in investigation or follow-up. Records are stored securely for a minimum of seven years and may be reviewed
during PTIRU audits.
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Emergency Response and Evacuation Policy

1. Purpose
This policy establishes emergency response and evacuation procedures to protect the safety of students, staff, and
visitors during any emergency on campus.

2. Scope
This policy applies to all persons on school property or participating in school-related activities.

3. Emergency Contacts
Primary Contact: Akiko Takami, Chief Flight Instructor — aki@sealandair.ca
Backup Contact: Daniel Lai, Accountable Executive — daniel@sealandair.ca

4. Emergency Types
Covered emergencies include, but are not limited to: fire, earthquake, hazardous spills, violent threats, aircraft incident,
medical emergencies, and any condition requiring evacuation.

5. Evacuation Procedure
When an alarm sounds or evacuation is instructed:

e Stop all activities and move to the nearest safe exit.
e Do not use elevators.

e Assist visitors and individuals needing support.

e Proceed directly to the designated muster point.

6. Muster Point
The designated evacuation muster point is the parking lot at the front of the building. All individuals must remain there
until cleared by the Primary Contact or emergency services.

7. Accountability
Staff will verify the presence of all students and report any missing persons immediately.

8. Emergency Numbers
e Fire / Police / Ambulance: 911
e Non-emergency RCMP: 604-599-0502
e BC Poison Control: 1-800-567-8911

Emergency Response Plan

For any accident or incident during flight training that involves SLA aircraft or property, the Pilot-In-Command,
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must complete Appendix B and Appendix C of the pink Emergency Response Plan [SLA-057-02-06]. A copy of
the Emergency Response Plan can be found in the back of the document folder in the flight bag of each
aircraft.

Privacy and Personal Information Protection Policy

1. Purpose
This policy explains how Sea Land Air Flight Centre collects, stores, protects, and uses personal information in
compliance with the BC Personal Information Protection Act (PIPA) and PTIRU requirements.

2. Privacy Officer
The designated Privacy Officer is Akiko Takami, Chief Flight Instructor. She is responsible for overseeing compliance,
responding to privacy concerns, and managing access or correction requests.

3. Scope of Personal Information Collected
The school collects only the personal information necessary for training delivery, student administration, and regulatory
compliance. This includes:

e Student identification and contact information

e Training and academic records

e Attendance and PTR records

e Financial/payment information (e.g. to issue T2202 form for tax purpose)
e Emergency contact information

e Safety and incident reports

4, Consent
The school obtains consent for the collection, use, and retention of personal information at the time of enrollment
through the student application and registration process. Continued enrollment constitutes ongoing consent.

5. Storage of Personal Information
All personal information is stored in secure physical format only, in locked cabinets located in the school administrative
office. Access is restricted to authorized personnel.

6. Use and Disclosure
Personal information is used only for educational administration, regulatory compliance, and student safety.
Information is not shared with third parties unless legally required or authorized by the student.
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Student and PTR records are retained for a minimum of seven (7) years in accordance with PTIRU and PIPA

7. Retention and Destruction

requirements, after which they are securely destroyed.

8. Access to Personal Information
Students may request access to their personal information by submitting a written request to the school office. The
Privacy Officer will respond within a reasonable timeframe.

9. Complaints and Corrections
If a student believes their information is inaccurate or has been improperly handled, they may file a written complaint
with the Privacy Officer, who will conduct an internal review.

Student Statement of Rights

Sea Land Air Flight Centre is certified with the Private Training Institutions Regulatory Unit (PTIRU) of the British Columbia
Ministry of Advanced Education and Skills Training.

Before you enroll 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

= 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:

= your institution ceased to hold a certificate before you completed an approved program
= 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:
http://www.privatetraininginstitutions.gov.bc.ca/students/be-an-informed-student.

All policies may be reviewed periodically to ensure alignment with professional standards, PTIRU requirements and best
practices.
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