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APPLICATION FORM
STUDENT INFORMATION (Please attach a copy of the applicant’s passport) PTIB Designated Program  Yes   No

 Mr.  Ms. First Name Last Name Birth Date / / (dd/mm/yyyy)

Local Address

City Province Country Postal Code

Permanent Address

City Province Country Postal Code

Student Email Phone Cell

Nationality Visa Type    Student Permit   Visitor Permit   Working Holiday Visa   Permanent Resident

Passport Number

PROGRAM COSTS (Fees listed in Canadian dollars) 
Your application cannot be processed until registration fee and accommodation placement fee (if applicable) are received. Full fees must be 
paid 30 days before classes begin, or your program may be cancelled. Registration fee and accommodation placement fee are non-refundable.  
A service fee will be charged based on the current market rate and destination if the Letter of Acceptance is requested to be sent by Courier.

PROGRAM

Registration Fee One time $
I will now pay $  CAD by:

 Credit Card  Debit Card  Bank Transfer  Cash
Full-time Program  week(s) $

Part-time Program  week(s) $

ACCOMMODATION

Placement Fee One time $ Credit Card Payment 
Card Type    Visa   MasterCard   American Express 
Card Holder Name  
Card Number  
Expiry Date /  V-Code/CVV  
Card Holder Signature 

Homestay  week(s) $

Additional Nights  night(s) $

Others:  days(s) $

TOTAL: $  CDN NOTE

ADDITIONAL INFORMATION
Do you have any medical conditions or allergies?  Yes  No Please specify:

Where did you hear about us?  Web  Agent  Walk-In  Family/Friend

INSURANCE INFORMATION (Medical Insurance is required during your full study period at LAB )

Do you have valid medical insurance in Canada?

 Yes If yes, please provide your insurance information: Company Policy number

 No I would like to purchase medical insurance from / /  (dd/mm/yyyy) to / /  (dd/mm/yyyy) Total:  days

PROGRAM INFORMATION
Program Name (as registered with PTIB) 

 Full-Time Program (30 hrs/wk) 

 Part-Time Program - AM or PM (15 hrs/wk) 
 Part-Time Program - Evening (5 hrs/wk)

Program Duration  weeks

Program Start Date / /  (dd/mm/yyyy) Program End Date / /  (dd/mm/yyyy)

Credential Issued on completion: Certificate Program Delivery Method: On-site

Other: Language of Instruction: English

AGENT INFORMATION 

Agency Contact Name Email

PRIVATE TRAINING INSTITUTIONS BRANCH 
Please be advised that under section 61 of the Private Training Act, the Registrar is authorized to collect, use and disclose personal information in accordance with the Registrar’s regulatory duties 
under that Act. Accordingly, this institution is authorized to disclose your personal information to the Registrar for regulatory purposes. 

Tel. (604) 569-0033 or 1-800-661-7441 
Fax. (778) 945-0606 
www.privatetraininginstitutions.gov.bc.ca 
PTI@gov.bc.ca
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REFUND POLICY
FEES 
The Registration fee and Accommodation Placement fee are non-refundable. Refunds are based on net funds received by LAB. Refunds are 
calculated according to the date of withdrawal by written notice, not according to the date the notice was received. Refunds are calculated by 
week, not by day, and based on the net funds received by LAB. All refunds are issued within 30 days of receiving written notice of withdrawal or 
change. All requests for refunds must be received by LAB in writing, dated and signed by the student requesting the refund. Disputes regarding 
refund policy must be received in writing, addressed to the Campus Manager or Delegate at LAB, within 14 days of receipt of a refund from LAB.  
A response can be expected from LAB within 7 working days from the date the notification of dispute is received. 
LAB Golden Experience Program, customized programs, package programs and private tutoring follow their own refund policy if a separate terms 
and conditions are set for the program.
TUITION 
Refunds are based on net funds received by LAB and a written notice is required. Any program changes resulting in a shorter study period or 
length than original registration will be deemed a withdrawal, and the refund will be calculated as follows:
Before program start:
1. Withdrawal within 7 calendar days after contract made: Full tuition refund minus $250 or 5% of tuition, whichever is less.
2.  Withdrawal 30 calendar days or more before original start date and more than 7 calendar days after contract made: Full tuition refund minus 

$1000 or 10% of tuition, whichever is less.
3.  Withdrawal less than 30 calendar days before original start date and more than 7 calendar days after contract made: Full tuition refund minus 

$1300 or 20% of tuition, whichever is less.
After program start:
1. Withdrawal or dismissal within first 10% of program: 70% refund 
2. Withdrawal or dismissal between 10% and before 30% of program completed: 50% refund 
3. Withdrawal or dismissal after 30% of program completed: no refund
Declined visa:
In situations when the visa is declined, LAB will give a full refund based on net funds received less the registration fee, accommodation 
placement fee, and all bank transfer charges. LAB needs to be notified in writing prior of the program start date that the student’s visa was 
denied. A copy of the denial letter from the Canadian Embassy must be provided to LAB at that time. If LAB is notified after the program 
start date without any previous notification about visa delay or denial, a $200 administration fee will be added on top of the registration fee, 
accommodation placement fee, and bank transfer charges withheld from the refund.Where a student did not meet the LAB and/or program 
specific minimum requirements for admission through no misrepresentation or fault of their own, all tuition and fees paid under the contract are 
refundable, less the applicable non-refundable student application or registration fee.

WITHDRAWAL POLICY
1.  A student may be entitled to a refund of tuition fees in the event that: The student provides written notice to LAB that he or she is withdrawing 

from the program,or the student is asked to withdraw (See Dismissal Policy).
2.  The written notice of withdrawal 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, such as email, letter, etc.
3. The notice of withdrawal is deemed to be effective from the date it is delivered.
4.  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, LAB 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.

5. If LAB has received fees in excess of the amount it is entitled to under the student contract, the excess amount is refunded.
6.  Refunds owed to students are paid within 30 days of receiving written notification of withdrawal received by LAB and all required  

supporting documentation.

STUDENT DECLARATION
I  (student’s full name) declare that:

• I have read, understood, and agreed to the terms and conditions of this enrolment contract; 
• I have received a signed copy of this contract; 
• I have represented to the institution and provided evidence to prove that I meet all of the admission requirements for this program of study; 
• I have read, understood and agreed to the institution’s following documents and a copy has been provided to me:

- Tuition and Fee Refund Policy 
- Dispute Resolution

- Admissions Policy 
- Attendance Policy

- Grade Appeal Policy 
- Dismissal Policy

• The information provided is true and accurate and I am 19 years of age or older. If under the age of 19, a parent or legal guardian must also sign 
the contract; and
• I consent to the sharing, in accordance with Provincial privacy legislation, of my enrolment and reporting information between LAB and 
Immigration, Refugees and Citizenship Canada, as necessary, for the purposes of the International Student Program. Should you have any 
questions about the collection, disclosure and use of personal information you may contact: Director, Regulation, Private Training Institutions 
Branch, Governance, Legislation and Strategic Policy Division, Ministry of Advanced Education, 203 - 1155 W. Pender St, Vancouver, BC V6E 2P4 
or by telephone at 604 569-0019.

Student Signature Date (dd/mm/yyyy) 

Signature of Legal Guardian or Representative Date (dd/mm/yyyy) 

INSTITUTION SIGNATURE
Printed Name of Institute Representative Title 

Signature of Institution Representative Date (dd/mm/yyyy) 

This contract is legally binding when signed by the student and accepted by the institution.
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SCHOOL POLICIES
1. Admission Policy – Students must satisfy Immigration requirements, pay all fees, and agree to LAB Policies and Procedures.
2. Medical Insurance Policy – The student must have medical insurance while studying at LAB.
3. English Only Policy – Students must speak only English in school or during school outings.
4.  Student Attendance policy – Students must maintain at least 70% attendance. Failure to do so may result in withholding of graduation 

certificate.
5. Student Information policy – Students must keep their contact details up to date.
6.  Behaviour – Students must act appropriately towards staff, other students, and the school. LAB does not tolerate the use of illegal 

substances. Behaviour that is found to be unacceptable may result in written disciplinary warnings. LAB reserves the right to accompany any 
written warnings with suspension from LAB.

7.  Yellow card – Failure to follow LAB school policies may result in students receiving a Yellow Card. Should a student receive a Yellow Card, they 
will be asked to leave the school for the day. If a student receives a second Yellow Card, they will be suspended from school for one week. Upon 
returning to school, if an third Yellow Card is issued, the situation will result in a permanent expulsion.

8.  Student Commitment – Students must be aware of ‘Student Commitments’ posted in classrooms and follow it to ensure achieving their 
English learning goals successfully.

9.  Safety Policy – LAB is committed to providing a safe environment for students, instructors and employees. LAB makes every effort to ensure 
all machinery and equipment are properly maintained and any required safety devices are in working order. Any concerns or issues must be 
reported to the Campus Manager or Delegate.

10.  Use and Disclosure of Personal Information – The information that students have provided to LAB is collected under the Freedom of 
Information and Protection of Privacy Act. The information will be used to facilitate our registration procedures, maintain academic history, 
administer, evaluate and market programs for statistical purposes. Their personal information is protected and can be viewed upon request. 
LAB reserves the right to inform recruiters and parents of any students under the age of 19 regarding class marks and attendance, program 
changes and cancellations, and any actions or behaviors that contravene any of LAB’s policies. LAB reserves the right to inform Citizenship 
and Immigration Canada of any cancellations and of students who do not show up for their intended program of study.

Questions regarding LAB policies can be obtained at:

Tel: 604.683.2754   Email: esl@languagesacrossborders.com  Website www.languagesacrossborders.com

ATTENDANCE POLICY
LAB has the following expectations with regards to students’ attendance. Students must:
1.  Report any absence due to illness (or other valid reasons) to LAB on the first and each subsequent day of absence either by leaving a message 

on the LAB telephone system, by calling the school prior to 9 am, or by sending an e-mail.
2. Students must maintain an attendance average of at least 70% to receive a graduation certificate.

DISMISSAL POLICY
LAB expects its students to meet all admission requirements and adhere to a code of conduct during their studies. Behaviour that is found to be 
unacceptable may result in written disciplinary warnings. LAB reserves the right to accompany any written warnings with a suspension.

Code of Conduct
Expectations for Students:
1. Attend classes in accordance with LAB Attendance Policy
2.  Act appropriately towards staff, other students and  

the school
3. LAB does not tolerate the use of illegal substances
4.  Abstain from cell phone use in class unless permission  

is given.
5. Communicate in English only.

Any of the following, if substantiated will result in immediate dismissal
without a warning letter or probationary period. Any illegal activity will be
reported to the police:
1.  Physical assault or other violent acts committed on or off LAB’s campus 

against any student.
2. Verbal abuse or threat.
3. Vandalism of LAB property.
4. Theft.

Dismissal Procedure
1.  All concerns relating to student misconduct shall be directed to the Campus Manager or Delegate. Concerns may be brought forward by staff, 

students or the public. Concerns may be brought forward personally. Formal complaints must be in writing.
2.  The Campus Manager or Delegate will arrange to meet with the student to discuss the concern within 5 school days of receiving the formal 

complaint. The meeting must be documented.
3.  Following the meeting with the student, the Campus Manager or Delegate will conduct further investigation to determine whether the 

concerns can be substantiated. The results of the investigation must be documented.
4.  Any additional investigation shall be completed within 5 school days of the initial meeting with the student. The results of the additional 

investigation must be documented.
5.  The Campus Manager or Delegate will meet with the student and do one of the following: 

a. Determine that the concern(s) were not substantiated; 
b. Determine that the concern(s) were substantiated in whole or in part, and depending upon severity, either: 
 a.Give the student a verbal warning and set out consequences for further misconduct 
 b.Give the student a written warning and set out consequences for further misconduct 
 c.Set a probationary period with appropriate conditions set out in a probationary letter;

Recommend verbally and in writing that the student be dismissed from LAB. A Letter of Dismissal will be issued to the student.
6.  The Campus Manager or Delegate will prepare a written summary of the findings, substantiated by the documentation collected and: 

a. A copy of the summary will be given to the student 
b. The original will be placed in the students’ file and the Dispute Resolution binder.

7. If the student is issued a written warning or is placed on probation, the Campus Manager or Delegate, and the student, will both sign the 
warning or probationary letter and the will receive a copy. The original will be placed in the student’s file.

8. If the recommendation is to dismiss the student, the Campus Manager or Delegate will discuss the situation with the President and gain 
written approval to dismiss the student. The Campus Manager or Delegate will then meet with the student to formally dismiss him/her from 
study at LAB. The Campus Manager or Delegate will provide the student a Letter of Dismissal and a calculation of refund due or tuition owing.

9.  If a refund is due according to LAB’s refund policy, the Campus Manager or Delegate will ensure that a cheque is forwarded to the student 
within 30 days of the dismissal.

10. If the student owes tuition or other fees to LAB, the Campus Manager or Delegate may undertake the collection of the amount owing.
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ADMISSION POLICY
1. Be 17 years old by the first day of class, unless specified differently on customized group student and agent contracts.
2.  Meet Canadian visa requirements 

Refer to the nearest Canadian embassy or consulate to ensure there is sufficient time to obtain the proper documents. For study in Canada 
longer than six months, a student must have a visa before arriving in Canada.

3.  Have medical insurance while studying at LAB 
Proper medical insurance should be obtained prior to leaving a student’s country; alternatively, LAB can offer comprehensive medical 
protection. Contact LAB for more information about our medical insurance and prices to obtain.

4. Agree with all LAB Policies and Procedures

PRIVACY POLICY
Under the Freedom of Information and Protection of Privacy Act students are entitled to access their student file. The personal information 
collected will only be used for the purpose for which it was originally collected or for a use consistent with that purpose, unless the student 
consents to other use. LAB reserves the right to inform Citizenship and Immigration Canada of student status, including any cancellations, and 
of students who do not show up for their intended program of study.
LAB reserves the right to inform recruiters and parents of any students under the age of 19 regarding class marks and attendance, program 
changes and cancellations, and any actions or behaviors that contravene any of LAB’s policies.
Canadian confidentiality laws require any adult (18+) to give permission for information about their studies to be shown to a third party. As such, 
for the purpose of sending progress reports to the agents or family members, a confidentiality/authorization form will be signed by students.

DISPUTE RESOLUTION
LAB provides an opportunity for students to resolve disputes of a serious nature in a fair and equitable manner. The policy applies to all LAB 
students who are currently attending or have attended 30 days prior.
Procedure for Student Disputes
1.  When a concern arises, the student should address the concern with the individual most directly involved. The student and individual most 

directly involved, should try to work out a solution to the issue that is mutually satisfactory.
2.  If the student is not satisfied with the outcome at this level, the student must put his/her concern in writing and request a meeting with the 

Campus Manager or Delegate who will attempt to resolve the issue for the student.
3.  At the meeting, the Campus Manager or Delegate, will discuss the concern and desired resolution, as soon as possible, but within five school 

days of receiving the student’s written concern. The meeting will be documented.
4.  Following the meeting with the student, the Campus Manager or Delegate will conduct enquiries and/or investigations necessary and 

appropriate to determine whether the student’s concerns are substantiated in whole or in part. Those inquiries may involve further 
discussion(s) with the student either individually or with appropriate LAB personnel. The results of the investigation will be documented.

5.  The necessary enquiries and/or investigations shall be completed and a response provided in writing to all involved as soon as possible, but 
no later than ten school days following the receipt of the student’s written concerns. Two options are then available to the Campus Manager or 
Delegate: 
 a.  If it is determined that the student’s concerns are not substantiated, he/she, on behalf of LAB will provide a written explanation of 

the decision and deny the complaint; or
 b.  If it is determined that the student’s concerns are substantiated in whole or in part, LAB will propose a resolution. 

The student will have five school days to appeal the decision. A copy of the decision and all supporting materials shall be given to 
the student, a copy will be placed in the LAB Dispute Binder and the original will be placed in the student file.

6. If the student is not satisfied with the determination of the Campus Manager or Delegate, the student must advise the Campus Manager or
Delegate as soon as possible but within five school days of being informed of the determination. The Campus Manager or Delegate will
immediately refer the matter to the LAB President.
7. The President of LAB will review the matter and may meet with the student as soon as possible but within ten school days of receipt of the
student’s appeal. The original decision will either be confirmed or varied by the President in writing within 5 school days after meeting the
student. At this point the LAB’s Dispute Resolution Process will be considered exhausted.
8. The student, once the LAB dispute resolution process is complete, may file a complaint with Languages Canada and the Private Training
Institutions Branch (PTIB) if he/she feels the institution misled the student regarding the institution or any aspect of its operations.

GRADE APPEAL POLICY
LAB provides an opportunity for students to appeal grades in a fair and equitable manner. The policy applies to all LAB students who are 
currently attending or have attended 30 days prior to submitting their concern to the Campus Manager or Delegate.
1.  If a student is dissatisfied with a grade received and can provide evidence that a higher grade is warranted he/she should discuss with his/her 

instructor. The instructor will reconsider the grade and, if warranted, assign a different grade.
2.  If the student is not satisfied with the outcome of his/her appeal to the instructor, he/she should submit a written appeal to the Campus 

Manager or Delegate.
3.  The Campus Manager or Delegate, will obtain a copy of the assignment/test in question from the instructor and will have another instructor 

conduct a review.
4.  If the assessment achieves a higher grade on re-mark, the higher grade will be assigned to the student. If the assessment achieves a lower 

grade on re-mark, the original grade will be retained.
5.  Once the re-assessment is complete, the Campus Manager or Delegate will review the process and, once his/her review is complete, the grade 

will be considered final and cannot be appealed.
6.  The decisions on the grade appeal will be provided to students within 15 school days of the Campus Manager or Delegate’s receipt of the 

written complaint.
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2018 FEES (in Canadian Dollar)

TUITION 
Tuition Fees
All courses offered at LAB are the same price calculated by week.  
A $150 Registration Fee will apply to all new registration/applicants.

1 ~ 2 weeks Full-time $385 / week  Part-time $300 / week
3 ~ 7 weeks Full-time $380 / week  Part-time $325 / week
8 ~ 11 weeks  Full-time $370 / week  Part-time $255 / week 
12 ~15 weeks Full-time $345 / week  Part-time $235 / week
16 ~19 weeks  Full-time $330 / week  Part-time $230 / week
20 ~23 weeks Full-time $320 / week  Part-time $225 / week
24 ~31 weeks Full-time $310 / week  Part-time $215 / week
32 + weeks Full-time $305 / week  Part-time $210 / week

ACCOMMODATION
Homestay: $250 placement fee $235/week $ 45/extra night
Hostel / Hotel /Apartment Rental: $250 placement fee. For seasonal
rates on Hostel / Hotel /Apartment, please contact us directly.
Airport Transfer Fee: $120 /each way

OTHER FEES
Registration Fee: $150
Program Change Fee: $200
Medical Insurance: $2.50/day 
Custodianship Letter: $250

Private Tutoring: $600 / 10 hour package. $70/ additional hour
Evening Program:  $50 Registration Fee 

$400 / 4 week package (20 hours in total)

*  The fees above are for programs starting in 2018. 
For a complete price list, please visit our website:  
www.languagesacrossborders.com

payment policy
Registration and accommodation placement fees must be paid before an application will be processed. All fees are required 30 days before the 
start date; otherwise, a program may be cancelled. Payments may be made by:

Bank Transfer: 
1.  Contact LAB for our bank information:  

esl@languagesacrossborders.com

2. Add CDN $20 to your payment for bank charges. 
3.  Fax or e-mail documents to LAB of all payments made by bank 

transfer.

Credit Card: Visa /MasterCard/ American Express

1.  Credit card payment will be accepted at LAB’s discretion.  
We accept three different credit cards: Visa, MasterCard, and 
American Express. Some restrictions may apply. LAB can be 
contacted for more detail.

2.  Payments by credit card may be accepted when registering online 
on the LAB website

3.  When providing a photocopy of the front and back of the credit 
card by email or fax, the name of the cardholder, card number, 
expiry date, and cardholder signature must be visible. LAB must 
see the cardholder’s matching signature on both the credit card 
and application form.

Cash or Travellers Cheques: 
US Funds are accepted at the daily rate of exchange Canadian personal 
cheques will be accepted at LAB’s discretion.  
Make cheques payable to: LAB in Vancouver

Money Order/Bank Cheque: 
Send by registered mail or courier to:  
LAB in Vancouver 188 Nelson Street , Vancouver, BC, Canada V6B 6J8

LAB in Vancouver is a Citizenship Immigration Canada Designated Learning Institution | DLI# O19274549462

Languages Across Borders 
188 Nelson St, Vancouver, BC, Canada V6B 6J8
Tel:604 683 2754 | Fax: 604 683 8667 | www.languagesacrossborders.com


